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	St John’s CEP School policies are approved, ratified and reviewed regularly by the Headteacher/Senior Leadership Team and/or Governing Body in the light of statutory requirements


Vision statement
Imagine a place where all are equal and all are different,

living compassionately, learning together,

embracing challenges, building tolerance and resilience,

standing strong and making a positive difference in God’s amazing world.

ALL EQUAL, ALL DIFFERENT: LEARNING TOGETHER IN GOD’S WORLD

First Aid is emergency care given to an injured person (in order to minimise injury and future disability) before professional medical care is available. Teachers and other staff are expected to use their best endeavours at all times, particularly in emergencies, to ensure the welfare of pupils in the same way that parents might be expected to act towards their children. In general, consequences of taking no action are likely to be more serious than those of trying to assist in an emergency.

1. Aims

The aims of our first aid policy are to:

· Ensure the health and safety of all staff, pupils and visitors
· Ensure that staff and governors are aware of their responsibilities with regards to health and safety
· Provide a framework for responding to an incident and recording and reporting the outcomes
2. Legislation and guidance

This policy is based on the Statutory Framework for the Early Years Foundation Stage, advice from the Department for Education on first aid in schools and health and safety in schools, guidance from the Health and Safety Executive (HSE) on incident reporting in schools, and the following legislation:

· The Health and Safety (First-Aid) Regulations 1981, which state that employers must provide adequate and appropriate equipment and facilities to enable first aid to be administered to employees, and qualified first aid personnel
· The Management of Health and Safety at Work Regulations 1992, which require employers to make an assessment of the risks to the health and safety of their employees
· The Management of Health and Safety at Work Regulations 1999, which require employers to carry out risk assessments, make arrangements to implement necessary measures, and arrange for appropriate information and training
· The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, which state that some accidents must be reported to the Health and Safety Executive (HSE), and set out the timeframe for this and how long records of such accidents must be kept
· Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of accident records
A risk assessment of First Aid needs is necessary to ensure adequate provision is available. This should include:

· the identification of pupils with specific conditions e.g. asthma, allergies

· the identification of specific hazards in school

· when to call for further help

· the documentation of necessary treatment given

3. Responsibilities

The responsibility for health and safety, which includes First Aid, rests with the Governing Body but delegates operational matters and day-to-day tasks to the Headteacher and staff members.
 

4. The Headteacher

The Headteacher is responsible for the implementation of this policy, including:

· Ensuring that an appropriate number of trained first aid personnel are present in the school at all times 

· Ensuring that first aiders have an appropriate qualification, keep training up-to-date and remain competent to perform their role

· Ensuring all staff are aware of first aid procedures

· Ensuring appropriate risk assessments are completed and appropriate measures are put in place

· Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that appropriate measures are put in place

· Ensuring that adequate space is available for catering to the medical needs of pupils
· Reporting specified incidents to the HSE when necessary (see section 6) 
5. Staff

School staff are responsible for:

· Ensuring they follow first aid procedures

· Ensuring they know who the first aiders and/or appointed person(s) in school are

· Completing accident reports for all incidents they attend to (see appendix 2)

Adequate First Aid cover will be provided in the school building, as well as during break times. If a staff member is alone during a PE lesson, then they must be able to call upon another adult or send a child in order to summon help.

First Aiders must have attended a recognised First Aid Course approved by the Health and Safety Executive (HSE) and attend refresher courses every 3 years. Trained staff will be reliable, have good communication skills, an ability to cope with stress and able to absorb new knowledge. The HSE states that First Aid does not include the administration of medicines, although there is no legal bar to doing so. Those who dispense it, should have a reasonable understanding of what is involved. First Aiders can use epipens if trained to do so. It is the responsibility of the Headteacher, to ensure good First Aid practice is being carried out within the school and at events and activities organised by the school.

Lists of staff with First Aid training and paediatric first aid training are displayed in the office and inside the door of the resources cupboard in the staffroom. 

Each class is allocated a designated bag which includes first aid supplies, essential medications and required paperwork.  These bags are kept in the classroom and should accompany the class when outside the classroom.

First Aid Kits are available for use on educational visits.

The contents of the First Aid bags are to be regularly checked and maintained by the class teaching team. These are also included in the Annual Health & Safety Inspection.

The Appointed Person

This person has the responsibility of taking charge during an incident and summoning help if needed. At St John’s CE Primary School, EVERY member of staff is able to assume the responsibilities of the Appointed Person.

The ordering of the First Aid supplies is the responsibility of Alison Askin and the paperwork is supervised by Laura Becker. Karen Miles is the overall lead for first aid at St. John’s. 

Paediatric First Aiders

Jo Bennett
Danielle Hollands

Samantha Boatswain
Reporting & Recording of Accidents in school and on school trips

Poor accident / incident systems, or the under reporting of near miss incidents, could lead to dangerous incidences recurring which may result in personal injury to staff, parents or visitors.

Breach of the statutory requirement to report specific incidents to the Health & Safety Executive (HSE) may lead to prosecution. Inadequate incident reporting procedures will inhibit statistical analyses of accident data.

Procedures, record-keeping and reporting

At St John’s CE Primary School, we make every effort to minimise the risk of

accidents but we recognise that accidents may still occur. Accidents to pupils will be recorded and, where serious, reported to the pupil’s teacher as soon as possible after the accident took place. 

6. First aid and accident records

Pupils

The member of staff present will deal with the accident and treat any injuries as required. Once the individuals have been treated, all details regarding the accident, will be recorded on an accident form which is sent home to parents. A log is also made which is retained for school records.  In the case of a head injury, a sticker will be given to alert staff and parents, and parents will be contacted by the office. They will also receive a letter.  The paediatric first aider, if called, will assess the injury and decide if further action is needed, for example sending a pupil home, or contacting the emergency services. They will remain on the scene until help arrives. If emergency services are called, the paediatric first aider will contact parents immediately.

Staff

Staff are responsible for logging their accident in the Staff Accident Log Book which is located in the office. Serious accidents will be reported to the Headteacher.
Parents and visitors

Parents and visitors need to report accidents to the office as soon as possible after the accident took place. 

An investigation into serious accidents should be undertaken immediately or at least on the same day. Judgements should be made as to what can be done to reduce the risk of similar accidents occurring again.

Off-Site Procedures

When taking pupils off the school premises, staff will ensure they always have the following:

· Mobile phone
· The class first aid kit
· Information about the specific medical needs of pupils
· Parents’ contact details
There will always be at least 1 first aider on school trips and visits.

7. Further reporting

In the event an injured child or adult needs hospital attention, the HS157 is completed. This is completed by Laura Becker. A copy is kept in the office. https://www.kelsi.org.uk/news-and-events/news/primary/hs157s-online-accident-incident-reporting-for-schools 

8. Reporting to the HSE

Most incidents that happen in school or on school trips do not need to be reported. 

Laura Becker/School Office will keep a record of any accident which results in a reportable injury, disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). See Appendix 3.
Laura Becker/School Office will report these to the HSE as soon as is reasonably practicable and in any event within 10 days of the incident. Fatal and major injuries and dangerous occurrences will be reported without delay (i.e. by telephone) and followed up in writing within 10 days.  

9. Records

'Records held in the first aid and accident book will be retained by the school for a minimum of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely disposed of.'
Appendix 1 – First aid equipment

All first aid kits in our school will include the following: 

· 20 individually wrapped sterile adhesive dressings (plasters of assorted sizes)
· 2 sterile eye washes
· an individually wrapped triangular bandage 
· safety pins
· 2 individually wrapped sterile unmedicated wound dressings
· disposable gloves 
· 10 antiseptic wipes, foil packed
· Paper towels
· Disposable ice pack
· Bottle of water
· Disposable plastic apron
· Resuscitation face shield
· Microporous tape 
· Plastic bags for disposing of dressings with fluid contact i.e blood
Medication for immediate use for children with asthma or severe allergies is kept in first aid kits, for example epipen, asthma medication.

Appendix 2 – forms needs to attached either via scanning or electronically
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Head injury for parents letter

Date:……..………………………

Dear parent/carer,

As your child has had a bump to the head today, please check for the following signs:

· If your child becomes unusually sleepy or is hard to wake up

· Headache

· Vomiting

· Weakness of arms and legs

· Difficulty in seeing/walking or acts clumsy and uncoordinated

· Confusion (not knowing where he/she is, getting things muddled up)

· Fits

· Fluid or blood coming from ear or nose

· Any other abnormal behaviour

If you are concerned about any of the above, please seek medical assistance.

Accident form
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Appendix 3 Riddor

School staff: reportable injuries, diseases or dangerous occurrences

These include:

· Death
· Specified injuries, which are:
· Fractures, other than to fingers, thumbs and toes
· Amputations
· Any injury likely to lead to permanent loss of sight or reduction in sight
· Any crush injury to the head or torso causing damage to the brain or internal organs
· Serious burns (including scalding) which:
· Covers more than 10% of the whole body’s total surface area; or

· Causes significant damage to the eyes, respiratory system or other vital organs

· Any scalping requiring hospital treatment
· Any loss of consciousness caused by head injury or asphyxia
· Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced illness, or requires resuscitation or admittance to hospital for more than 24 hours
· Work-related injuries that lead to an employee being away from work or unable to perform their normal work duties for more than 7 consecutive days (not including the day of the incident). In this case, the office manager will report these to the HSE as soon as reasonably practicable and in any event within 15 days of the accident
· Occupational diseases where a doctor has made a written diagnosis that the disease is linked to occupational exposure. These include:
· Carpal tunnel syndrome

· Severe cramp of the hand or forearm

· Occupational dermatitis, e.g. from exposure to strong acids or alkalis, including domestic bleach

· Hand-arm vibration syndrome

· Occupational asthma, e.g from wood dust 

· Tendonitis or tenosynovitis of the hand or forearm

· Any occupational cancer

· Any disease attributed to an occupational exposure to a biological agent

· Near-miss events that do not result in an injury, but could have done. Examples of near-miss events relevant to schools include, but are not limited to: 
· The collapse or failure of load-bearing parts of lifts and lifting equipment
· The accidental release of a biological agent likely to cause severe human illness
· The accidental release or escape of any substance that may cause a serious injury or damage to health
· An electrical short circuit or overload causing a fire or explosion
Pupils and other people who are not at work (e.g. visitors): reportable injuries, diseases or dangerous occurrences 

These include:
· Death of a person that arose from, or was in connection with, a work activity*
· An injury that arose from, or was in connection with, a work activity* and the person is taken directly from the scene of the accident to hospital for treatment
· *An accident “arises out of” or is “connected with a work activity” if it was caused by:

· A failure in the way a work activity was organised (e.g. inadequate supervision of a field trip)
· The way equipment or substances were used (e.g. lifts, machinery, experiments etc); and/or
· The condition of the premises (e.g. poorly maintained or slippery floors)
Information on how to make a RIDDOR report is available here: 

How to make a RIDDOR report, HSE
http://www.hse.gov.uk/riddor/report.htm 
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Tel: 01732 453994
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