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Policy Statement 
 

WHFCS undertakes to ensure compliance with the relevant legislation with regard to the provision 
of first aid for all of their employees and endures best practice by extending the arrangements as 
far as reasonably practicable to children and visitors to our school. 
 
 
 

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, 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 

 

• The Education (Independent School Standards) Regulations 2014, which require that suitable space is 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made


 

 

provided to cater for the medical and therapy needs of pupils 

 

 
Responsibility for First Aid at WHFCS is held by the Head Teacher and the Appointed 
Person for First Aid is Mrs Claire Tipper (Medical Lead and Home School Link Worker). 

 

All staff have a statutory obligation to follow and co-operate with the requirements of this policy. 
 

 
 

First Aid 
 

First aid can save lives and prevent minor injuries from becoming major ones. First aid provision is 
available at all times while people are on the school premises and off the premises whilst on 
school visits where appropriate. 

 

Appointed Person 
 

A named person is designated as the appointed person for first aid. This person at WHFCS is Claire 
Tipper who: 

• Creates a Rota for first aid provision and notifies all staff where this is accessed 

• Establishes suitably stocked first aid boxes 

• Monitors and maintains stock in first aid boxes and completes a medical check list as 
necessary 

• Orders stock 

• Ensures that an ambulance or other professional medical help is summoned when 
appropriate. 

• Arranges training for staff and keeps an up to date list of qualified first aiders 

• Liaises with outside medical professionals. 
 
This is carried out with the support of the first aid team. 
 

 
First Aid Trained Staff  

 

Claire Tipper (Lead/senior/Paediatric) 

Paula Bates (senior/Paediatric) 

Wendy Bellis (senior/Peadiatric) 

Matthew Jones (senior/Paediatric) 

Stephaine Evans (senior) 

Rachel Hodges (Paediatric) 

Jessy Kaur (Paediatric) 

Nicola McNally (Paediatric) 

Ben Walters (Paediatric) 

Stephanie Zaidane (Paediatric) 

 

 
 

http://www.legislation.gov.uk/uksi/2014/3283/schedule/made


 

 

Paediatric First Aiders have been trained and are qualified in paediatric first aid in accordance with HSE 
guidelines. The senior paediatric first aiders have QA Level 3 Award in First Aid at work (QCF). 
 

 
 
 
 
 

 
 
 
 
 
First Aid Provision 

 
First aid grab bags (which are compiled following HSE guidance) are located in various places 
around school, with signs clearly showing their location. They are checked weekly by the appointed 
person and restocked when necessary. Grab bags should only be used by one of the first aid 
qualified staff listed in this policy.  First aiders follow a Rota to administer first aid at break times 
and lunchtimes and will take a grab bag with them where appropriate.  An Emergency First Aid box 
is located in the school office along with our Defibrillator, Emergency Asthma kits and Emergency 
Medication. Individual inhalers are kept in a green rucksack, clearly labelled in classrooms.  

 
All first aid boxes are marked with a white cross on a green background. 
All staff follow school guidance on procedure and a copy of the policy is on the staff shared area. If 
a member of staff is concerned about an injury they should contact a first aider (see list above). 

 

 
 
Accident books keep a record of any first-aid treatment given by first aiders. These records must 
be written in pen, completed on the same day of the incident and must include; 

 

• The date, time and location of the injury 

• The name and class of the injured or sick child 

• Details of the injury or illness 

• The action taken/treatment given 

• Any further advice/treatment recommended 

 
A copy of the completed first aid slip is given to the parents and a copy is kept in school. Children will 
be given a wrist band to visibly identify first aid has been administered.  
 
 
The accident book is stored in a drawer in the key coded medical room and is clearly labelled.  This room 
must stay key code locked at all times in accordance with GDPR regulations.      
It is an Ofsted requirement to notify parents of any accident, injuries sustained and/or first aid 
treatment given to their child whilst in school. 

 
 
Head Trauma 
 



 

 

Any injury above the neck must be recorded as a head trauma e.g. bump to head, face, ear, nose (the list 
is not exhaustive).  All head traumas are considered serious and regardless of extent of injury, a courtesy 
call home MUST be made to parents/carer.  If the child remains in school the teacher must also remind/tell 
the parent/carer at the end of the day about the injury and provide them with a copy of the completed 
accident slip. 
 
Injury requiring further medical attention 
 
The parent/carer of a child who warrants further medical attention from a GP or the local Accident and 
Emergency Department MUST be asked to read and sign a First Aid Signatory Letter (attached) before 
leaving the site.  The signed slip at the bottom of the letter must be detached or copied and retained for 
school records.



 

 

   

 


