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Hackney New Primary School 

First Aid Policy 

Agreed by the Governing Body: Summer 2015 
Review Date  Summer 2016 
Review Schedule Annual / Biennial  
Person(s) Responsible  Headteacher 
 
AIMS: 

The Aim of this Policy is to set out guidelines for all Staff in school in the 
administering of First Aid to children, employees and visitors.  

Teachers and other staff in charge of children are expected to use their best 
endeavours at all times, particularly in emergencies, to secure the welfare of the 
children at the school in the same way that parents might be expected to act towards 
their children. In general, the consequences of taking no action are likely to be more 
serious than those of trying to assist in an emergency.  

Furthermore, the Governors are committed to the authority’s procedure for reporting 
accidents and recognise their statutory duty to comply with the Reporting of injuries, 
diseases and dangerous occurrences regulations 1995.  

SHARING OF INFORMATION 

This policy and policies it references shall be shared with all employees during their 
induction. 

Posters displaying the names of employees with first aid qualifications will be 
displayed at the main entrance, in the school hall and in the first floor central area. 

QUALIFIED FIRST AIDERS 

A person is suitable qualified if they have received the HSE approved and OfSTED 
recognised two day Paediatric First Aid Training. Within Hackney New School 
Academy Trust, there are 5 First Aiders already in post: 

Name  
Member of 

Staff 

Work Base 
Position Held 

Qualification Held Valid From 
 

Valid Until 

Colette 
Corbin 

Personal 
Assistant to 
Headteacher 

Two Day Paediatric 
First Aid  

  

Jack Bartlett P.E. 
Department 

Two Day Paediatric 
First Aid  

  

Steve 
Darragh 

P.E. 
Department 

Two Day Paediatric 
First Aid  

  

Anna 
Williams  

Assistant 
Headteacher 

Two Day Paediatric 
First Aid 

  

Renee 
Corbin 

LSA Two Day Paediatric 
First Aid 
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In advance of opening, all seven members of the primary school staff will receive the 
two day Paediatric First Aid training from The Red Cross. This will take place on 1st 
and 2nd September 2015. 
 

Name  
Member of 

Staff 

Work Base 
Position Held 

Qualification 
Held 

Valid From 
Valid Until 

Valid Until 

Siobhan 
Horisk 

Headteacher Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Joanna 
Gwaspari 

Senior 
Teacher 

Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Sophie Perry Class Teacher Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Rachel Davis Class Teacher Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Obiorkor 
Laryea 

Office 
Manager 

Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Leanne 
Cronin 

Teaching 
Assistant 

Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

Jessica 
Franklin 

Teaching 
Assistant 

Two Day 
Paediatric First 
Aid 

3rd September ‘15 1st September 2018 

 

APPLICATION 

A qualified First Aider must be consulted immediately in the event that a child (or 
member of staff) should sustain a major injury or injury of the following nature 

• Any respiratory difficulties 
• Cut to head or serious knock  
• Suspect sprain or break  
• Burns  
• Stings: i.e. bees/wasps/insects (due to the possibility of allergic reaction)   

 
In addition, a qualified First Aider must be consulted to treat pupils who are known 
to have a specific illness i.e. diabetics/pupils known to have allergic reactions/pupils 
with epipens in school - irrespective of the type of illness or injury sustained. In the 
event of a major injury, a First Aider must be notified first and an ambulance called 
immediately afterwards. 

Children with specific needs have a personal care plan to ensure their safety. This 
should always be consulted. 

There are additional policies in place for: 

• Administering Medicines 
• Anaphylaxia  
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PROCEDURES 

The member of staff responsible for the child should either carry our First Aid, if 
qualified or take the child to the School Office from where a First Aider can be 
reached. 

An informed assessment will be carried out and the appropriate treatment given. 

If a child needs to be sent home or to a doctor or hospital owing to injury in school 
this must be authorised by the Headteacher or, in her absence, by a member of the 
leadership team.  

In the event of minor injury, once treated, the class teacher must be informed so that 
they can liaise with Parents/Guardians/Out-of-school club/Carer at the end of the 
school day. 

Should the child be feeling unwell or have been sick in school, the class teacher 
must be notified so that an informed decision may be made.  

Should the decision be that Parents be notified/the child needs to go home, the office 
should be contacted to confirm authorisation with the Head/Deputy Head Teacher, 
and Parents contacted. 

INCIDENT REPORTING: 

All incidents requiring first-aid (whether minor or major) must be recorded in the 
school First-Aid book. (See templates in Appendix 3) This is situated in the school 
office. 

The Governing body is aware of its statutory duty under RIDDOR in respect of 
reporting the following to the Health and Safety executive as it applies to employees.  

• An accident that involves an employee being incapacitated from work for 
more than three consecutive days.  

• An accident which requires admittance to hospital for in excess of 24 hours.  
• Death of an employee.  
• Major injury such as fracture, amputation, dislocation of shoulder, hip, knee or 

spine. 

For non-employees and children an accident will only be reported under RIDDOR:  

• Where it is related to work being carried out by an employee or contractor 
and the accident results in death or major injury, or;  

• It is an accident in school which requires immediate emergency treatment at 
hospital  

• For each instance where the headteacher considers an accident to a visitor or 
child is reportable under RIDDOR the advice of the authority will be sought.  

• All accidents to non-employees (e.g.) visitors which result in injury will be 
reported to the authority.  

All accident/ injury and first aid records will be monitored by the headteacher to help 
identify trends as part of the school’s risk assessment process. 
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ACCIDENTS INVOLVING A CHILD’S HEAD 

The Governing body recognise that accidents involving the pupil’s head can be 
problematic because the injury may not be evident and the effects only become 
noticeable after a period of time.  

• Where emergency treatment is not required, a ‘Head bump’ (Appendix 1) 
letter will be sent home to the child’s parents or guardians together with the 
copy page from the First Aid book.  

• Head bump forms are kept in the accident book in the First Aid cupboard in 
the staff room.  

FIRST AID MATERIALS, EQUIPMENT AND FACILITIES 

All staff must acquaint themselves with the position of the First Aid kits. These are 
kept: 

• in all classrooms,  
• in the staffroom,  
• main hall,  
• kitchen and  
• school office. 

 
Please report any depletion in stock to the Office Manager who is responsible for 
replenishing the boxes and for conducting a check of contents (See Appendix 2) 
 
First Aid Boxes or a First Aid Belt must be taken out onto the playground during 
break- times and returned to the classrooms afterwards. 
 
First Aid Boxes must be taken on all school trips by the nominated First Aider for the 
group. 
 
The administering of items such as antiseptic creams etc are not permitted in case of 
allergic reaction. Cuts and grazes should be treated with gauze and clean water and 
elastoplasts / micro pore applied where applicable. There are buckets in the School 
Office for pupils who feel sick. Sawdust, mops and buckets may all be found in the 
Cleaner’s store 

PROTECTION AIDS 
 
Disposable gloves must be worn when dealing with all injuries which involve the loss 
of blood.  
 
Sterile wipes and mouth guards should be used for any mouth to mouth situations. 
 
The appropriate disposal of cleaning and treatment resources is to be ensured at all 
times.  

The school will provide materials, equipment and facilities as set our in the DfE’s  

CLASS MEDICAL LIST: 

Each class file must contain an up to date class medical list, a list of pupils with 
specific dietary requirements and other medical conditions such as asthma. 
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It should be made clear whether these pupils have medication in school for their 
medical needs. The child must be aware that they need to report to their class 
teacher, Headteacher, dinner lady or First Aider should they be feeling ill. 

Kitchen staff / Senior Dinner Lady / Class Dinner Lady also need to be informed if a 
child has a food allergy or requires medication. 

PUPILS WITH SPECIFIC DIETRY REQUIREMENTS 

Pupils must be fully risk-assessed when food-tasting activities take part at school. 

PUPILS WITH SPECIFIC NEED: 

It is the responsibility of the Inclusion Manager to share information and the 
responsibility of eacher membe of staff to familiarise themesleves with the medical 
plan for children with specific needs. 

Staff will receive additional training where specialized equipment is required such as 
breathing apparatus.   

OFF SITE ACTIVITIES 

At least one first aid kit will be taken on all off site activities, along with individual 
pupil’s medication such as inhalers, epipens etc. 
A person who has been trained in first aid will accompany all off site visits.  

TRANSPORT TO HOSPITAL OR HOME 

The head teacher will determine what is a reasonable and sensible action to take in 
each case.  

Where the injury is an emergency an ambulance will be called following which the 
parent will be called.  

Where hospital treatment is required but it is not an emergency, then the Head 
teacher will contact the parents for them to take over responsibility for the child.  

If the parents cannot be contacted then the headteacher may decide to transport the 
child to hospital  

Where the headteacher makes arrangements for transporting a child then the 
following points will be observed:  

• only black taxis or Uber cars will be used.  
• no individual member of staff should be alone with a child in a vehicle.  
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Appendix 1 – Head Bump Letter 

Date:............................ 
Dear .....................................  

Your child bumped his/her head at school today. (S)he was seen by a First Aider 
who deemed him/her fit to stay at school. However, it is essential to seek further 
medical advice if any of the following occur:-  

1. Increasing drowsiness or loss of consciousness.  
2. Persistent vomiting.  
3. Difference in the size of child’s pupils.  
4. Increasing headaches.  
5. Blurring of vision or lights before the eyes.  
6. Loss of movement of arm or leg.  
7. Any other symptom you find worrying about your child.  

Please keep us in touch with his condition and do not hesitate to call if you have any 
concerns.  

Yours sincerely,  

Siobhan Horisk 
Headteacher 
 
Appendix 2 – Contents of First Aid Containers: 
 

• a leaflet giving general advice on first aid  
• 20 individually wrapped sterile adhesive dressings (assorted sizes);  
• two sterile eye pads; 

four individually wrapped triangular bandages  
• (preferably sterile); 0 
• six safety pins;  
• six medium sized (approximately 12cm x 12cm) individually wrapped sterile 

unmedicated wound dressings;  
• two large (approximately 18cm x 18cm) sterile individually wrapped 

unmedicated wound dressings;  
• A minimum of one pair of disposable gloves.  

All First Aid equipment will be kept in green containers prominently marked with a 
white cross. 
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Appendix 3 – Templates for Records on Incidents and First Aid Administered.  
 
These records must be kept for a minimum of three years. 
 
Date/Time 
of Incident 

Place of 
the 
Incident 

Full 
name 
and year 
group of 
the 
injured 
person 

First 
Aid/Assistance 
Given 

What 
happened to 
the injured 
persona 
immediately 
afterwards 
e.g. went 
home/back 
to 
class/carried 
on as usual 

Name & 
Signature 
of the 
first aider 
or person 
dealing 
with the 
incident 

      
 
 
 

      
 
 
 
 

 
 
 


