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First Aid Procedures 

Purpose 

● To ensure that children, staff and visitors to the school receive appropriate first 
aid care in the event of an accident or emergency. 

● To ensure that clear procedures are in place for the safe storage of first aid 
equipment, administration of first aid to casualties and the recording of incidents 
in accordance with health and safety guidance.  

Provision of First Aid Personnel 

Appointed Person – the school appointed person is CHRISTINE CARTER. 

An appointed person is someone who takes charge when someone becomes ill or 
suffers a minor injury; they look after first aid equipment and ensure that an ambulance 
is called when appropriate. 

The vast majority of members of staff are trained in Emergency First Aid or Paediatric 
First Aid. This training meets the requirement of the Health and Safety (First Aid) 
regulations 1981 and equips staff to cope with an emergency and provides them with 
the competence and confidence for emergency situations. 

First Aid Treatment 

During the school day children may suffer minor bumps and scrapes in the course of 
their play in the playground or through other school activities.  During lessons times 
and playtime first aid will be administered by the teachers, TA’s or office staff.  At 
lunchtimes midday supervisors, who are First Aid trained will administer treatment; 
plasters, medical wipes are carried in playground supervisors’ bags and available in 
the PE cupboard and Willow Classroom. 



         FIRST AID POLICY 
 

Page 4 of 4 

Hockliffe Lower School is part of Kingsbridge Educational Trust, a charitable company limited by guarantee and 
registered in England and Wales with company number 09144847. The registered office is at Oakgrove School, 

Venturer Gate, Middleton, Milton Keynes, MK10 9JQ 

More major injuries are referred immediately to the designated school first aider for 
care and assessment. 

Children with specific medical needs are listed on the staff room Health and Safety 
board and in the Medical folder in the First Aid cupboard in the staffroom. 

It is essential that staff administering First Aid should wear hypo-allergenic gloves 
when administering treatment, hands must be washed and care needs to be taken 
when dealing with body fluids and blood and when disposing of dressings and other 
equipment in the staffroom bin. 

Recording and Reporting Accidents 

When children have injuries during the school day these are recorded on Medical 
tracker by the member of staff who administered the treatment, a notification is then 
sent to parents via the Medical Tracker System.  

In the event of a child having a significant injury parents are informed in person or by 
phone.  Class teachers and support staff are made aware if a pupil they are working 
with has bumped their head.  

In the event of a serious accident involving a child or a member of staff the RIDDOR 
(Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) 1995 
procedures will be adhered to. Details of the incident are entered recorded on email 
and on Medical Tracker and sent to the headteacher for assessment.  The 
Headteacher will then decide if the incident is Riddor Reportable. Paperwork relating 
to accidents and major incidents are kept in the office file ‘Incident & Accident 
Reporting’. The headteacher may consult with the Trust to discuss whether or not an 
incident is Riddor reportable.  

 

First Aid on School Visits 

During off site visits a trained member of staff is designated appointed person and will 
carry a basic First Aid kit.  A mobile phone will be carried by a member of staff to use 
in an emergency.  If a major medical emergency or accident occurs on a school visit 
the school will be informed as soon as possible and the situation managed so that the 
safety of the group is not compromised.  Children who have specific medical needs 
will be identified on the risk assessment for the visit with plans in place to 
accommodate their needs. 

Provision of Fist Aid Equipment 

First Aid equipment is located in drawers in the staffroom.  A first Aid Kit in a green 
box is in each classroom and the Silver Birch room containing the first aid equipment 
as described in the First Aid Manual.  A member of the office staff will check contents 
and supplies monthly. 
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