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Aims of the School:  
 
The Governors and Head Teacher accept their responsibility under the Health and Safety (First Aid) 

regulations 1981 and acknowledge the importance of providing First Aid for employees, children and 

visitors within the school. 

 

We are committed to the Langley Park Learning Trust procedure for reporting accidents and recognise 

our statutory duty to comply with the Reporting of injuries, diseases and dangerous occurrences 

regulations 1995.  The provision of First Aid within the school will be in accordance with the 

Department for Education and London Borough of Bromley guidance on First Aid in school. 

 

The school’s arrangements for carrying out the policy include nine key principles; these are: 

 

• To place a duty on the Governing Board to approve, implement and review the policy 

• To place individual duties on all employees 

• To report, record and where appropriate investigate all accidents 

• To record all occasions when first aid is administered to employees, pupils and visitors 

• To provide equipment and materials to carry out first aid treatment 

• To make arrangements to provide training to employees, maintain a record of that training and 

review annually 

• To establish a procedure for managing accidents in school which require First Aid treatment 

• To provide information to employees on the arrangements for First Aid 

• To undertake a risk assessment of the first aid requirements of the school 

 

Roles and Responsibilities: 

Governors will ensure that: 

• This policy is reviewed on an annual basis 

The Head Teacher will ensure that: 

• This policy is implemented, alongside the Medical Conditions Policy and the Health and Safety 

Policy 

• That all staff are aware of the contents of this policy 

• That essential First Aid information is clearly displayed 

• That sufficient staff have adequate training 

• That a risk assessment is carried out annually to ensure that the First Aid provision is adequate 

for the needs of the school 

Staff will ensure that: 

• They implement this policy, alongside the Health and Safety Policy and the Medical Conditions 

Policy 

• First Aid boxes are taken to the playground at playtime and lunchtime 

• First Aid boxes are suitably equipped 

• First Aid procedures are followed 

• They secure the welfare of the pupils in the school 
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Parents/Carers are expected to: 

• Support the school’s policies 

• Provide full and detailed information about any medical needs of their children 

Relationship to other policies:  

This policy should be read in conjunction with the CHPS Medical Conditions Policy and the CHPS Health 

and Safety Policy. 

Arrangements for First Aid 

Materials, equipment and facilities 

 

• The school will provide materials and equipment as set out in the DfE Guidance on First Aid in 

Schools 

• SLT will undertake a risk assessment of the first aid requirements of the school 

• The First Aiders are listed in school 

• Sharon Williams is the Appointed Person.  She will order new materials when supplies are 

running low.  First Aiders and Lead MDS will keep a check on the supplies and advise Sharon if 

more are needed 

• Sharon Williams or Fleur Warren will organise appropriate First Aid training for staff and keep 

a record of when training should be renewed 

• Each class has its own First Aid Box with basic supplies.  These need to be stored visibly in the 

class cupboard 

• There are two large First Aid boxes for use in the playground at playtime and lunchtime.  These 

are stored in the medical bay on the ground floor of the school 

• There are two large First Aid bags for use on school trips. These are stored in the medical bay 

on the ground floor of the school 

• There should be two ‘First Aid Stations’ at playtime and lunchtime (one on each playground) 

• For dealing with accidents/incidents on the playground staff should follow the ‘First Aid 

Flowchart’ (appendix 1). The flowchart is displayed in the staff room.  There is a copy in each of 

the playground First Aid kits 

• All accidents must be recorded in the accident book. Major accidents must be reported to 

Sharon Williams (Senior Administration Officer) who will print an AR3 form which should be 

completed by the person who was involved in administering First Aid and passed to the Head 

Teacher or Deputy Head Teacher. 

• If a child has to be taken to hospital or an ambulance is called the Head Teacher or in his 

absence the Deputy Head Teacher should be notified immediately 

 

Cuts 

The nearest adult deals with small cuts. All open cuts should be covered after they have been treated 

with a cleansing wipe. Any adult can treat severe cuts, however a fully trained first-aider must attend 

the patient to give advice. Minor cuts should be recorded in the accident book. Severe cuts should be 

recorded in the accident book and parents informed by phone call. Major injuries need to be reported 

to the Senior Administration Officer and an AR3 form completed.  Anyone treating an open cut should 

wear protective gloves.    
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Bodily Fluids 

In order to maintain protection from disease, all body fluids should be considered infected.  This 

includes blood, faeces, nasal and eye discharges, saliva and vomit.  To prevent contact with body fluids 

the following guidelines should be followed: 

• When dealing with any body fluids wear disposable gloves 

• Wash hands thoroughly with soap and warm water after the incident 

• Keep any abrasions covered with a plaster 

• Spills of the following body fluids must be cleaned up immediately 

Disposable towels should be used to soak up the excess, and then the area should be treated with a 

disinfectant solution. Never use a mop for cleaning up blood and body fluid spillages.  All contaminated 

material should be disposed of in a yellow clinical waste bag (available in First Aid boxes) then placed in 

the waste bin in the sick bay area.  Avoid getting any body fluids in your eyes, nose, and mouth or on 

any open sores.  If a splash occurs, wash the area well with soap and water or irrigate with copious 

amounts of saline. 

 

Head injuries 

Any bump to the head, no matter how minor is treated as serious. All bumped heads should be treated 

with an ice pack. Children should receive a ‘Head Letter’. The adults in the child’s class-room should 

keep a close eye on the child. All bumped head accidents should be recorded in the accident book. The 

class teacher should advise parents of any minor head bumps at the end of the school day and get the 

‘Head Letter’ signed. The accident book should then be updated to show that parents have been 

informed.  Parents should be called if the child has a serious cut on the head, a large bump or there are 

obvious signs of concussion. Children who have a concussion after a head injury will need to be taken to 

hospital. 

 

Allergic reaction 

Key staff are trained in recognising the signs of serious allergic reactions and in the administration of 

Epi-Pens. In case of a less serious allergic reaction a first aider should examine the child and follow 

care plan instructions.  Please also see the section on ‘Managing Medicines on School Premises’ in the 

CHPS Medical Conditions Policy. 

 
Record Keeping 

Pupil Accident Books 

These are kept in the playground First Aid boxes. The contents of these files are collected at the end 

of the academic year by the appointed person, and kept together for a period of 3 years as required 

by law. The school follows the HSE guidance on reportable accidents/ incidents for children and 

visitors.  An accident log is kept and analysed. 
 

Employees/Staff 

The school has a responsibility to provide first aid to all staff.  In case of an accident/incident staff 

should seek First Aid from any of the qualified First Aiders. All First Aid treatment to staff should be 

recorded in the staff accident book in the school office and where appropriate on an accident form 

that can be obtained from the office and reported to the appointed person.  In case an 

accident/incident results in the individual being taken to hospital, where they receive treatment and 

are absent from work for 7 days or more, the appointed person needs to be notified. The appointed 
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person and the Head Teacher will review the accident/ incident and will decide if it needs to be 

reported to the Health and Safety Executive.  All serious accidents will be reported to the Governor 

of Clare House Primary School with responsibility for Health and Safety. 

 

Notifying parents 

The school has a head injury letter for parents.  Copies of the letters can be found in the playground 

First Aid boxes. 

 

There is a separate Medical Conditions Policy which covers the administering of medicines including 

asthmas pumps.  Teachers and TAs should check the medical needs of their new class in September 

and ensure they are aware of where medicines are kept. 

 

Short term prescriptions 

Medications such as the short term use of antibiotics or painkillers can be administered only if the 

parent /guardian fill out the ‘Parental Consent for Administering Medicine’ form on the day the request 

is made. The form can be obtained from the school office. Parents need to give the completed form to 

the school office together with the medication. The office staff will administer the medicine. 

A completed copy of the ‘Parental consent form for administering medicine’ form must be kept in the 

First Aid and Medicine file. However, staff should encourage parents to administer medicine at home. 

Medication may be administered in school if it is required to be taken four (4) times a day. Only 

medication prescribed by a GP, Hospital or Pharmacy and clearly labled with the child’s name, address 

and required dosage can be administered in school. Non-prescription medication or creams and lotions 

should not be administered in school. Children must always be aware of where their medication is kept.  

If a child refuses to take a medicine, staff should not force them to do so.  This should be noted in 

the child’s record and parents/carers informed. 

 

Record keeping - Medicine 

Staff should record any instances when medicine is administered. This includes if children use their 

asthma pumps. The records need to include, date and time of medicine administered, its name and the 

dose given, signed by the person responsible for administering the medicine. Older children may take 

their own medicine under the supervision of an adult; this need to be recorded and the adult still needs 

to sign the record sheet.  

 

Calling the Emergency services 

In case of a major accident, it is the decision of the fully trained first aider if the emergency services 

are to be called. Staff are expected to support and assist the trained first aider in their decision. The 

Head Teacher or Deputy Head Teacher should be informed if such a decision has been made even if 

the accident happened on a school trip or on school journey. If the casualty is a child their parents/ 

guardians should be contacted immediately and given all the information required. If the casualty is an 

adult, their next of kin should be called immediately. All contact numbers for children and staff are 

available from the school office. 

 

Head Lice 

Staff do not touch children and examine them for head lice. If we suspect a child or children have 

head lice we will inform parents/carers. A notice should be put in the newsletter to remind parents to 

check for head lice.  
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Chicken pox and other diseases, rashes 

If a child is suspected of having chicken pox, measles etc; we will look at the child’s arms or legs. Chest 

and back will only be looked at if we are further concerned. We should call a First Aider and two adults 

should be present. The child should always be asked if it is okay to look.  For the inspection of other 

rashes the same procedure should be followed. If we suspect the rash to be contagious (such as 

scabies, impetigo, conjunctivitis etc.) we will inform parents and request that children are treated 

before being returned to school.  In most cases once treatment has begun it is safe for children to 

return to school. If more than one child is suspected to have the same disease/rash in one class a 

letter should be sent home to all parents in that class to inform them so they can be alert to early 

warning signs.  

 
It is the Head Teacher’s duty to decide if there is an outbreak of infectious disease and whether 

there is a need to report it to the local HPU (Health Protection Unit). 
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Is the casualty conscious?

No Yes

Get help! Qualified First Aider! 
Call 999 or 112 for an ambulance!

DO NOT MOVE casualty from the 
scene.

Recovery position or CPR if not 
breathing

No

Is it a MAJOR injury?

(severe bleeding, broken 
bones, sprained or disloacted 

joint, allergic reaction)

Yes 

Walk casualty to First Aid 
station

Call for a First Aider

Treatment by First Aider

Take the casualty to a First 
Aid station

Treat Injury

Yes No

Can the casualty be moved  
without causing further 

damage? 
Admin staff to contact parents.

HEAD INJURY

Is there a visible bump/cut?

Do NOT MOVE casualty

Call for help, If severe 
bleeding, begin treatment 
immediately while waiting 

for First Aider to arrive

In case of severe allergic 
reaction send for 

ambulance

Admin to call ambulance 
and/or parents/carers.

Member of staff to go in 
ambulance if parents not 

arrived

Complete Major Injury form 
(AR3) from Sharon Williams

Admin to call parent/carer

Advise on 
accident/treatment/decision.

Parent/Carer to collect child-
advise to seek further medical 

advice.

SLT to review if accident 
needs to be reported to HSE

YesNo

If bleeding - Dress 
wound

If there is NO BLEEDING 
apply ice pack for 10 

min.

Write head letter.

Admin staff to inform 
parents about accident 

and decision taken

If there is no concussion 
child may go back to 

class where he/she can 
be further observed.

Apply ice pack for 10 min.

Observe child for signs of 
concussion.

Write head letter and pass 
to class teacher

If no signs of concussiion 
child returns to class

Observed by adults in class 
all day

Head injury letter goes 
home to parents

Teacher to talk to parent at 
pick up time or phone if 

going to a club

If signs of concussion - child 
needs to be taken to hospital -

follow major accident guide

Record on minor injury sheet

(either on playground or 
classroom)

First Aider to treat casualty 
or assist person who has 
begun treating casualty

Complete Major Injury Form 
(AR3) if necessary

First Aid Flow Chart  



8 
 

 

Accident reporting procedures for accidents occurring to MEMBERS OF 

PUBLIC, visitors and others 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

An accident to a member of the public occurs on Clare House owned, 

managed or maintained premises? 

Is it? An accident resulting in 

a minor injury? 

 

 

 

 

 

 

 

 

 

 

 

 

. 

A death or injury arising out of or in connection with work and the 

person was taken directly from the scene of the accident to hospital 

by any means for treatment in relation to that injury. 

Note: you do not need to report an incident as RIDDOR where 

people are taken to hospital purely as a precautionary matter. 

All completed 

forms must be 

signed by the 

Head Teacher or 

Deputy Head 

Teacher. 

The Head Teacher or Deputy Head Teacher 

must report this incident to the HSE (Health and 

Safety executive) as soon as possible but within 10 

days of the accident occurring by using the HSE 

RIDDOR online report: www.hse.gov.uk/riddor. 

A copy of the RIDDOR form should also be sent to 

H & S Governor of Clare House Primary School. 

 

 

http://www.hse.gov.uk/riddor
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Accident reporting procedures for accidents and incidents relating to 

MEMBERS OF STAFF (including school staff), SELF-EMPLOYED PERSONS and 

CONTRACTORS working on our premises. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The injured person reports and accident or assault arising out of or in 

connection with work. 

Is it? An accident, assault verbal 

abuse resulting in a minor 

injury or up to 7 days lost time. 

An accident or assault arising 

out of or in connection with 

work related to: 

(The way work was organised 

or managed) 

Contact with machinery, 

substances or equipment used 

for work. 

Or the condition of the premises 

where the accident occurred) 

resulting in a specified injury 

or death at work (see specified 

injury list in the corporate 

accident reporting procedure) 

An accident, injury or assault 

arising out of in connection with 

work resulting in (or likely to result 

in) over 7 days lost time or the 

person being unable to carry out 

their normal duties for more than 7 

days. 

Staff Accident to be 

completed. AR3 from 

to be completed and 

investigation to take 

place. Send a copy to 

H & S Governor of 

CHPS. 

In cases where the 

injured person is 

unavailable, the report 

can be initiated by the 

line manager. 

All completed forms 

must be signed off by 

the Head Teacher or 

Deputy Head Teacher. 

The Head Teacher or Deputy Head Teacher must 

report this incident to the HSE (Health and Safety 

executive) as soon as possible but within 10 days of the 

accident occurring by using the HSE RIDDOR online 

report: www.hse.gov.uk/riddor. A copy of the RIDDOR 

form should also be sent to H & S Governor of CHPS 

 

http://www.hse.gov.uk/riddor
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Accident reporting procedures for accidents involving PUPILS 

 

 

 

 

 

 

 

 

 

 

An accident happens to a 

PUPIL what do you do? 

Is it? 

A very minor injury: 

No First Aid given 

(including a small 

bump or bruise to the 

head) 

An injury arising out of a 

supervised activity or as a 

result of a defect in the 

premises or equipment 

AND 

The pupil was taken 

directly to hospital from the 

scene by any means for 

treatment. 

An injury requiring 

first aid to the head or 

body that occurred 

during any supervised 

activity or as a result 

in a defect with 

premises or 

equipment. 

Details to be entered in the 

pupil accident book. 

All completed forms must be 

signed off by the Head 

Teacher or other member of 

the Senior Leadership Team. 

AR3 form to be completed 

and sent to H & S Governor 

of CHPS. If reportable then 

RIDDOR form should be 

completed and sent to 

CHPS H&S Governor. 


