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Introduction  

The Dean Trust is committed to providing a suitable first aid provision in order to deal with 
accidents and incidents affecting staff, pupils, and visitors. The arrangements within this 
procedure are based on the results of a suitable and sufficient first aid assessment carried 
out by the school in regard to all staff, pupils and visitors who may use their premises.  
 
This first aid procedure does not include, where applicable, the external contractors who 
provide services to the school and the organisations who use the premises under a ‘letting 
agreement’ as these organisations provide their own first aid service. 
 

Legal framework 

This procedure has due regard to legislation and best practice guidance, including, but not 
limited to, the following:  

• Health and Safety at Work etc. Act 1974 

• The Health and Safety (First Aid) Regulations 1981 

• The Management of Health and Safety at Work Regulations 1999 

• DfE (2015) ‘Supporting pupils at school with medical conditions’ 

• DfE (2000) ‘Guidance on First Aid for Schools’ 

• DfE (2018) ‘Automated external defibrillators (AEDs)’ 
 

Roles and Responsibilities 

All staff are expected to read and be aware of this procedure, know who to contact in the 
event of any illness, accident, or injury, and ensure that this procedure is applied as required. 
 

Headteacher 

The Headteacher will ensure; 

• the school has completed a first aid needs risk assessment (first aid risk assessment 
form is available in appendix 1) and the first aid provision is provided based on this 
risk assessment; 

• the school has identified the correct number of first aid staff required and training of 
the staff has been completed and is current; 

• that staff and pupils are aware of the procedure to follow in the event of any illness, 
accident or injury; 

• that first aid equipment is appropriately stored, and first aid boxes replenished as 
necessary; 

• that first aid treatment is recorded; 

• staff are aware of the process for calling an ambulance and advising the Headteacher 
of the event. 

 
Nothing in this procedure will affect the ability of any person to contact the emergency 
services in the event of a medical emergency. For the avoidance of doubt, staff should dial 
999 in the event of a medical emergency before implementing the terms of this procedure 
and make clear arrangements for liaison with ambulance services on the school site. 
 

First aiders 

The main duties of first aiders are to; 

• attend the first aid training courses to ensure their training remains current; 

• administer immediate first aid to pupils, staff, or visitors, and to ensure that an 
ambulance or other professional medical help is called, when necessary; 



Page 4 of 11 

 

• check the contents of the first aid boxes to ensure that all items are replenished as 
and when necessary; 

• record first aid treatment provided. 

First Aid Boxes 

To achieve the aims of this procedure, the school will have suitably stocked first aid boxes in 
line with the first aid risk assessment of needs form. 
 
Where there is no special risk identified, a minimum provision of first aid items will be as 
follows; 

• the leaflet giving general advice on first aid; 

• 20 individually wrapped sterile adhesive dressings, of assorted sizes; 

• 2 sterile eye pads; 

• 4 individually wrapped triangular bandages, preferably sterile; 

• 6 safety pins; 

• 6 medium-sized (approximately 12cm x 12cm) individually wrapped sterile 
unmedicated wound dressings; 

• 2 large-sized (approximately 18cm x 18cm) individually wrapped sterile unmedicated 
wound dressings; 

• 1 pair of disposable gloves. 
 
All first aid containers will be identified by the white cross on a green background case. 
 
A nominated first aider is responsible for examining the contents of first aid boxes on a 
monthly basis to ensure they are correctly stocked and out of date/unauthorised items are 
removed. 
 
First aid boxes are stored in set locations which is displayed on notice boards in the school. 
 
Travelling first aid kits are provided for all school minibuses. These kits will be checked by 
the site staff when completing the minibus inspections. 

Automated external defibrillators (AEDs) 

Each school has access to an AED, the location of the AED is displayed on the school notice 
boards. 
 
Where the use of the AED is required, individuals will follow the step-by-step instructions 
displayed on the device.  

Emergency procedures 

If an accident, illness, or injury occurs, the member of staff in charge will assess the situation 
and decide on the appropriate course of action, which may involve calling for an ambulance 
immediately or calling for a first aider. 
 
If called, a first aider will assess the situation and take charge of first aid administration. 
 
If the first aider does not consider that they can adequately deal with the presenting condition 
by the administration of first aid, then they will arrange for the injured person to access 
appropriate medical treatment without delay. 
 
Where an initial assessment by the first aider indicates a moderate to serious injury has been 
sustained, one or more of the following actions will be taken: 
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• Administer emergency help and first aid to all injured persons. The purpose of this is 
to keep the injured party(s) alive and, if possible, comfortable, before professional 
medical help can be called. In some situations, immediate action can prevent the 
accident from becoming increasingly serious, or from involving more injured parties. 

• Call an ambulance or a doctor, if this is appropriate – after receiving a parent’s clear 
instruction, take the injured party(s) to a doctor or to a hospital. Moving the injured 
party(s) to medical help is only advisable if the person doing the moving has sufficient 
knowledge and skill to move the injured party(s) without making the injury worse. 

• Ensure that no further injury can result from the accident, either by making the scene 
of the accident safe, or (if they are fit to be moved) by removing injured persons from 
the scene. 

• Support any pupils who may have witnessed the accident or its aftermath and who 
may be worried, or traumatised, despite not being directly involved. They will need to 
be escorted from the scene of the accident and comforted. Younger or more 
vulnerable pupils may need parental support to be called immediately. 

 
Once the above action has been taken, all incidents must be reported promptly to the 
headteacher who will decide on other reporting actions 

Coronavirus (COVID 19) Incidents 

A pupil presenting with symptoms of Coronavirus will be isolated in a dedicated isolation 
room awaiting collection by a parent/guardian. 
 
The first aider will be provided with full PPE and will maintain the 2m social distance in 
accordance with the COVID 19 risk assessment and the Infection Control Procedure. 

Reporting to parents 

In the event of incident or injury to a student, at least one of the student’s parents will be 
informed as soon as practicable. 
 
Parents will be informed in writing of any injury to the head, whether minor or major, and be 
given guidance on the action to take if symptoms develop. 
 
A list of emergency contacts will be kept at the school office. 

Offsite visits and events 

Before undertaking any offsite visits or events, the teacher organising the trip or event will 
assess the level of first aid provision required by undertaking a suitable and sufficient risk 
assessment of the visit or event and the persons involved. 
 
For more information about the school’s educational visits requirements, please see the 
Educational Visits and School Trips Procedure. 

Monitoring and review 

The Dean Trust undertakes to review this procedure in line with the planned review dates set out 
at the start of the procedure and any changes will be consulted on with the Joint Consultative 
Committee.  The Dean Trust will take all reasonable steps to ensure employees are informed of 
any changes to the procedure. 
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Appendix 1 – First Aid Risk Assessment Form 

Significant Hazard and possible 

Outcomes/injuries 

Control Measures in Place 

(Delete non applicable control measures or add additional ones) 

Are any additional measures 

or actions required? 

(if yes put on the Action Plan) 

Yes No 

First Aid Risk Assessment Form 

 

Name of School:   

Address of School:  

Person(s)/Group at Risk: Staff, Pupils, Contractors, Visitors  

Area: First Aid Needs/Provision 

Type of Assessment: Whole School 

Date of Assessment:  Assessor:  
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Environment 

 

• The school is considered as a 
Low/Medium/High risk  

• In general terms, the school is classed as low risk but with may be considered to be 
medium risk for all high risk faculties  

• First aid boxes are located in …….. 

• The ambulance, fire station and hospital are located ……( distance and time from the 
school) 

  

 

People on site 

 

 

• There are a total of ………………. persons on site.  Made up of ...... staff, .......pupils and  
....... visitors/contractors at any one time. 

• First aid arrangements are covered on induction training and subsequent changes 
brought to their attention. 

• There is a list of local external contacts (GPs, nearest hospital etc.) readily available for 
staff to use. 

• Kitchen staff, cleaning staff and contractors, when working outside core hours or in 
holidays, have been informed what the process for first aid provision is whilst on site. 

• The first aid arrangements and other information are available to all including supply 
staff, work experience placements and employees  

• Lists of all first aiders and appointed persons are displayed prominently throughout the 
site. 
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General Arrangements 

 

Do employees work remotely or work 

alone? 

Is there adequate provision for 

lunchtimes and breaks? 

Is there first-aid provision for off-site 

activities i.e. school trips etc. 

Are people present on site out of 

hours?  Is there a fluctuating need 

for first aid at different times? 

Do you have sufficient provision to 

cover absences of first aiders? 

What kinds of activity are people 

using the service involved in? Are 

these high-risk activities if so, then 

first aid cover may need to be 

increased. 

• The provision of personal communications/mobile phones are used when working alone. 

• If a first-aider is not on site, there is adequate first-aid provision available. 

• Paediatric First Aiders are present for all on and off site activities involving Foundation 
and pre-school age children (e.g. under 5 years). 

• Consider the need to make different levels of provision for different areas/departments 
within the site. 

• Adequate first aid provision has been identified for the out of hours/off-site activities. 

• The cover needed for annual leave and planned absences has been accounted for and a 
regime established.   

• The first aider(s) for this premises are …………………………….. 

• The appointed person(s) for this premises are …………………………….. 

 

  

 

Record of Accidents and Ill-health 

 

What is your record of accidents and 

ill health, accounting for all groups? 

What illnesses/accidents have 

occurred and where and what time 

did they happen? 

• The number and type of injuries have been adequately dealt with through the existing 
first aid arrangements and first aider capabilities. 

• What other arrangements were available and used (did they work?) 

• Accident statistics that indicate the most common injuries, times, locations and activities 
in a particular area (trend analysis) are part of the management team meetings held 
monthly/quarterly/annually. 
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First Aid Arrangements 

 

Insufficient trained personnel / 

insufficient supplies 

• All First aiders have attended an approved First Aid at Work (FAAW) course and will be 
available to deal with first aid requirements. 

• Trained paediatric first aiders are available when Foundation or pre-school age children 
are present on site. 

• First aid boxes will be marked with a white cross on a green background and are 
provided throughout the establishment.  …………………………. will check the boxes and 
ascertain that all items are still in date and replenish as necessary. 

• Only first aid supplies will be kept in the first aid box.  No medication kept in the box. 
Separate arrangements are in place for the administration of medication. 

• A room/area is available for carrying out medical inspections and for first aid.  This is 
located in …………………………. 

• Hand washing facilities and suitable facilities and equipment maintained, including the 
provision of gloves, etc. 

• Suitable hygiene standards followed, including the disposal of soiled materials, etc. 

• A specific risk assessment has been carried out for infection control – bodily fluids. 

• Spill kits are available for cleaning up bodily fluids. 

• First aid training for all first aiders will be via an approved training organisation and will 
meet the First Aid at Work Training requirements and the person responsible for 
organising re-qualification training and retaining training records is ……………………. 

  

 

Accident Recording & Reporting 

 

e.g. accidents not reported or 

investigated 

• All accidents and treatment provided recorded in the school’s accident book. 

• All accidents are reported on-line to the H&S Consultant. 

• Accident information is reviewed quarterly/annually in order to minimise future accidents. 

  

Calculating the number of First Aiders Required 

NB. Appropriate numbers of additional qualified first aiders should be established based on each schools specific staffing arrangements to cover absences. 
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Type of School Number of people on site (Staff, Pupils etc) Number of first aiders Required 

Secondary 0 - 100 

1 qualified first aider and 1 relief to provide cover for absences 

Thereafter 1 additional emergency first aider for every 100 persons on site 

Plus 1 qualified first aider for each high risk area i.e. Science, D&T, PE, Food 

Technology 

   

Conclusion: (EXAMPLE ONLY) * Delete as applicable 

The above assessment has highlighted: 

• The Low/Medium* risk nature of the site and activities, the number of people present (including staff, pupils, visitors and contractors) and the accident history, that at 
least (number) qualified first aider(s), are deemed to be adequate for the establishment’s needs. 

OR 

• The external medical facilities have proven to adequately support the first aid provision of the site and all trained first aid staff know how to contact them in an 
emergency. 
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Assessor’s Recommendations - Additional Control Measures or Actions 

List Actions / Additional Control Measures 
Date action to 

be carried out 

Person 

Responsible 

   

   

   

   

   

   

   

   

   

   

   

   

Signed Headteacher: Date: 

 

 


