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Introduction 

At All Saints Academy our vision is “Living Well Together with Dignity, Faith and Hope”. We aspire to take 
dignified decisions and afford dignity to all members of our community, regardless of background or 
circumstance. Our position as a Voluntary Aided Church Academy means that the Christian faith has a central 
role in all of our actions and decisions. We strive for excellence in all that we do, enabling our students to 
transform their lives and to hope for happy and successful futures. 

 

Our vision translates into our everyday practice. We will ensure our vision is embedded through having faith 
in a robust and rigorous procedure that ensures all stakeholders are safe in the event of an accident, 
sustaining an injury or feeling unwell. 

 

Purpose 

The purpose of our first aid policy is to: 

 Ensure the health and safety of all staff, students 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 

1. Legislation and guidance 

This policy is based on 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 
provided to cater for the medical and therapy needs of students 

This policy complies with our funding agreement and articles of association. 

2. Roles and responsibilities 

Employers must usually have a sufficient number of suitably trained First Aiders to care for employees in case 
they are injured at work. However, the minimum legal requirement is to have an ‘appointed person’ to take 
charge of first aid arrangements, provided your assessment of need has taken into account the nature of 

https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-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/1992/2051/regulation/3/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/1979/628
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
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employees' work, the number of staff, and the location of the school. The appointed person does not need 
to be a trained First Aider. 

 

2.1 Appointed person(s) and First Aiders 

The school’s appointed person is Denise Greenhood. They are responsible for: 

 Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the 
contents of these kits 

 Ensuring that an ambulance or other professional medical help is summoned when appropriate  

 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 

First Aiders are trained and qualified to carry out the role (see section 6) and are responsible for: 

 Acting as first responders to any incidents; they will assess the situation where there is an injured or 
ill person, and provide immediate and appropriate treatment 

 Sending students home to recover, where necessary 

 Filling in an accident report on the same day, or as soon as is reasonably practicable, after an incident 
(see the template in appendix 2) 

Our school’s First Aiders are listed in Appendix 1. Their names will also be displayed prominently around the 
school. 

 

2.2 The Governing Body 

The Governing Body has ultimate responsibility for health and safety matters in the school, but delegates 
operational matters and day-to-day tasks to the Principal and staff members. 

 

2.3 The Principal 

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

 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 students 

 Ensuring specified incidents are reported to the HSE when necessary (see section 5)  

 

2.4 Staff 

School staff are responsible for: 

 Ensuring they follow first aid procedures 

 Ensuring they know who the First Aiders in school are 
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 Completing accident reports (see appendix 2) for all incidents they attend to where a First Aider is not 
called  

 Informing the headteacher or their manager of any specific health conditions or first aid needs 

NB staff can deal with minor cuts and grazes without the need for a First Aider.  Head injuries require the 
assistance of a First Aider. 

3. First aid procedures 

3.1 In-school procedures 

In the event of an accident resulting in injury: 

 The closest member of staff present will assess the seriousness of the injury and seek the assistance 
of a qualified First Aider, if appropriate, who will provide the required first aid treatment 

 The First Aider, if called, will assess the injury and decide if further assistance is needed from a 
colleague or the emergency services. They will remain on scene until help arrives 

 The First Aider will also decide whether the injured person should be moved or placed in a recovery 
position 

 If the First Aider judges that a student is too unwell to remain in school, parents/carers will be 
contacted and asked to collect their child. Upon their arrival, the First Aider will recommend next steps 
to the parents/carers, such as consulting a medical professional or taking to the nearest Accident and 
Emergency department. 

 If emergency services are called, a member of the Academy Services Team will contact parents/carers 
immediately. If the ambulance crew decide to take the student to hospital before the parent/carer has 
arrived at the scene, a member of Academy staff will go in the ambulance with the student and meet 
the parent/carer at the hospital. 

 The member of staff dealing with the incident will complete an accident report form on the same day 
or as soon as is reasonably practical after an incident resulting in an injury.  The accident report form 
will be passed to the Facilities Manager to record on Smartlog. 

 Parents/carers will be notified immediately if the incident involves injuries where professional medical 
advice may be needed, including, but not limited to, a bang to the head/face, an injury to the eye(s), 
loss of consciousness, pain that may indicate an underlying issue/broken bone. 

 

3.2 Off-site procedures 

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

 A school mobile phone 

 A portable first aid kit  

 Information about the specific medical needs of students 

 Parents/carers’ contact details 

Risk assessments will be completed by the Trip Leader prior to any educational visit that necessitates taking 
students off school premises. 

There will always be access to First Aid on school trips and visits.  This may be a member of staff who is First 
Aid trained or provided by the venue. 
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4. First aid equipment 

A typical first aid kit in our school will include the following: 

 A leaflet with general first aid advice 

 Regular and large bandages 

 Eye pad bandages  

 Triangular bandages 

 Adhesive tape 

 Safety pins 

 Disposable gloves 

 Antiseptic wipes 

 Plasters of assorted sizes 

 Scissors 

 Cold compresses 

 Face masks / PPE 

 

No medication is kept in first aid kits. 

 

First aid kits are stored in: 

 The Medical Room 

 Science Prep Room  

 Food Technology Room 

 PE Curriculum Area Workroom 

 The school kitchen 

 School vehicle 

5. Record-keeping and reporting 

5.1 First aid and accident record book 

 All first aid incidents will be logged on CPOMS by the First Aider 

 For more serious incidents, an Accident Report Form will be completed by the First Aider on the same 
day or as soon as possible after an incident resulting in an injury (see Accident Form at Appendix 2) 

 As much detail as possible should be supplied when reporting an accident.  CPOMS entries should 
include a minimum of: 

o Who was involved 
o What happened with full details 
o When it happened 
o Where it happened 
o How it happened with full details, including the cause and if maintenance need/have been 

alerted to any potential hazard 
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 A copy of the Accident Report Form will also be added to the student’s educational record by a member 
of the Academy Services Team 

 Records regarding first aid will be retained by the Academy in line with the Academy Retention 
Schedule 

 

5.2 Reporting to the HSE 

The Academy Services Manager 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). 

The Principal, or a person designated by the Principal, will report these to the Health and Safety Executive as 
soon as is reasonably practicable and in any event within 10 days of the incident.  

Reportable injuries, diseases or dangerous occurrences include:  

 Death 

 Specified injuries, which are: 

o Fractures, other than to fingers, thumbs and toes 
o Amputations 
o Any injury likely to lead to permanent loss of sight or reduction in sight 
o Any crush injury to the head or torso causing damage to the brain or internal organs 
o Serious burns (including scalding)  
o Any scalping requiring hospital treatment 
o Any loss of consciousness caused by head injury or asphyxia 
o 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 

 Injuries where an employee is away from work or unable to perform their normal work duties for more 
than 7 consecutive days (not including the day of the incident) 

 Where an accident leads to someone being taken to hospital 

 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:  

o The collapse or failure of load-bearing parts of lifts and lifting equipment 
o The accidental release of a biological agent likely to cause severe human illness 
o The accidental release or escape of any substance that may cause a serious injury or damage 

to health 
o An electrical short circuit or overload causing a fire or explosion 

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  

 

5.3 Notifying parents/carers 

A member of the Academy Services Team will inform parents of any accident or injury sustained by a student 
if the assessment of the First Aider deems this to be necessary.   

Parents/carers will be notified immediately if the incident involves injuries where professional medical advice 
may be needed, including, but not limited to, a bang to the head/face, an injury to the eye(s), loss of 
consciousness, pain that may indicate an underlying issue/broken bone. 

http://www.hse.gov.uk/riddor/report.htm
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Students must not contact home directly but should visit the Medical Room for assessment.  If a parent/carer 
collects their child and contact has not been made by the Academy, the student’s absence will be recorded 
as unauthorised. 

6. Training 

All school staff are able to undertake first aid training if they would like to.  

All First Aiders must have completed a training course, and must hold a valid certificate of competence to 
show this. The school will keep a register of all trained First Aiders, what training they have received and 
when this is valid until (see appendix 1). 

Staff are encouraged to renew their first aid training when it is no longer valid.  

7. Arrangements during COVID-19 pandemic 

 First aiders are aware of the main symptoms of Coronavirus 

o a high temperature (the Academy will contact parents where a student has a temperature 
of 38 degrees or higher) 

o a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more 
coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

o a loss or change to your sense of smell or taste – this means you've noticed you cannot 
smell or taste anything, or things smell or taste different to normal 

 If a student has one or more of these symptoms, they will be moved to a location where they can 
be at least 2 metres from any other member of the school community 

 PPE will be used by staff and students where a safe distance cannot be maintained 

 Separate toilet facilities will be provided for students displaying symptoms 

o These facilities will be thoroughly cleaned after use and before being used by another 
person 

 Parents/carers will be contacted immediately in all cases where students are displaying symptoms 

o Other emergency contacts provided by parents/carers will be contacted in the event that 
the Academy cannot contact parents/carers 

o Parents/carers will be advised to follow the guidance for households with possible or 
confirmed coronavirus (COVID-19) infection, which sets out that they should self-isolate for 
at least 10 days and should arrange to have a test to see if they have coronavirus (COVID-
19). 

 The Academy holds a small supply of home test kits to be used where a student is 
showing symptoms and parents/carers are unable to make alternative 
arrangements for testing 

8. Monitoring arrangements 

This policy will be reviewed every 3 years. 

At every review, the policy will be approved by the Governing Body. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested
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9. Links with other policies 

This first aid policy is linked to the  

 Health and safety policy 

 Risk assessment policy 

 Supporting Students With Medical Conditions  

 Educational Visits Policy 

 Retention Schedule 
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Appendix 1: list of trained first aiders 

 

 

Staff member’s name Certificate Expiry Date 

Asadi Arbabi, Atefeh Emergency First Aid At Work (1 day) 24/01/2026 

Botcher, Lesley Emergency First Aid At Work (1 day) 01/11/2026 

Ciepielewska, Iwona Emergency First Aid At Work (1 day) 01/11/2026 

Connolly, Dominique Emergency First Aid At Work (1 day) 01/11/2026 

Doyle, Dennis Emergency First Aid At Work (1 day) 24/01/2026 

Fallon, Kelly Emergency First Aid At Work (1 day) 24/01/2026 

Greenhood, Denise Emergency First Aid At Work (1 day) 01/11/2026 

Gutteridge, Jackie Emergency First Aid At Work (1 day) 24/01/2026 

Harris, Ellie Emergency First Aid At Work (1 day) 01/11/2026 

Hendry, Kate  Emergency First Aid At Work (1 day) 03/11/2025 

Isherwood-Crook, Holli Emergency First Aid At Work (1 day) 01/11/2026 

Kelly, Sue Emergency First Aid At Work (1 day) 24/01/2026 

Kloza, Wiktoria Emergency First Aid At Work (1 day) 24/01/2026 

Mastracci, Francesca Emergency First Aid At Work (1 day) 24/01/2026 

Norton, Nicola Emergency First Aid At Work (1 day) 24/01/2026 

Lee, Hilary Emergency First Aid At Work (1 day) 23/03/2025 

Tolman, Elisa Emergency First Aid At Work (1 day) 01/11/2026 

Williams, Luke Emergency First Aid At Work (1 day) 01/11/2026 

Zola, Poupon Emergency First Aid At Work (1 day) 25/05/2026 
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Appendix 2: Accident Report Form 

Section 1: Personal Details 

Name of injured person / person involved (required field) 

 

 

 Male 

 Female 

 Other 

  

Age of the person / Date of Birth 

 

 

Is the person? (tick)  (required field) 

 Employee 

 Member of the public 

 Student 

 Contractor 

 Agency Worker 

 Supported Person 

 On Work Experience 

 Volunteer 

 

Has the next of kin been contacted? (tick) 

 Yes 

 No 

 

Date and time of accident (required field) 

 

 

Home address of the person 

 

 

Contact Details of the person 

Phone No: 

Email address: 
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Section 2 Details of the accident / incident 

 

Details on specific location of accident / incident 

 

 

 

 

 

Was an injury sustained? (tick)  (required field) 

 

 Yes 

 No 

 

Type of injury sustained (tick) 

 Administer Medication  Hearing loss / hearing defect 

 Amputation  Ill health 

 Asphyxia / poisoning  Internal injuries 

 Breathing difficulties  Loss of consciousness 

 Bruising / contusion  Loss of sight 

 Burns /scalds  Natural causes 

 Chemical burn / irritation  Overcome by gas / fumes 

 Concussion  Penetrating injury / puncture wound 

 Crush injury  Scalping 

 Dislocation without fracture  Shock / trauma 

 Drowning  Skin cut (laceration, graze or puncture) 

 Effects of heat / cold  Skin irritation / dermal reaction 

 Electric shock  Sprain / strain (incl torn muscle / ligament 

 Eye injury (non-chemical burn)  Swelling 

 Fracture  Not applicable 
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Type of accident (tick) 

 Act of violence  Mental Health 

 Administer medication  Miscellaneous 

 
Burn / scold with flame / hot surface / hot 
liquid 

 Nature of physical activity (eg sport/dance) 

 Collisions  Near miss 

 Contact with biological / chemical agent  Needle stick injury 

 
Contact with cold surface / substance / 
material 

 No injury sustained 

 
Contact with electricity or electrical 
discharge 

 Non-accident first aid 

 
Contact with hot surface / substance / 
material 

 Oxygen deprived environment 

 Contact with moving part(s) of machinery  Pastoral/existing health conditions 

 Crush  Physical abuse 

 Explosion  Power tool injury 

 
Exposure to / inhalation of gas / dust / 
fumes 

 Skin contact with harmful substance / chemical 

 
Exposure to ionising / non-ionising 
radiation 

 Slip / trip / fall on same level 

 
Fall from height (eg ladders / scaffolding / 
stairs) 

 Sporting injury 

 Fire  Struck by falling object 

 Hand tool injury  Struck by moving vehicle (not RTA) 

 Incident  Struck by vehicle (RTA) 

 Injury by animal / insect / other creature  Substance misuse 

 Knife weapon  Trapped by collapsed / overturned object 

 Manual handling  Verbal abuse 
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Part of the body affected (tick) 

 Ankle (left)  Leg (left) 

 Ankle (right)  Leg (right) 

 Arm (left)  Lips / mouth 

 Arm (right)  Lower limbs 

 Back  Multiple head locations 

 Ears  Multiple lower limbs 

 Eyes  Multiple torso locations 

 Face  Multiple upper limbs 

 Finger / fingers  Neck 

 Foot (left)  Nose 

 Foot (right)  Shoulder (left) 

 Groin  Shoulder (right) 

 Hand (left)  Toe / toes 

 Hand (right)  Trunk 

 Head  Upper limbs 

 Hip (left)  Wrist 

 Hip (right)  Not applicable 

 Knee (left)   

 Knee (right)   

 

Your details / any other witness details 
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Details of accident / incident 

Please give as much information as possible. Include details like was PPE worn, what was the weather and lighting 
conditions like, what happened in the run up to the incident. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Was first aid given? 

 Yes 

 No 

 

Who administered first aid 

 

 

Did the injured person go to hospital? 

 Yes 

 No 

 

Details of treatment given and actions taken 

Please give as much detail as possible about any first aid treatment that was given. 

 

 

 

 

 

 


