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SENIOR SCHOOL FIRST AID POLICY 
 
AIM 
To clarify procedures and expectations and to provide efficient and sympathetic provision 
for dealing with accidents and illness in School. 

 
 
1.0 THE RESPONSIBILITIES OF PARENTS/GUARDIANS 
1.1 Parents/guardians are a pupil’s main carers and are responsible for making sure that 

he/she is well enough to attend School. Any pupil who is acutely unwell should be 
kept at home. 

1.2 It is the responsibility of the parents/guardians of any pupil with particular medical 
needs to inform the School of these in writing. A form for this purpose is supplied to 
all new entrants and the School must be informed of any changes throughout the 
year. 

1.3 For serious long term conditions (e.g. severe asthma, diabetes, serious allergies, 
epilepsy) parents/guardians are required to provide written instructions from the 
pupil’s GP advising of the treatment necessary in an emergency. 

 
2.0 THE RESPONSIBILITIES OF THE SCHOOL 
2.1 The Trustees / Governors recognise that they have a duty of care for staff, pupils and 

others using the School Premises. The Principal is responsible for putting their policy 
into practice. The School accepts responsibility for the consequences of the actions  
of First Aiders acting in accordance with this policy and for ensuring that at least one 
qualified person is on each school site when children are present between 8.00am 
and 5.00pm. Parents are informed that supervision and first aid may not be available 
outside of these times. The names of the Nurses, First Aiders and where they are 
based are listed below 

2.2  
1. E Smith (Nurse): Medical Room 
2. A Lewington (support) Medical Room/School Office 
3. N Pond (Nurse) Medical room Mat leave 
4. L Allen (Teacher): PE Dept 
5. E Barnett (Teacher): PE Dept 
6. M Barnett (Teacher): PE Dept 
7. T Barrett (Teacher): PE Dept 
8. M Bogue (Teacher/Support): Swimming Pool 



Senior School First Aid Policy Reviewed Hilary Term 2017 (Next review Hilary 2019) 2  

9. E Hager (Support): School Office 
10. S Hughes (Support): Bursary 
11. E Irving (Teacher): MFL Dept 
12. A Knight (Teacher): Maths Dept 
13. P Owen (Support): School Office   
14. S Page (Teacher): PE Dept        
15. C Probets (Support): Maintenance   
16. F Russell (Support): School Office 
17. A Webb (Support): School Office 
18. A. Moran (Support) Science 
19. P. Foster (Teacher) Music 
20. J. Parry (Teacher) P.E Dept 
21. E. Lawson (Teacher) English & Drama  

 
2.3 All staff in charge of pupils have a duty to act as any reasonably prudent parent 

would to make sure that pupils are healthy and safe on School Premises. This duty 
extends to activities taking place off the School site e.g. field trips. 

2.4 All pupils and staff are made aware, through their induction process, of the location 
of the Medical Room, which is near the Main Office opposite the AVA room, and of 
the procedure to be followed in the event of illness or accident. There is an 
additional agreed procedure for accidents occurring on the School Playing Field (see 
6.0). 

2.5 The Medical Room is kept unlocked so that there is access to a First Aid Kit at 
all times. Pupils should report to the Main Office if there is nobody present in the 
Medical Room. Other First Aid Kits are kept in the Food Room, the Textiles Room, Art 
Room, Dining room, DT Rooms, Sports Hall, Swimming Pool Office and Workshop – 
and are always accessible. The School minibuses each contain a First Aid Kit. All First 
Aid Kits have their contents regularly checked and replenished by the nurse. 

2.6 Staff taking pupils out of School on a trip must collect a basic First Aid Kit from the 
Medical Room before leaving. It is the member of staff’s responsibility to return the 
kit for its contents to be checked and replenished. 

2.7 The School is assessed overall as a low-risk area and the recommended number of 
qualified First Aiders is, therefore, 1 per 50-100 pupils/staff. The recommended ratio 
will be maintained. 

2.8 A record of all accidents and all First Aid administered is kept. First Aid records and 
the accident book are stored in the Medical Room. Parents are informed at the 
soonest possible moment by telephone if an accident has occurred or if further 
medical attention is required. 

2.9 The School ensures that its First Aiders complete an appropriate training course and 
that their qualifications are kept up-to-date and renewed every three years. The 
nurses update their training annually. 

2.10 In an emergency, staff will call an ambulance and First Aid procedures are carried out 
until the emergency services arrive. The pupil/pupils are accompanied to hospital by 
a member of staff who stays with them until their parents/guardians arrive. In an 
emergency, a member of staff may take a pupil by car, accompanied by another 
member of staff, if they have public liability vehicle insurance. 

 
2.11 The School Nurse keeps a record of First Aiders’ qualifications and the dates of expiry 

and reminds staff at least 3 months before renewal is due. 
2.12 The school will report to the Health and Safety Executive (telephone 0845 300 99 23) 



Senior School First Aid Policy Reviewed Hilary Term 2017 (Next review Hilary 2019) 3  

with reference to RIDDOR, any case which requires such notification. 
 
THE RESPONSIBILITIES OF THE NURSE/FIRST AIDERS 
3.0 Maintain medical records for each pupil; documenting all treatment given during 

times of attendance and contact parents/guardians when pupils need to be taken 
home. 

3.1 The nurse orders medical supplies and monitors the contents of all First Aid Boxes 
situated around the School annually. Staff are responsible for letting the nurse know 
if they use anything from the first aid kits in the meantime and the nurse will then 
recheck them. All first aid kits used for school visits/events and the first aid kits in the 
medical room are checked after every use. 

3.2 Liaise with pupils attending the Medical Room in a sympathetic manner with 
subsequent communication to the Principal and/or teaching staff if necessary. 

3.3 Ensure that any incident is entered into the School’s Accident Book, reporting as 
required to the Vice Principal or Bursar. 

3.4 Provide First Aid Kits to teachers in charge of school trips, as requested. 
3.5 The School Nurse keeps a record of First Aiders’ qualifications and the dates of expiry 

and reminds the staff concerned at least 3 months before renewal is due. 
3.6 Liaise with the School Counsellor if necessary. 

 
4.0 ADMINISTRATION OF MEDICINES 
4.1 Paracetamol tablets and soluble Paracetamol are kept in the Medical Room and can 

be given to pupils at the First Aiders’ discretion if parents/guardians have supplied 
permission. Parents/guardians are sent notification of any medication supplied and 
the time at which it was administered. 

4.2 The School makes every effort to assist pupils with long term medical needs (for 
example, asthma, epilepsy, diabetes, serious allergies) if parents/guardians have 
supplied detailed information of procedures to be carried out. Details of such pupils 
are available to staff for general information. If medicines are to be administered by 
first-aid staff, parents/guardians must complete a form (available from the nurse) 
listing: the name of the medicine, dose, method of administration, time and 
frequency of administration and possible side effects. Parents/guardians must 
themselves hand in the medicine at the main office or to the nurse. It is then locked 
in the medical cabinet of the Medical Room. No medicines can be stored over the 
summer holidays and parents/guardians should collect any unused medicines at the 
end of the Trinity Term. Any medicines not collected will be disposed of. Medicine 
for chronic conditions may be brought back to School at the beginning of the 
Michaelmas Term together with a new set of instructions. 

4.3 Medication (e.g. antibiotics) for short-term conditions should only be brought into 
School when absolutely necessary. If possible, dose frequencies should be arranged 
so that the medicine can be taken out of school hours. If medicine has to be taken it 
should be handed in to the nurse or at the main office and then pupils are 
responsible for reporting to the Medical Room to take their own medicine unless full 
written details have been supplied as in 4.2. 

 
5.0 PROCEDURE FOR PUPILS WHO ARE UNWELL IN SCHOOL 
5.1 If a pupil feels unwell he/she tells a member of staff, normally his/her subject 

teacher, or a member of staff on duty, who sends them to the medical room. It is 
appropriate to have a reliable pupil accompany the sick pupil to the medical room, 



Senior School First Aid Policy Reviewed Hilary Term 2017 (Next review Hilary 2019) 4  

with instructions to return immediately and confirm that the nurse or first aider is 
with the sick pupil. 
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5.2 The nurse/first aider on duty carries out whatever treatment is, in their opinion, 
necessary. After treatment the nurse/first aider completes a form, stating the time 
the pupil left to go back to class and the pupil hands this to their class teacher. This 
ensures that the pupil returns to class immediately after being dismissed from the 
medical room. Teachers that notice a significant discrepancy in the time the pupil 
was released from the medical room and when they returned to class, should follow 
it up as soon as is appropriate. 

5.3 If the Nurse/First Aider decides a pupil needs to go home, they contact the pupil’s 
parents/guardians by telephone and inform their Form Teacher/Year Tutor that the 
pupil is no longer in School by using a slip. More information is sent in an email if this 
is necessary. A pupil sent home in this way does need to sign out, but does not need 
to bring an absence note if they return to School the next morning. 

5.4 Staff are advised to avoid contact with other people’s bodily fluids. If a pupil vomits, 
the nurse or the maintenance department can be asked to help with cleaning up 
using the appropriate safety gear. Staff are instructed to use gloves and yellow bio- 
hazard bags and/or mouth-guards when dealing with vomit/blood or when 
resuscitation is required. 

 
6.0 PROCEDURES FOR CALLING AN AMBULANCE 
6.1 An ambulance should be called whenever there has been significant injury to the 

head, neck or back; significant injuries to limbs, or where the person is unable to 
walk. Any other injuries or illnesses which are significant or where the nurse/first 
aider is concerned that they may be significant. When in doubt, the welfare of the 
person is paramount, so contact with the emergency services is advised. 

 
7.0 PROCEDURE FOR ACCIDENTS ON THE SCHOOL FIELD 
7.1 In the event of an accident on the School Field, the member of staff in charge will 

telephone the main office by the mobile phone, and wait for a First Aider to arrive. 
7.2 If the accident is considered to be of a particularly serious nature the member of  

staff may telephone the emergency services directly. 
 
8.0 PROCEDURE FOR ACCIDENTS ON THE SCHOOL FIELD 
8.1 In the event of an accident on the School Field, the member of staff in charge will 

telephone 
 
9.0 REPORTING OF ACCIDENTS 
8.0 Accidents or injuries of a significant nature will be reported to RIDDOR by the Vice 

Principal in accordance with the guidelines provided by the HSE in the document 
Incident reporting in schools (accidents, diseases and dangerous occurrences) 
Guidance for employers Education Information Sheet No1 (Revision 3). 

 
 
 
 
 

Mr E McCabe   (Chair of Governors) 
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