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First Aid Policy 

1. Aims 

The aims of our First Aid Policy are to: 

• Ensure the health and safety of all staff, pupils and visitors. 

• Ensure that staff and governors are aware of their responsibilities with regard to health and safety. 

• Provide a framework for responding to incidents and recording and reporting outcomes. 

• Ensure that appropriate first aid provision is available at all times. 

• Ensure that first aid arrangements support the safeguarding and welfare of pupils. 

 

2. Legislation and Guidance 

This policy is based on advice from the Department for Education (DfE) on first aid in schools and health and 

safety in schools, guidance from the Health and Safety Executive (HSE) on incident reporting in schools, and 

the following legislation: 

• The Health and Safety (First-Aid) Regulations 1981 

• The Management of Health and Safety at Work Regulations 1992 

• The Management of Health and Safety at Work Regulations 1999 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 

• The Social Security (Claims and Payments) Regulations 1979 

• The Education (Independent School Standards) Regulations 2014 

 

3. Roles and Responsibilities 

3.1 School Nurse and First Aiders 

Sandwell Academy employs a School Nurse who is responsible for ensuring that appropriate first aid 

provision is available across the Academy. 

The School Nurse is responsible for: 

• Taking charge when someone is injured or becomes ill. 

• Ensuring there is an adequate supply of medical materials and equipment. 

• Maintaining and replenishing first aid kits. 

• Ensuring that emergency medical assistance is summoned when appropriate. 

• Maintaining an up-to-date register of qualified first aiders. 

• Monitoring training records and qualification expiry dates. 

• Reviewing accident trends and first aid provision annually. 

A current list of qualified first aiders is maintained by the School Nurse and is available to staff. The list is 

reviewed regularly to ensure that adequate first aid coverage is available across the Academy at all times. 

First aiders are trained and qualified to carry out their role and are responsible for: 

• Acting as first responders to incidents. 
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• Assessing situations and providing immediate and appropriate treatment. 

• Seeking further medical assistance where required. 

• Recommending that pupils are sent home where appropriate. 

• Completing accident reports as soon as reasonably practicable following an incident. 

• Maintaining up-to-date contact details. 

 

3.2 Governing Board 

The Governing Board has overall responsibility for health and safety matters within the Academy and 

delegates day-to-day operational responsibilities to the Headteacher and relevant staff. 

The Governing Board will: 

• Ensure that appropriate first aid arrangements are in place. 

• Monitor compliance with statutory requirements. 

• Review accident trends and significant incidents where appropriate. 

 

3.3 Headteacher 

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

• Ensuring an appropriate number of qualified first aiders are available at all times. 

• Ensuring first aiders are appropriately trained and remain competent. 

• Ensuring staff are aware of first aid procedures. 

• Ensuring appropriate risk assessments are completed. 

• Ensuring suitable medical facilities are available. 

• Reporting specified incidents to the HSE where required. 

• Ensuring first aid arrangements support the safeguarding and welfare of pupils. 

 

3.4 Staff 

All staff are responsible for: 

• Following first aid procedures. 

• Knowing how to contact the School Nurse and first aiders. 

• Completing accident reports where appropriate. 

• Informing managers of any relevant health conditions or first aid needs. 

• Reporting any safeguarding concerns identified whilst administering or seeking first aid. 

 

4. First Aid Facilities 
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Sandwell Academy maintains a dedicated Medical Room located directly behind Reception. 

The Medical Room is used for: 

• Assessment and treatment of pupils who become unwell or injured. 

• Administration of first aid. 

• Temporary supervision of pupils awaiting collection by parents/carers. 

• Supporting pupils with medical needs where appropriate. 

The Medical Room is maintained to ensure privacy, dignity and appropriate medical care. 

 

Automated External Defibrillator (AED) 

The Academy maintains an Automated External Defibrillator (AED). 

Locations: 

Gatehouse 

PE block 

Oaklands  

Admin office  

All staff will be informed of the location of the AED and emergency procedures relating to its use. 

Emergency services will provide support and guidance regarding AED use when contacted via 999. 

 

5. First Aid Procedures 

5.1 In-School Procedures 

In the event of an accident resulting in injury: 

• The nearest member of staff will assess the situation. 

• A qualified first aider will be contacted where appropriate. 

• The first aider will assess the injury and determine whether further assistance is required. 

• The first aider will remain with the injured person until responsibility can be safely transferred. 

In emergency situations, first aid will be administered where necessary in the best interests of the injured 

person. First aid will not be delayed pending parental consent. 

The first aider will decide whether: 

• Further first aid is required. 

• Emergency services are required. 

• The injured person should be moved. 

• The recovery position should be used. 

Where a pupil is considered too unwell to remain in school: 
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• Parents/carers will be contacted. 

• Appropriate advice will be provided. 

• The pupil will remain supervised until collected. 

If emergency services are called: 

• Parents/carers will be informed immediately. 

• A member of staff will accompany the pupil if necessary until a parent/carer arrives. 

The member of staff dealing with the incident will complete an accident report as soon as reasonably 

practicable. 

 

5.2 Off-Site Procedures 

When taking pupils off-site, staff will ensure they have: 

• A school mobile phone. 

• A portable first aid kit. 

• Relevant medical information. 

• Parent/carer contact details. 

• Copies of emergency procedures where appropriate. 

Vehicles used to transport pupils will contain a clearly marked first aid kit. 

Risk assessments will be completed before all educational visits. 

The procedures outlined above will be followed as closely as possible for off-site incidents. 

 

6. First Aid Equipment 

First aid equipment is stored throughout the Academy, including in specialist teaching areas such as: 

• Science laboratories 

• PE facilities 

• Workshops 

• Medical Room 

• Reception 

All first aid kits are regularly inspected and replenished by the School Nurse. 

 

7. Safeguarding Considerations 

The Academy recognises that some injuries, patterns of injury or presentations may give rise to safeguarding 

concerns. 

Any member of staff who becomes aware of: 

• Unexplained injuries; 
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• Repeated injuries; 

• Injuries inconsistent with explanations provided; 

• Signs of neglect; 

• Indicators of physical abuse; 

• Indicators of emotional abuse; 

• Any other welfare concern; 

must immediately report their concerns in accordance with the Academy's Safeguarding Policy. 

The provision of first aid does not replace safeguarding responsibilities. All staff remain responsible for acting 

upon any concerns identified during first aid treatment. 

Where appropriate, safeguarding concerns will be recorded separately using the Academy's safeguarding 

reporting procedures. 

 

8. Record Keeping and Reporting 

8.1 First Aid and Accident Recording 

An accident form will be completed as soon as reasonably practicable following any incident resulting in 

injury. 

Accident records will include: 

• Date and time of incident. 

• Details of injured person. 

• Nature of injury. 

• Treatment administered. 

• Witnesses. 

• Follow-up actions. 

For pupils, accident records will be stored electronically on the pupil's file. 

Parents/carers will be notified via email whenever first aid has been administered. 

Retention of Records 

Employee accident records will be retained in accordance with statutory requirements. 

Pupil accident records will be retained in accordance with the Academy's Records Retention Schedule and 

data protection requirements, ensuring that records remain available for the duration of any potential legal 

claims. 

Records will be disposed of securely when no longer required. 

 

8.2 Reporting to the HSE (RIDDOR) 

The School Nurse will maintain records of reportable injuries, diseases and dangerous occurrences. 
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The School Nurse will ensure that incidents are reported to the HSE within the timescales prescribed by 

RIDDOR 2013. 

This includes: 

Staff 

• Death. 

• Specified injuries. 

• Occupational diseases. 

• Over-seven-day injuries. 

• Dangerous occurrences. 

Pupils and Visitors 

• Death arising from a work-related activity. 

• Injuries arising from a work-related activity that result in direct transfer to hospital for treatment. 

Information regarding RIDDOR reporting can be found at: 

http://www.hse.gov.uk/riddor/report.htm 

 

9. Training 

All staff may undertake first aid training where appropriate. 

All designated first aiders must: 

• Successfully complete an approved first aid qualification. 

• Hold a valid certificate of competence. 

• Participate in refresher training before qualification expiry. 

The School Nurse will maintain a register containing: 

• Names of first aiders. 

• Qualification type. 

• Date qualification obtained. 

• Expiry date. 

Where a qualification lapses, the member of staff will not act as a designated first aider until retraining has 

been completed. 

 

10. Monitoring Arrangements 

This policy will be monitored by the relevant member of the Senior Leadership Team and reviewed annually. 

The School Nurse will undertake an annual review of first aid provision, including: 

• First aid staffing levels. 

• Training compliance. 

http://www.hse.gov.uk/riddor/report.htm
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• Accident and incident trends. 

• Near-miss reports. 

• Availability and condition of equipment. 

• Effectiveness of emergency response procedures. 

Any significant findings will be reported to the Headteacher and Governing Board where appropriate. 

 

11. Links with Other Policies 

This policy should be read alongside: 

• Health and Safety Policy 

• Allergy Safety Policy  

• Safeguarding Policy 

• Accessibility Plan 

• Educational Visits Policy 

• Behaviour Policy 

• Risk Assessment Procedures 

 

 


