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PURPOSE

The purpose of having a First Aid policy is to implement and maintain effective systems for ensuring the provision of adequate and appropriate first aid. It is a legal requirement to implement and maintain effective systems for ensuring the provision of adequate and appropriate first aid equipment, facilities and personnel at individual workplaces and during off-site activities.
First Aid is defined as:

· The immediate treatment necessary for the purpose of preserving life and minimising the consequences of injury or illness until expert medical assistance can be obtained.  
· First aid also includes the initial treatment of minor injuries, which will not need treatment by a medical practitioner.
Aims

The aims of first aid are threefold:

· Saving life by prompt and initial action;
· Preventing the injury or condition from deteriorating;
· Helping recovery through reassurance and protection from further danger. 
Principles

· Procedures across the school and will be systematic;

· Governors, the Head teacher, Deputy Head teacher, School Leadership Team, Subject Leaders, teachers and non-teaching staff all have a role to play.  These responsibilities will be made clear in an overall structure and appropriate resources will be provided to enable the responsibilities to be carried out;

· A range of information will be gathered from different sources and over time so that secure and reliable judgements can be reached;

· Procedures will be clear, simple, sustainable and understood by all members of the school's team.

Roles:

A First Aider (FAW) is someone who has undergone a training course in First Aid at Work and who holds a current First Aid at Work Certificate. Their role involves:

· undertaking first aid treatment for staff in accordance with their training,

· summoning an ambulance or other external medical services,

· liaising with the premises manager to ensure first aid kits are fully stocked and refilled after use,

· keeping suitable records of all treatment administered.

An Appointed Person is someone who is nominated to take charge of a situation in the absence of a qualified first aider or emergency aider. Their role includes:

· Taking charge when someone is injured or falls ill, 
· Appointed persons are not first aiders and so should not attempt to give first aid for which they have not been trained. They may give emergency first aid where trained to do so (normally by completing the Emergency First Aid at Work Certificate).
An Emergency First Aider (EFAW) is someone who has undergone an Emergency First Aid at Work training course (of minimum one day duration) and who holds a current Emergency First Aid at Work Certificate. They are normally used in low hazard locations where the majority of people that may need first aid are members of the public and not employees. Their role involves:

· undertaking basic emergency first aid in accordance with their training,

· summoning the assistance of a First Aider where available,

· summoning an ambulance or other medical services

· liaising with the premises manager to ensure first aid kits are fully stocked and refilled after use,

· keeping suitable records of all treatment administered

Additional First Aid Requirements Early Years

The Statutory Framework for the Early Years Foundation Stage requires that at person who has a current Paediatric First Aid Certificate must be on the premises at all times when children are present. In addition there must be at least one person on outings who has a current Paediatric first aid certificate. If a member of staff is to be included in EYFS ratios they must be have Paediatric First Aid training.
Coach Assistants/Drivers and Attendants
Coach Guides, Drivers and attendants are required to undertake Emergency First Aid training to enable them to respond to an emergency medical situation until skilled help arrives. 

First Aid Arrangements 

The head teacher is responsible for undertaking first aid assessments, ensuring adequate first aid arrangements at individual premises. These include ensuring that: -
· There are sufficient numbers of first aid trained personnel to meet the need identified in the assessment throughout the times that the premises are in use;

· There is adequate provision of first aid equipment which is stored in suitable containers;

· Notices are displayed at appropriate places indicating the location of first aid equipment and trained first aiders so that assistance can be quickly summoned. 

· Staff are made aware of the location of first aid equipment/facilities and personnel;

· A suitable first aid room is available;
· Where a serious accident occurs the Management of Accident and Incident policy is followed. 
· Visitors and contractors are provided with information regarding first aid procedures and how to access first aid provision prior to commencing work, if this will be available to them whilst working on-site;

· Records are maintained of: -

· checking of first aid boxes;

· all first aid administered must be recorded in the Pupil or staff Accident Book, (cupboard in staff room) a copy of the record put into the child’s book bag to take home.
Emergency Provision of Care

· Individual health care plans should include instructions as to how to manage a child in an emergency, and identify the role and responsibilities of staff during the emergency. 
· Staff and other children should know what to do in the event of an emergency, and all staff should know how to call the emergency services.
· If there is an emergency or an incident require emergency treatment, paramedics or an ambulance should be called by the head teacher or other senior teachers

· Parents are informed by the office staff. 

· If parents are unable to get to school promptly, the head teacher or deputy head should always accompany a child taken to hospital by ambulance, and should stay until the parent arrives.
· Staff should never take children to hospital in their own car unless accompanied by another member of staff and only then in extreme emergencies. 
· Health professionals are responsible for any decisions on medical treatment when parents are not available.

Assessment of First Aid Requirements

A first aid assessment must be completed for all workplaces. The assessment procedure is as follows:

· The first aid team shall make a formal assessment of first aid requirements. The Assessment of First Aid Provision Form (HSF 16) shall be used to record the assessment. (Appendix 4)
The head teacher and designated First Aid colleague will monitor the adequacy of first aid provision and first aid assessment must be completed for all workplaces. The assessment procedure is as follows:

· The first aid team shall make a formal assessment of first aid requirements. The Assessment of First Aid Provision Form (HSF 16) shall be used to record the assessment. (Appendix 4)
· The head teacher and designated First Aid colleague will monitor the adequacy of first aid provision and revise as necessary. 

· The head teacher reviews the assessment in the light of any significant changes or if there is reason to suspect that it is no longer valid.

· Where activities are arranged in the community eg. educational visits, teachers in charge of the visit take the travel first aid kit
Early Years

· The Statutory Framework for the Early Years Foundation Stage requires that any newly qualified staff who completed a level 2 or 3 qualification after June 2016 must have a full PFA within three months of starting work if they are to be included in ratios.
· In addition there is at least one person per group of children on outings has a current paediatric first aid certificate. 
· It is important to ensure that first aid provision is adequate and appropriate during all working hours
· Mrs E Alcock has a First Aid at Work certificates. All TA’s,  some senior leaders and EYFS staff have Paediatric First Aid training

· All members of CARE CLUB are Paediatric first aid trained.
Training of First Aid Personnel

· Employees who volunteer or are selected to be first aiders should be suitable for the task. 

All employees who undertake first aid duties must be competent to carry out their role.
	Course
	Intended For
	Duration of Course
	Refresher training
	When revalidation is required
	Revalidation Training
	School Personnel

	HSE Approved First Aid at Work Certificate

(FAW)


	First Aiders

	3 days


	3 years

	Before certificate expires (3 years from date of certificate)
	2 day revalidation 
	E. Alcock



	Paediatric First Aid Training
	First Aiders
	2 days
	3 years
	As above
	2 days
	All TAs

All Lunchtimes

All SLT

All EYFS staff




Appendix 1

First Aid Policy - Contents of First Aid Boxes. 
Where activities are undertaken away from school a suitable first aid kit will be taken. As with first aid boxes, the contents of traveling kits should be kept stocked from the back-up stock at the home site. Staff request restocking and comprises of the following:
	First Aid Boxes

	Individually wrapped sterile adhesive dressings (plasters) of assorted sizes appropriate to the type of work (dressings may be of a detectable type for food handlers)

	Individually wrapped triangular bandages (preferably sterile).

	Medium sized (12cm x12cm) individually wrapped sterile unmedicated wound dressings.

	Large (18cm x 18cm) sterile individually wrapped unmedicated wound dressings.

	Individually wrapped moist cleaning wipes



	Disposable gloves (non-latex powder free)



	Resusciaides

	Yellow medical disposal bag

	First Aid Cupboard

	Scissors, adhesive tape, disposable aprons, individually wrapped moist wipes, blankets, Sterile water, sterile normal saline (0.9%) in sealed, disposable containers should be provided.



All other medicines specific to individual children are held in classes in a medical box with a lid.

Appendix 2

Appendix 2
Assessment of First Aid Provision

Establishment/Location: St Giles’ and St George’s C of E Academy
Name of Assessor(s): Mrs C. Pointon, Miss S Cordell
Assessment of First Aid Factors

Table 1

	Assessment Factor
	Apply?
	Impact on First Aid Provision

	
	Yes
	No
	

	1
	Have your risk assessments identified significant risks of injury and/or ill health?
	Y
	
	Risks are significant as there are a high number of young children on site.

	2
	Are there any specific risks such as working with hazardous substances, dangerous tools or machinery, and dangerous loads or animals?
	Y
	
	Specific training and protective equipment given to children who care for animals. Animals are kept in a restricted area of the school.

	3
	Are there parts of the establishment with


different levels of risk?
	Y
	
	Classrooms have their own risk assessments as do the playgrounds and all PE lessons.

Each playground area has its own risk assessments and they are managed and reviewed on a rolling programme by governors.

	4
	Have you had any accidents or cases of ill-health in the past 12 months?
	Y
	
	Refer to Analysis of Accident Book pro forma.

Ill health on a regular basis.

	5
	Are there inexperienced workers on site, or employees with disabilities or special health problems?
	Y
	
	Large base of children some of whom have significant health problems that need daily specialist care.

	6
	Are the premises spread out, e.g. are there several buildings on the site or multi-floor buildings?
	Y
	
	There are many levels to the premises. Building on one level only apart from access to water tank.

	7
	Is there any shift work or out of hours working
	Y
	
	School’s lone working policy ensures that staff have a contact point at all times.

	7
	Is your workplace remote from emergency medical services?
	
	N
	School 5 mts drive from A &E.



	8
	Do you have employees who travel a lot or work alone?
	Y
	
	All staff have access to first aid kits at all times

	9
	Do any of your 

employees work at sites occupied by other 

employers or is your site used by other occupiers? 

	
	N
	None


	10
	Do you have any work experience or other          trainees?
	Y
	
	First aid provision must cover additional numbers.

	11
	Do members of the public visit your premises?
	Y
	
	Occasionally in large numbers, concerts, fairs, lunchtime.

Some visitors are elderly grandparents. 

	12
	How many people are  employed on site:     
	
	
	Up to 50


	13 
	Is a first aid room required?
	Y
	
	MI room


Table 2
	
	Type of Workplace
	Numbers of First Aid Personnel Required

	Lower Risk


	Shops, offices, libraries, schools and similar workplaces
	Fewer than 50 employed at any location: at least one appointed person. (It may be appropriate to provide an Emergency First Aider (EFAW) if large numbers of the public visit the workplace.)

50-100: at least one first aider. 

More than 100: one additional first aider for every 100 employed.

	Higher Risk


	Light engineering and assembly work, food processing, warehousing extensive work with dangerous machinery or sharp instruments construction, chemical manufacture, work involving special hazards* such as hydrofluoric acid or confined spaces..
	Fewer than 5: at least one appointed person.

5-100: At least one first aider (FAW) per 50 employees or part thereof.

*Additional training may be needed to deal with injuries resulting from special hazards.



The minimum first aid provision on any work site is:

· a suitably stocked first aid box

· an appointed person to take charge of first aid arrangements, at all times whilst people are at work
Assessment of First Aid Requirements

Having regard to the factors identified in table 1 and advice contained in table 2 above, the following first aid equipment/facilities/personnel are required to be provided (includes sufficient personnel necessary to cover for absences).

	
	No.
	
	
	No.

	Qualified First Aiders
	1
	
	Qualified Emergency First Aiders
	

	Appointed Persons
	
	
	First Aid Boxes
	

	First Aid Room
	1
	
	Eye Wash Bottles
	

	Travelling First Aid Kits
	5
	
	Paediatric First Aiders
	11


Signature of Assessor(s):  
Catherine Pointon
Date: June 2020
Review Date: June 2021
Appendix 4

Training Requirements for First Aid Personnel
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Appendix 5

Monitoring the contents of First Aid Boxes and Cupboard

	Box No
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July

	Location
	
	
	
	
	
	
	
	
	
	
	

	Location
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Location
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Location
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Location
	
	
	
	
	
	
	
	
	
	
	


Appendix 7

First Aid Cupboard Inventory

	Equipment
	Number

Sept
	Number

Oct
	Number

Nov
	Number

Dec
	Number

Jan
	Number

Feb
	Number

March
	Number

April
	Number

May
	Number

June
	Number

July

	Scissors
	
	
	
	
	
	
	
	
	
	
	

	Plasters
	
	
	
	
	
	
	
	
	
	
	

	Medium bandages
	
	
	
	
	
	
	
	
	
	
	

	Large Bandages
	
	
	
	
	
	
	
	
	
	
	

	Adhesive tape
	
	
	
	
	
	
	
	
	
	
	

	Disposable aprons
	
	
	
	
	
	
	
	
	
	
	

	Sterile wipes
	
	
	
	
	
	
	
	
	
	
	

	Blankets
	
	
	
	
	
	
	
	
	
	
	

	Yellow Bags
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Appendix 8 Procedures injuries

Severe injuries
· Child not to be moved, radio or call for a first aider 

· First Aider – take care of superficial injuries and keep child calm and responsive
· First aider to make decision to call paramedics depending on severity
· Senior member of staff contacted using Red Card in First Aid Bag

· Office to print medical contact details for child and give to the class teacher.
· Parents contacted to inform of decision to send for an ambulance and class teacher to accompany child if parents not available.

· First Aider to log in accident book

· Senior teacher / head teacher to follow Management of accident and Incident Policy and send accident form to County within one day of accident (see Health & Safety file in head teacher’s computer – County accident form)  

· Head teacher to initiate investigation and liaise with governor Martin Alcock
Minor injuries

· First Aider to take out green medical bag with wipes and plasters when outside. At all other times Nearest First Aid box and First Aider to be called.
· If First Aid given book completed and slip given.

· Bumped heads with no injury and marks that do not require First Aid receive stickers in child’s planner issued with date and time and inform class teacher.
· In case of head injury (with Symptoms), pain or sustained upset by the child, parent to be called.
· First Aid report to be given to parent on day of incident.



YEAR 3








YEAR 2








YEAR 1





Initial Training





FIRST AID NEEDS ASSESSMENT





FIRST AID AT WORK (FAW) 


18 HOURS TRAINING


CERTIFICATE VALID FOR 3 YEARS





EMERGENCY FIRST AID AT WORK (EFAW)


6 HOURS TRAINING


CERTIFICATE VALID FOR 3 YEARS





BASIC SKILLS UPDATE/ANNUAL REFRESHER 


3 HOURS TRAINING





BASIC SKILLS UPDATE/ANNUAL REFRESHER 3 HOURS TRAINING





EFAW


(6 HOURS TRAINING – SAME COURSE AS INITIAL TRAINING)


CERTIFICATE VALID FOR 3 YEARS





FAW REQUALIFICATION


(12 HOURS TRAINING)


CERTIFICATION VALID


FOR 3 YEARS
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