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Malmesbury Park Primary School  

First Aid Policy 

(Policy adopted June 2014 – Review Date June 2017) 

 
School aims and values which guide this policy: 

 We work together to make learning purposeful and rewarding  

 Learners will develop independence to achieve their full potential 

 We are a caring community that promotes respect for self, others and our environment 

 We create a supportive learning environment that develops confidence 

 

Terms 

DFE – Department for Education 

SLT – Strategic Leadership Team 

 

Rationale 

First Aid can save lives and prevent minor injuries becoming major ones. Teachers and other staff in 

charge of pupils are expected to use their best endeavours at all times, particularly in emergencies, 

to secure the welfare of the pupils at the school (including off-site activities). In general, the 

consequences of taking no action are likely to be more serious than those of trying to assist in an 

emergency. 

 
Aims and Objectives 

 To provide effective First Aid support for all pupils, staff and visitors. 

 To ensure that all pupils, staff and visitors are aware of their roles and responsibilities in 

relation to First Aid and the First Aid systems in place. 

 To support awareness of Health & Safety issues within school and on off-site activities, in 

order to reduce the risk of illness or injury. 
 

The Governing Body will: 

 Ensure adequate First Aid provision as outlined in the Health & Safety [First Aid] Regulations 

1981, having regard to ‘Guidance on First Aid for Schools (DfE) 

 Monitor and respond to all matters relating to the health and safety of all persons on school 

premises. 

 Ensure all new staff are made aware of First Aid procedures in school. 

 Review this policy and any associated risk assessments and practices. 

 

The Headteacher will: 

 Ensure that parents are aware of the schools’ First Aid Policy. 

 Implement suitable induction procedures to ensure that all new staff are made aware of First 

Aid procedures in school. 
 

All school staff will: 

 Familiarise themselves with the first aid procedures (including this policy) in operation and 

ensure that they know who the current First Aiders are. (An up-to-date list is maintained in 

the medical room) 

 Be aware of specific medical details of individual students as given by the office staff. 

 Ensure that the children in their care have an awareness of the procedures in operation as 

appropriate to their age and development. 
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 Send a child who feels generally ‘unwell’ to the school office and not to a First Aider, unless 

their deterioration seems uncharacteristic and is causing concern. 

 Send a child who has minor injuries to the school office if they are able to walk where a First 

Aider will see them. All children must be accompanied by an adult or child. 

 Ensure that they have a current medical consent form for every student that they take out on 

a school residential trip or day visit which indicates any specific conditions or medications of 

which they should be aware. This will be the responsibility of the school office 

 Ensure that arrangements are in place to maintain the First Aid support outlined in this policy= 

whilst away from the school site. 

 Have regard to own personal safety. 

 Have regard to Child Protection policy and procedures and safeguarding arrangements. 

 

In the event of a minor injury: 

 Staff in possession of a valid Emergency Aid in Schools Certificate may treat minor injuries 

e.g. grazed knees, bruised shin. This must be recorded in the accident book. 

 More major injuries should be reported to a member of the SLT via School Office. 

 

A Nominated Person and Nominated First Aider MUST* be called for: 

 Any potential head or facial injury. 

 Any deep cut, or one which continues bleeding for more than a few seconds 

 Any potential joint injury e.g. ankle, elbow etc. Any potential break 

 Any injury caused by the deliberate actions of another pupil 

 Any vomiting or possible poisoning 

 Severe breathing difficulties 

 Any accident which may warrant the involvement of the emergency services or one which you 

are not confident to manage. 

 

Medication 

 Any medication will be kept in a lockable cupboard in the medical room or office. 

 Administration of any medication should be recorded on the forms provided. 

 If any child needs medication, a consent form must be completed by parents and kept on 

record. 

 

Early Years Foundation Stage 

The active nature of ‘learning through play’ which forms a large part of the work of the EYFS, 

coupled with young children’s developing special awareness and balance, can lead to frequent minor 

collisions, trips or falls which may include bumps to the head. The decision whether to involve a 

Nominate Person and Nominated First Aider will be made by a member of the teaching staff. 

 

IN THE EVENT OF AN EMERGENCY 

 IF THE SITUATION IS LIFE THREATENING THEN AN AMBULANCE SHOULD BE CALLED 

AT THE EARLIEST OPPORTUNITY WITHOUT WAITING FOR THE APPOINTED PERSON 

TO ARRIVE ON THE SCENE.  

 Never move a casualty until they have been assessed by a qualified First Aider unless the 

casualty is in immediate danger. 
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 Send for help to the school office as soon as possible, ensuring that the messenger knows the 

precise location of the casualty. Where possible, confirmation that the message has been 

received must be obtained. 

 Reassure, but never treat, a casualty unless staff are in possession of a valid Emergency Aid in 

Schools Certificate or know the correct procedures; such staff can obviously start emergency 

aid until a First Aider arrives at the scene or instigate simple airway measures if clearly 

needed. 

 

Nominated Persons will: 

 Take charge when someone is injured or becomes ill. 

 Support the First Aiders in calling for an ambulance or contacting relatives as appropriate. 

 Direct the emergency services and manage the area surrounding the incident. 

 Liaise with the Strategic Leadership Team with regard to pupils who are not feeling well. 

 Ensure that they always obtain the history relating to a child not feeling well, particularly in 

the cases of headaches, to ensure that no injury has caused the student to feel unwell. In the 

event that an injury has caused a problem, the child must be referred to a First Aider for 

examination. 

 At the start of each academic year, provide the first aid team with a list of staff and pupils 

who are known to be asthmatic, anaphylactic, diabetic, and epileptic or have any other serious 

illness. This is to be updated for new starters as appropriate throughout the year. 

 Have a file of up to date medical consent forms for every child in each year and ensure that 

these are readily available for staff responsible for school trips/outings.  

 Have a file of up to date emergency contact details for all staff, pupils, students on placement 

and regular visitors. 

 Monitor the implementation of the First Aid Policy. 

 Have regard to Child Protection policy and procedures and safeguarding arrangements. 

Support the Nominated First Aider in the completion of the relevant paperwork. 

 

Nominated First Aiders will: 

 Ensure that their 3 day first aid qualification is always up to date. 

 Work flexibly as part of the First Aid team to ensure that first aid cover is available 

throughout the working hours of the school week and at all other times when First Aid 

provision is required. 

 Always attend a casualty when requested to do so, having regard for other children in their 

care. 

 Treat the casualty to the best of their ability, having regard for their own and others safety. 

This includes wearing gloves where any loss of blood or body fluid is evident and seeking help 

from other First Aiders or Emergency Services as necessary. 

 Help fellow First Aiders at an incident and provide support during the aftermath. 

 Act as a person who can be relied upon to help when the need arises. 

 Ensure that parents/guardians are made aware of all head injuries promptly via a nominated 

person. 

 Through a nominated person insist that any casualty who has sustained a significant head 

injury is seen by professionals at hospital, either by sending them directly to hospital or by 

asking parents to pick up a child to take them to hospital. 

 Where possible, ensure that a child who is sent to hospital by ambulance is accompanied by an 

adult relative. If this is not possible due to time restraints or a difficulty in contacting 
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relatives ensure that the child is accompanied in the ambulance at the request of paramedics 

or followed to a hospital by a member of staff to act in loco-parentis if a relative cannot be 

contacted. (The First Aider need not be the member of staff to accompany the casualty to 

hospital, however, an appropriate person should be sent.) Arrangements should be made for 

the child to be met at hospital by a relative. 

 With the support of the Nominated Person, keep a record of each child attended to, the 

nature of the injury and any treatment given, on the books provided in each year base and the 

medical room.  

 In the case of an accident/injury involving an adult, the Accident Book must be completed by 

the appropriate person. 

 Ensure that the parent copy of the First Aid slip is given to the child (or placed in their book 

bag for younger children) to take home. 

 Liaise with a nominated person immediately to ensure that parents are informed in the 

appropriate way, dependent on the severity or nature of the illness/injury. 

 Using gloves ensure that everything is cleared away and that all dressings etc. are put in a 

yellow bag for contaminated/used items and sealed tightly before disposing of the bag in a bin. 

Any bloodstains on the ground must be washed away thoroughly. No contaminated or used 

items should be left lying around. 

 Support the work of the Strategic Leadership Team / Governing Body in reviewing policy, risk 

assessments and practice in response to changing circumstances and guidance. 

 Have regard to Child Protection policy and procedures and safeguarding arrangements. 

 

Out of School  

 Whenever possible take a MOBILE TELEPHONE on trips out of school.  

 A qualified first aider will always accompany a school trip unless otherwise agreed with the 

Headteacher or Head of Site.  

 Teachers to check that pupils who have asthma take their inhalers.  

 If the trip is via Minibus or coach teachers must take a first aid kit.  

 

Swimming Pool Lessons  

 Swimming instructions and lessons are provided by qualified swimming instructors and we 

ensure that pupils adhere to the swimming pool rules of the given establishment. 

 

 

First Aid Provision  

 The Head Teacher, working alongside the School Business Manager, is responsible for ensuring 

that there is an adequate number of qualified First Aiders.  

 Portable First Aid kits are taken on educational visits and are available from the Medical 

Room.  

 The School Receptionist will ensure the maintenance of the contents of the first aid boxes 

and other supplies.  

 All staff will ensure that they have read the school’s First Aid Policy.  

 A list of all qualified first aiders will be maintained in the medical room.  

 

First Aid Boxes  

 First Aid Boxes are located in the medical room  
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 First Aid Boxes should contain: micropore, scissors, triangular bandage, wound 

dressing/bandage and gloves. No medicine/tablets are to be kept in the first aid boxes. 

 
Related Policies 

 Intimate Care Plan Policy 

 Health and Safety Policy 

 Food Policy 

 Child Protection Policy 

 Medicine in School Policy  

 

This policy is due for renewal in June 2017 
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MALMESBURY PARK PRIMARY SCHOOL 

GUIDANCE FOR ACTION TO BE UNDERTAKEN IN AN EMERGENCY 

(To be undertaken by trained First Aider)  

 Assess the situation: Are there dangers to the First Aider or the casualty? Make the area 

safe, look at injury: Is there likely to be a neck injury?  

 Assess the casualty for responsiveness: Does the casualty respond.  

 

IF THERE IS NO RESPONSE:  

 Open airway by placing one hand on the forehead and gently tilt the head back. Remove any 

obvious obstructions from the mouth and lift the chin.  

 Check for breathing. If the casualty is breathing assess for life threatening injuries and then 

place in the recovery position. If the casualty is not breathing send a helper to call an 

ambulance and give 2 rescue breaths making 5 attempts at least.  

 Assess for signs of circulation. Look for breathing, coughing or movement. If present, 

continue rescue breathing and check signs for circulation every minute. If breathing is absent 

begin Cardio Pulmonary Resuscitation (CPR).  

 

MALMESBURY PARK PRIMARY SCHOOL 

GUIDANCE FOR COMPLETING THE ACCIDENT INCIDENT LOG 

 

This file could be used as a legal document.  

It is not acceptable to leave any of the columns blank.  

DATE: Enter the date of the incident in this column even when the date has already been entered 

above  

TIME: enter the time that the incident was brought to your attention  

CHILD'S NAME: enter the child's first and second names  

CHILD'S CLASS enter the child's registered class  

INCIDENT: this MUST detail the injury that the child has AND how that injury occurred including 

any other children involved (e.g.: bruise on leg due to being kicked by Harry).  

ACTION TAKEN: this MUST detail what you did as a first aider to treat the injury AND why you did 

this.  (e.g.: ice pack applied to reduce swelling).  

HEAD INJURY: this MUST be filled out in the case of ALL head injuries. Please tick when the 

parents have been phoned (this has to be done within half an hour of the injury). Please tick when you 

have given the child a head injury note to take home and a sticker is placed on their jumper or shirt 

(this has to be done before sending a child away from the Medical Room)  

1ST AIDER INITIALS: initial the incident so that it is clear who has dealt with an incident  

 

PUPILS WITH SPECIFIC NEEDS  
 There are some pupils who require specific individual medical needs and attention.  

 Parent notes, professional advice/medical advice must be put in this file.  

 A pupil risk assessment MUST be undertaken in all cases to ensure that procedures are in 

place should the child require these additional medical needs to be put in place.  

 A form ‘PUPILS WITH SPECIFIC NEEDS’ MUST be completed for each child and filed in this 

log.  

 A photo of the child including a brief description of the medical must be displayed in the 

Medical room and made clear to the class teacher at the beginning of each academic year. 
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MALMESBURY PARK PRIMARY SCHOOL 

GUIDANCE ON THE ADMINISTRATION OF EPIPENS 

Purpose:  

The purpose is to describe to parent, governors, and staff the measures taken by the school to 

protect those children who may need to receive the administration of an epipen. This document only 

describes in outline the causes and symptoms of anaphylaxis.  

 

What is anaphylaxis?  

Anaphylaxis can be triggered by foods (nuts, shellfish, dairy products) or non-foods (wasp and bee 

stings, certain medicines, even exercise). The symptoms of anaphylaxis can be identified by effects 

on the respiratory system, cardiovascular system, gastrointestinal system, skin, nervous system, 

genitourinary system. In the event of an attack it is important to administer an epipen as soon as 

possible and then call 999 for an ambulance.  

 

How will I know when and how to administer an epipen?  

Key staff are trained by the school nurse about anaphylaxis and the administration of epipens. Each 

academic year there will be a training session for new members of staff and anyone who requests 

refresher training.  

 

How will I know which children might need an epipen?  

The names and photographs of all children at risk are in the medical room. it is important to 

recognise that in a large school like Malmesbury Park Primary it is very difficult for all members of 

staff to know all children, and that a leading responsibility for monitoring for anaphylaxis falls to 

those adults that have most frequent contact with individual children.  

 

Where are epipens stored?  

Each child should have two epipens in school. These are stored in the cupboard in the office – it is 

clearly labelled. Each epipen is stored in a plastic wallet that also contains the name of the child, 

her/his photograph, and a copy of the child’s individual plan and parent letters. 
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Malmesbury Park Primary School 

Medicines in School – Guidance for Parents  

 

If your child shows signs of any of the illnesses then please refer and follow the appropriate 

guidance.  

 
 
Chickenpox  

 

 
Until blisters have all crusted over or skin healed, usually 5-7 days from onset of 
rash.  

 

 
Conjunctivitis  

 

 
Parents/carers expected to administer relevant creams. Stay off school if unwell.  

 

 
Nausea  

 

 
Nausea without vomiting. Return to school 24 hours after last felt nauseous.  

 

 
Diarrhoea and/or vomiting  

 

 
Exclude for 48 hours after last bout (this is 24 hours after last bout plus 24 hours 
recovery time). Please check your child understands why they need to wash and 
dry hands frequently. Your child would need to be excluded from swimming for 2 
weeks.  

 

 
German measles/rubella  

 

 
Return to school 5 days after rash appears but advise school immediately as 
pregnant staff members need to be informed.  

 

 
Hand, foot and mouth 
disease  

 

 
Until all blisters have crusted over. No exclusion from school if only have white 
spots. If there is an outbreak, the school will contact the Health Protection Unit.  

 

 
Head lice  

 

 
No exclusion, but please wet-comb thoroughly for first treatment, and then every 
three days for next 2 weeks to remove all lice.  

 

 
Cold sores  

 

 
Only exclude if unwell. Encourage hand-washing to reduce viral spread  

 

 
Impetigo  

 

 
Until treated for 2 days and sores have crusted over  

 

 
Measles  

 

 
For 5 days after rash appears  

 

 
Mumps  

 

 
For 5 days after swelling appears  

 

 
Ringworm  

 

 
Until treatment has commenced  

 

 
Scabies  

 

 
Your child can return to school once they have been given their first treatment 
although itchiness may continue for 3-4 weeks. All members of the household 
and those in close contact should receive treatment.  

 

 
Scarletina  

 

 
For 5 days until rash has disappeared or 5 days of antibiotic course has been 
completed  

 

 
Slapped cheek  

 

 
No exclusion (infectious before rash)  

 

 
Threadworms  

 

 
No exclusion. Encourage hand washing including nail scrubbing  

 

 
Whooping cough  

 

 
Until 5 days of antibiotics have been given. If mild form and no antibiotics, 
exclude for 21 days.  

 

 
Antibiotics  

 

 
First dose must be given at home, and first 24 hour doses must be given by 
parent or carer.  

 

 
Viral infections  

 

 
Exclude until child is well and temperature is normal (37 degrees).  
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Appendix 2  

PARENTAL CONSENT FOR A CHILD TO RECEIVE PRESCRIBED 

MEDICATION IN SCHOOL 

 

Only medicines prescribed by a doctor (4 times a day) or included with this form will be administered 

by staff.  

 

ALL MEDICINES TO BE ADMINISTERED AT AN AGREED TIME 

 

Name of Child: 

 

Class: 

 

Home Telephone Number: 

Date of Birth: 

 

Emergency Contact Number: 

I consent to my child receiving medication at the following times: 

Name of Medicine : 

 

 

Dose to be given: 

 

 

Any specific instructions: 

 

 

 
 

I undertake to ensure that the school has adequate supplies of the medication/equipment.  

 

I undertake to ensure that the medication/equipment supplied by me and prescribed by my child’s 

doctor is correctly labelled, in date, with storage details attached and that the school will be 

informed of any changes.  

 

I understand that the medication/procedure will be carried out by a member of staff according to 

these instructions.  

 

Signed: _____________________________________________________________ 

 

 Date: ________________  

(Parent/Carer)  

 

Medicine received in school by: _________________________________________  

 

Date: ________________  

(Staff) 


