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WARLINGHAM PARK SCHOOL 
First Aid Policy 

This policy applies to the whole school, including the EYFS 

 
1 Introduction and Aims 
 
The arrangements for first aid provision at the school are designed to be adequate to 
cope with all foreseeable major incidents. 
 
The school complies with the Guidance on First Aid for Schools Best Practice 
Document published by the DfE (last updated February 2014). 
 
All companies are required by The Health and Safety (First Aid) Regulations 1981 
(amended 2013) to provide trained first aid human resources and treatment in the 
event of injury or ill health on the premises. 
 
The school will promote the health and wellbeing of all pupils and will make provision 
for first aid cover for all pupils, staff and visitors. Everyone will be treated with a high 
standard of care, compassion, courtesy and dignity and where necessary, further 
treatment will be sought. 
 
If a pupil is unwell or is injured, attempts will be made to contact the next -of-kin.  
However, if it is deemed an emergency, the School will refer the pupil for further 
medical review, as required.  The pupil will always be accompanied by a member of 
staff, who will remain with them, until a family member arrives to take responsibility. 
 
In the event of a serious emergency within the school, the attending member of staff 
should call 999, clearly stating location, casualty’s name and the nature of the 
medical emergency. The School Office and the Headteacher should be informed 
immediately. 
 
Purpose of this policy 

• To preserve life 

• To limit worsening of the condition 

• To promote recovery 

• To provide first aid as necessary from trained adults 

• To promote health and safety awareness in children and adults, in order to 
prevent first aid being necessary 

• To encourage every child and adult to begin to take responsibility for their 
health needs 

 
2 First Aid provision 
 
The Headteacher is responsible for ensuring that there is an adequate number of 
qualified First Aiders, including at all areas of the school site when children are 
present. The number of certificated First Aiders will not, at any time, be less than the 
number required by law. At the discretion of the governing body and through the 
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Head, other staff will be given such training in first aid techniques as is required to 
give them a basic, minimum level of competence, including update training every 
three years. This level will be agreed by the governing body after seeking appropriate 
advice. The number of such trained but uncertificated first aiders will be determined 
by the governing body as that being sufficient to meet the needs of all foreseeable 
circumstances. Details of those staff who have attended paediatric first aid training 
and hold current certification is attached.  There will always be at least one member 
of staff qualified in Paediatric First Aid on site whenever children are present.  We 
currently have 8 members of staff trained in Paediatric First Aid. 
 
In Early Years, all staff who gained their NVQ after 30 June 2016 are also required to 
hold a Paediatric First Aid certificate in order to count in the ratios. 
 
Supplies of first aid materials will be held at various locations throughout the school. 
These locations will be determined by the Head. They will be prominently marked 
and all staff will be advised of their position. The materials will be checked regularly 
and any deficiencies made good without delay. Portable First Aid kits are available 
within the school and are taken on educational visits. 
  
The First Aiders will ensure the maintenance of the contents of the first aid boxes and 
other supplies. 
 
All staff will be trained in any specialist aspects of First Aid when necessary, e.g. 
asthma, epilepsy, the use of an epipen. 
 
All staff will ensure that they have read the school’s First Aid Policy. 
 
First Aid boxes 
 
First Aid boxes are located in: 
 

• The Medical Room 

• The Staff Room 

• The Nursery 

• The Kitchen 

• The School Bus 
 
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. 
 
 
3 Procedures for monitoring incidents  
 
In the event of any injury or illness a qualified First Aider needs to be contacted as 
soon as possible. During lesson time, or morning break any pupil complaining of 
illness or who has been injured is to be sent to the School Office for a First Aider to 
inspect and, where appropriate, treat. During lunchtime any pupil complaining of 
illness or who has been injured is to be assessed by the member of staff on duty and 
sent to the First Aider on duty in the Staff Room to inspect and, where appropriate, 
treat.  
 
The designated area for treatment is the Medical Room which has access to a wash 
basin and rest facilities.  
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The school recommends that, unless it cannot possibly be avoided, no member of 
staff should administer first aid without a witness (preferably another member of 
staff). 
 
All incidents are to be recorded in the school’s first aid book. A record will be made of 
each occasion any member of staff, pupil or other person receives first aid treatment 
either on the school premises or as part of a school-related activity. 
 
Where necessary constant supervision will be provided for sick or injured children 
 
Where the injury or illness requires it, parents or carers should be contacted as soon 
as possible so that the child can be collected and taken home. Parents or carers are 
contacted if there are any doubts over the health or welfare of any pupil. 
 
If the situation is life threatening or of cause for concern any member of staff can ring 
999 and require ambulance help. Should a child be taken to hospital before a parent 
or carer arrives at the school a member of staff will accompany the child to hospital 
and parents will be directed to go straight there. 
 
No member of staff or volunteer helper should administer first aid unless he or she 
has received proper training 
 
For their own protection and the protection of the patient, staff that administer first aid 
should take the following precautions: 
 

• Exposed cuts and dry with a sterile dressing. 

• Hands should be washed before and after administering first aid. 

• Disposable gloves should be worn. 
 
The Headteacher or most senior teacher on site needs to be made aware of any 
serious injury occurring on the day. 
 
4 Incident Reporting 
 
All incidents, injuries, head injuries and treatments are to be reported in the First Aid 
book. 
 
Parents are to be informed of a head injury when collecting their children, with details 
of the injury and symptoms to look out for.  All incidents involving children in the Early 
Years (ie. Reception and Nursery) are recorded.  For Early Years children with 
bumped heads, the accident book is taken outside when the child is collected for the 
parent (or adult collecting them) to sign.   
 
First Aiders are to contact parents by phone if they have concerns about the injury. 
 
Details of all injuries serious deemed to be serious need to be given to the 
Headteacher or most senior person on site. 
 
Staff should complete details of any accident if they sustain an injury at work. An 
injured member of staff or other supervising adult should not continue to work if there 
is any possibility that further medical treatment is needed. The member of staff or 
other supervising adult concerned should seek medical advice without delay. The 
school will keep a record of any reportable injury, disease or dangerous occurrence. 



4 

 

This should include: the date and method of reporting; the date, time and place of the 
event; personal details of those involved and a brief description of the nature of the 
event or disease. This record can be combined with other accident records. 
 
All accidents (near misses, potential hazards and damage) are reported to a member 
of the school's Health & Safety Committee, which is responsible for investigating 
such incidents and ensuring that corrective action is taken where appropriate to 
prevent a recurrence. 
 
The school will report to the HSE (Telephone 0845-300 9923) any incident which falls 
 under RIDDOR.  Major injuries include the following: 

• Fracture, other than a bone in the wrist, hand, ankle or foot; 
• Amputation; 
• Dislocation of the shoulder, hip, knee or spine; 
• The loss of sight of an eye (whether temporary or permanent); 
• Chemical or hot metal burn to the eye or any penetrating injury to the eye; 
• Injury resulting from an electric shock or electrical burn leading to 

unconsciousness; 
• Unconsciousness caused by asphyxia or exposure to harmful substance; 
• Acute illness requiring medical treatment, or loss of consciousness arising 

from absorption of any substance by inhalation, ingestion or through the 
skin, or illness believed to have resulted from exposure to a biological 
agent or its toxins or infected material; 

• Any other injury: leading to hypothermia, heat-induced illness or 
unconsciousness, or requiring resuscitation, or which results in the person 
injured being admitted to hospital as an inpatient for more than 24 hours 
(unless that person is detained only for observation). 

 
It might be that the extent of the injury may not be apparent at the time of the 
accident or immediately afterwards, or the injured person may not be immediately 
admitted to hospital.  Once the injuries are confirmed, or the person has spent more 
than 24 hours in hospital, then the accident must be reported as a major injury. 
 
5 Specific medical conditions 
 
Parents of pupils with specific medical conditions are required to inform the school 
secretary of any medical conditions or dietary requirements. The school will discuss 
with the parents to what extent these needs can be accommodated within school. 
Where long term needs for emergency medication exist, the school will require 
specific guidance on the nature of any likely emergency and how to cope with it while 
awaiting paramedical assistance.  Detailed written instructions should be sent to the 
school and the parent should also liaise with their child’s class teacher. If the 
emergency is likely to be of a serious nature, emergency contact numbers must be 
given where an adult is available at all times. 
 
A list of pupils with such needs, and any necessary details, is prepared termly and 
posted in the office and in the staff room. Details of specific and immediate treatment 
required are kept in the staff room. 
 
Any staff who are taking any medicines of their own are responsible for the safety of 
the medicine and if necessary must store it in the refrigerator in the Staff Room. 
 
 
 
 



5 

 

6 Administration of medicines 
 
Whilst we discourage a culture of parents sending pupils into school when they are 
not well, many pupils will at some time have a condition requiring medication. The 
administration of medicine falls within our remit for the Duty of Care for the children, 
and arrangements are therefore in place should medication be required once during 
the school day.   
 
Firstly, where possible, all anti-biotics should be administered by parents out of 
school hours.  However, should this not be feasible, a request should be made in 
writing via the medicines book to one of the office or Nursery staff, who are 
responsible for administering any medicines.   
 
We will not administer aspirin to any pupils unless it has been prescribed by a doctor. 
 
Children are not allowed to bring in any type of medicine to self-administer (eg. 
cough mixture or Capol), even if they are in Year 5 or 6 as other children risk having 
access to these medicines.   
 
Where regular medication is required (eg. Piriton), once-off permission will be gained 
from parents prior to administering.   
 
Medicines must always be provided in the original container and all medication 
should be clearly named.  With regard to asthma pumps, parents of infant children 
should hand these to the class teacher whilst juniors can keep theirs in a tray at their 
desk or elsewhere in their classroom.  All epipens will be kept in the school office.  It 
is the responsibility of parents to ensure that asthma pumps or epipens (which are in 
date) are available in school if their child needs one.  
 
No medicines are to be administered by any staff without the authorisation of the 
Headteacher in conjunction with the parents concerned. Any such medicines are to 
be stored in the School Office. 
 
A record will kept of any medicine administered under these circumstances, and 
parents will be informed. Before any of these medications are given, written 
permission from parents must be given. 
 
If any medications (such as, asthma inhalers) are brought into the school it is a 
parent’s responsibility to ensure that they inform the school, and that they understand 
that their child will take responsibility for it. If there are any doubts about a child’s 
ability to take responsibility for their own medication then a parent should be advised 
to maintain that responsibility and make arrangements to administer the medication 
themselves. 
 
7 Out of school 
 

• Whenever possible a qualified First Aider must accompany children on trips 
out of school. 

• A first aid kit must be taken. 

• All illnesses and injuries that occur on the trip must be recorded and reported 
once the group returns to school. 
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8 Head lice 
 
A general letter is sent to the parents of all pupils in a class if there is a case of head 
lice in the class. If live lice are noticed in a pupil’s hair the parents are contacted by 
telephone and asked to collect him/her from class. 
 
9 Proposed additional requirement for body spillages 
 

• No person must treat a pupil who is bleeding, without protective gloves. 

• All body fluid spillage's (Vomit, diarrhoea and Blood) must be cleaned as 
soon as possible with the Body Spillage granules, which are kept in the 
Caretaker’s cupboard. 

• Absorbent granules should be dispersed over spillage and left to absorb for a 
few minutes then swept up into newspaper. 

• Then wash the affected area with warm water and detergent. 

• Once the spillage has been put into newspaper it must then be placed in a 
sealed black plastic bag and put in the external dustbins for disposal.  

• Sponges and water buckets must never be used for first aid to avoid the risk 
of HIV contamination. 

• Gloves should be worn when in contact with blood or body fluid is likely.  
 
All staff should take precautions to avoid infection and must follow basic hygiene 
procedures. Staff should have access to single-use disposable gloves and hand 
washing facilities, and should take care when dealing with blood or other body fluids 
and disposing of dressings or equipment.  
 
The school acknowledges that chronic illness such as diabetes, HIV and hepatitis 
can impact on the child and their family in varying degrees, mainly on attendance, 
behaviour and educational attainment. The school aims to create a supportive 
environment and recognises that a child living with or affected by a chronic illness 
has the right to access education and that support will be provided to the child and 
their family. 
 
10 Monitoring and review 
 
It is the responsibility of the Head and Deputy Head to monitor and evaluate the 
effectiveness of this policy.   
 
This policy will be formally reviewed every two years, however it will be amended 
earlier if legislation or school procedures change prior to that time. 
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