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FIRST AID POLICY 

This policy applies to EYFS as well as whole school 
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Related guidance 
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HSE: First aid at work - guidance on regulations 
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https://www.gov.uk/government/publications/first-aid-in-schools/first-aid-in-schools-early-years-and-further-education
https://www.hse.gov.uk/pubns/books/l74.htm
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/preventing-and-controlling-infections
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/preventing-and-controlling-infections
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Scope 

This guidance is applicable to all those involved in the provision of first aid related to school activities. This 
policy relates to the whole school, including EYFS. 

Derby High School understands the duties it holds under the Health and Safety (First-Aid) Regulations 1981, 

and has made arrangements to ensure that appropriate first aid provision is in place. 

An assessment of the school’s first aid needs has been undertaken to determine the number of first aiders, 

the first aid equipment and the first aid facilities required. 

Aims of the Policy 

• To ensure that there is adequate provision of appropriate first aid at all times. 

• To ensure that, where individuals have been injured or fall ill, suitable mechanisms are in place to 
provide remedial treatment. 

Guidance 

The school will undertake and periodically review an assessment to determine its first aid needs. This will 

include consideration of: 

• the size of the school and whether it operates across different sites or levels 

• the location of the school 

• specific hazards or risks on the site 

• staff or pupils with special health needs or disabilities 

• employees’ mental health needs as part of the first aid needs assessment 

• the previous record of accidents and incidents at the school 

• provision for lunchtimes and breaks 

• provision for leave or absence of first aiders 

• off-site activities, including trips 

• practical departments, such as Science, Technology and PE 

• out-of-hours activities 

• contractors on site and agreed arrangements 

For further information, see HSE First aid at work: guidance on regulations. 

First Aid Provision 

First Aiders 

Support staff and other key first aiders attend regular training to keep their first aid qualifications up to 
date. The senior school has lead first aiders who have undertaken a First Aid at Work course. Within 

primary, all EYFS staff undertake paediatric first aid training, as does the primary Receptionist. A current list 

of trained first aiders is maintained by the school and displayed in staff areas. 

To support the lead first aiders, additional members of support staff are first aid trained. Across the school, 

at least one member of each senior school department or primary Key Stage is first aid trained. 

https://www.hse.gov.uk/pubns/books/l74.htm


Derby High School — First Aid Policy | 3 

A first aider will accompany pupils on visits out of school, with paediatric first aid provision for EYFS pupils 

as required. 

First aiders will give immediate help to those with common injuries or illnesses and those arising from 

specific hazards and, where necessary, ensure that an ambulance or other professional medical help is 
called. 

First aid cover is available from 7.30am. Senior school pupils must not be on site before 8.00am. In the 

primary school, a first aider is on site from 7.30am to 5.30pm to cover Breakfast Club and primary Extra 
Time. 

First aid requirements are taken into account when planning all events on site outside normal school hours 

and all trips, fixtures or other excursions away from the main school buildings. Appropriate first aid cover 
must be in place whenever a school activity requires it. 

Detailed guidance for staff dealing with medicines and medical emergencies is kept in senior school student 

reception, in the medical room for Infants and in the cupboard in Junior school Reception. 

All staff should be aware of: 

• the location of first aid kits 

• the location of telephones 

• the location of fire emergency signals 

• emergency exit routes and other possible exit routes 

The school actively monitors the expiry dates of first aid qualifications in order to identify when further 

training is required and to ensure that it continues to meet, or exceed, the number of trained first aiders 

identified in the first aid needs assessment. First aid training will be refreshed in accordance with the 
requirements of the relevant qualification, normally every three years. 

First Aid Kits 

First aid kits will be provided in areas of the school where accidents are considered most likely. A first aid 

kit will also be taken when pupils leave the school on organised trips or participate in sporting events. 

In the senior school, key personnel must ensure that first aid facilities are readily available in their 

departments and checked and restocked when necessary. Advice about first aid equipment should be 
sought from the school’s first aid staff, who will seek further advice if necessary. 

If items in a senior school first aid box are used, the student receptionist (Lead First Aider) must be notified. 

In primary, Lead First Aiders check kits and must be notified when items are used. First aiders in charge of 
trips are required to check the first aid bag before leaving school. 

In addition, termly checks are completed by the student receptionist and primary Lead First Aider to ensure 

that all boxes remain fully stocked and that contents are in date. A record is maintained to monitor expiry 
dates on first aid items. 

Location of First Aid Kits 

• Reception 

• Senior school Student Reception (including kits available for school trips) 

• Primary school Reception 

• Design Technology workshop 
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• Art Room 

• Sixth Form 

• Sport: Sports Hall and PE Office (including away-match provision) 

• Food and Nutrition 

• Refectory 

• Junior school: staff room, reception desk and kitchen 

• Infant school: medical room, Reception corridor, playtime location at the bottom of the Year 1 stairs, 
and Infant Hall for primary Extra Time 

Medical Rooms 

Medical rooms are located in the senior school and primary school. In the senior school, the Medical Room 

is near the main Reception area and has a bed, chairs, a sink and access to a toilet. The senior school 

student receptionist (Lead First Aider) is based in the main reception area. In the primary school, the 
medical room is on the first floor of the Infant building. 

Automated External Defibrillators (AEDs) 

The school has three defibrillators on site.  

These are located  

• Senior school medical room 

• Outside main Reception 

• Outside the Sports Hall.  

All first aiders receive defibrillator training as part of their first aid qualification. A function test is 

completed weekly and batteries and pads are replaced in line with the manufacturer’s recommendations. 

Pupil Illness 

If a pupil becomes unwell during a lesson, they should consult the member of staff in charge for help. 

Where necessary, senior school pupils may visit student reception, accompanied if necessary, for further 

assistance. Primary pupils are supervised by the primary Receptionist if further assistance is required. 

Where necessary, the school will contact parents to discuss arrangements for pupils who become ill or 

infectious and will take appropriate steps to prevent the spread of infection and illness. 

Accidents or Injuries 

In the event of an accident, the member of staff present or first receiving the report will assess the 

situation and decide on the next course of action. This may involve summoning a lead first aider or, where 
necessary, calling an ambulance. SLT will be notified of serious incidents. 

If a lead first aider cannot deal with an injury by administering first aid, they should arrange for the injured 
person to be assessed by appropriate medical personnel without delay. Parents will be contacted and 

arrangements made as appropriate. 

Staff should always call an ambulance when there is a medical emergency and/or serious injury. Examples 
may include: 

• fitting or unconsciousness 
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• difficulty in breathing and/or chest pains 

• exhaustion, collapse and/or signs of a severe asthma attack 

• severe allergic reaction 

• severe loss of blood 

• severe burns or scalds 

• the possibility of a serious fracture 

Suspected head injuries and concussion are not managed under the procedures in this policy. Staff must 
follow the Head Injury and Concussion Policy, which sets out recognition, immediate action, parent 

notification, recording and return-to-activity arrangements. 

Pupils should be accompanied in the ambulance, or followed to hospital, by a member of staff if it is not 
possible for a parent or carer to do so in time. 

Please refer to Appendices 1 and 2 for a guide to dealing with emergency situations where life is 

endangered or a pupil is badly injured. 

Minor Injuries 

If a pupil is able to walk, they may visit the senior school medical room and inform first aid staff. In Infants, 

pupils can use the medical room (lift available) or Junior school Reception. The school has a wheelchair 
stored in the senior school medical room. 

Recording of Illness, Accidents, Injuries and Contacting Parents 

Recording and reporting of first aid applies to educational trips and visits off-site as well as on-site. 

School Reporting System 

All injuries, accidents, illnesses, dangerous occurrences and near misses must be recorded in written or 

electronic form. 

For senior school pupils, visits to the medical room, illness, injury, accidents and first aid are recorded on 
the school’s Management Information System. 

The date, time and place of the event or illness must be noted, with a brief description of the nature of the 
illness, injury or accident and the first aid given. Events immediately following should also be recorded. 

For primary school pupils, visits to a first aider, illness, injury, accidents and first aid are recorded on the 

school’s Management Information System via the primary Receptionist. 

Accident Forms 

In addition to an electronic record, first aid staff should use their judgement as to when a hard-copy 

accident form should be completed. A hard-copy accident form is always completed for more significant 

injuries or accidents. Suspected head injuries and concussion must instead be managed and recorded in 
accordance with the Head Injury and Concussion Policy. 

If a pupil leaves a class or activity because of injury or accident, the teacher in charge must check on the 

treatment received and ensure that the required record has been completed. In the senior school, an 
accident form must be countersigned by the member of staff providing first aid treatment. In primary, the 

form is completed by the first aider and countersigned by a member of the primary Leadership Team. 
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For minor injuries where immediate notification of parents is not required but an accident form has been 

completed, a copy should be given to the pupil to take home. In primary, this will be countersigned by the 

class teacher, with a copy retained by the primary Receptionist and the top copy sent home to parents at 

the earliest opportunity. 

Completed accident reports are stored by the student receptionist in the senior school. Accident forms are 

reviewed termly by the Head. 

Contacting Parents 

Parents will normally be contacted by the student receptionist in the senior school or by the primary school 
Receptionist, First Aider or another member of staff on the following occasions: 

• to inform parents of an accident, injury or illness and to arrange collection, assess what further action is 

required, or advise of onward medical plans such as ambulance transfer or hospitalisation 

• to inform parents of an accident or injury where a visible mark has been left, even if the pupil is to 

remain in school 

For any suspected head injury or concussion, staff must follow the separate Head Injury and Concussion 
Policy, including its requirements for parent notification. 

When contacting parents, staff should: 

• inform parents of the known facts and determine whether the pupil should be collected 

• find out how long it will take them to arrive at school 

• where necessary, arrange onward medical assessment without waiting for a parent if delay would not 
be appropriate 

• for major accidents or injuries, attempt to contact parents first and then the emergency contact if 

parents are unavailable 

Recording of Major Injuries (RIDDOR) 

See the Reporting of Accidents (RIDDOR) Policy. 

Hygiene and Infection Control 

Spillage of Bodily Fluids 

Care must be taken when dealing with the spillage of bodily fluids. The cleaning and lunchtime teams have 
received bodily-fluid spill-kit training. Each part of the school has spill kits readily available containing the 

PPE and other items required. Spill kits are located in the senior school medical room and in cleaning stores 

across the site. 

Main points to consider are: 

• cordon off the area or lock doors to the affected area 

• exclude anyone not involved in clearing the spillage, particularly pupils 

• collect appropriate materials for clearing up, including disposable containers 

• wear appropriate disposable PPE and protect exposed skin, mouth, nose and eyes 

• clear up the spillage carefully, ensuring all affected areas are treated 

• disinfect all affected areas using an approved disinfectant 
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• dispose of contaminated materials, including gloves, in accordance with the relevant safe-working 

procedure 

• wash hands and forearms thoroughly when finished 

Infection Control 

When providing first aid, precautions should be taken to avoid infection. Single-use disposable gloves are 

available in each medical room and should be used where there is blood or other bodily fluid present. 
Hand-washing facilities are available throughout the school. 

First aiders should take appropriate precautions to avoid risk of infection, including covering cuts and 
grazes and using suitable eye and face protection where necessary. If contamination with blood or other 

bodily fluid is suspected, wash exposed skin with soap and running water, irrigate eyes, nose or mouth with 

water as appropriate, record the exposure and seek medical advice where required. 

Location of Sharps and Bodily Fluids Disposal Receptacles 

Bodily-fluids disposal receptacles are located in the senior school medical room, the medical room in the 

Infant building and the disabled toilet in the Junior building reception area. The sharps receptacle is 

securely stored in senior school student reception. 

Management of Sharps Injuries/Contamination 

A sharps injury or contamination incident includes a puncture or scratch from a used needle or other sharp, 
a bite which breaks the skin, or exposure of blood or other bodily fluids to broken skin, the eyes, nose or 

mouth. 

If a used-needle, sharps or blood/body-fluid exposure occurs: 

• encourage a puncture wound to bleed gently; do not suck or scrub the wound 

• wash the wound thoroughly with soap and warm running water 

• cover the wound with a waterproof dressing 

• if the eyes, nose or mouth have been exposed, irrigate thoroughly with water 

• dispose of the sharp safely in an appropriate sharps container without creating further risk 

• report the incident immediately to the relevant line manager and complete an incident record 

• seek immediate medical attention or advice from an Accident and Emergency department or 

occupational health provider 

For more information, see UKHSA guidance on preventing and controlling infections in children and young 

people settings. 

Arrangements for Pupils with Particular Medical Conditions 

Arrangements for pupils with particular medical conditions, such as epilepsy and diabetes, are considered 

individually and appropriate treatment and provision are agreed. Where relevant, an Individual Healthcare 
Plan should be provided to the school and kept up to date. 

Asthma 

Senior pupils who are able to use their inhalers themselves are expected to carry them. In primary, a child’s 

inhaler is stored in the classroom medical cupboard or class red bag when the child leaves the classroom. It 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/preventing-and-controlling-infections
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/preventing-and-controlling-infections


Derby High School — First Aid Policy | 8 

is clearly marked with the pupil’s name. Parents are asked to provide a spare reliever inhaler for use if the 

pupil’s own inhaler is unavailable or runs out. 

Both senior and primary schools hold emergency inhalers for use by pupils with asthma, or pupils who have 

been prescribed an inhaler as reliever medication, in accordance with the school’s Medicines in School 
Policy. Please refer to Appendix 3 for the emergency inhaler consent form. An asthma card (Appendix 4) is 

completed for primary pupils with inhalers and for those with a care plan from their asthma nurse. 

Diabetes 

Children with diabetes may be able to test their own blood glucose level and administer their own 
treatment. Where these activities take place at school, younger children are supported by an appropriately 

trained member of staff in accordance with their individual arrangements. 

It may be necessary to initiate treatment for hypoglycaemia (“a hypo”), when blood glucose falls too low. 
Symptoms vary and should be discussed with parents and the pupil when individual arrangements are 

agreed. Treatment should follow the pupil’s healthcare plan and current clinical instructions. 

Allergies 

See the Allergy Safety Policy. Senior pupils may carry their own adrenaline auto-injectors where 
appropriate, with spare devices held in agreed accessible locations. In primary, devices are kept in agreed 

accessible locations, including classroom medical storage or class red bags when pupils leave the 

classroom. Staff should know the location of emergency medication for pupils in their care and follow the 
pupil’s Individual Healthcare Plan and the Allergy Safety Policy. 

A current record of staff trained in the use of adrenaline auto-injectors is maintained by the school. 

Treatment for hay fever is generally by once-daily medication that should be administered before school, 

but some pupils may require medication during the day. Medication must be supplied and administered in 

accordance with the Medicines in School Policy. 

Medication Checks 

Parents are responsible for supplying medication that is in date and for replacing it when required. The 

school will also periodically check medication held on site and notify parents where replacement is needed. 

Medication that is out of date will not be administered. 

In the Event of a Fire Alarm/Evacuation 

Emergency personal medicines will be taken outside in the event of a school evacuation. In primary, 
classroom medical cabinets are emptied into class red bags, which are taken to the evacuation point. On 

trips, a pupil’s school-held inhaler, adrenaline auto-injector or other emergency medication is taken with 

the pupil. 
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Appendix 1 

 

Life Is Endangered Process 

1. Call 999. 

2. Summon a first aider. 

3. Return to the injured pupil. Do not move them other than where required for immediate life-saving first 
aid or on the instruction of a first aider or ambulance staff. 

4. Attempt resuscitation and/or control of life-threatening bleeding if necessary and if you are able to do 

so. 

5. Remain with the pupil, or ensure another member of staff remains with them. 

6. Inform the school Office as soon as possible. 

7. The school Office will inform parents/carers. 
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Appendix 2 

 

Badly Injured Process 

1. Ensure the pupil is not moved unless necessary for immediate safety or life-saving first aid. 

2. Ensure a member of staff stays with the pupil at all times. 

3. Summon a first aider. 

4. Inform the school Office as soon as possible. 

5. The school Office will inform parents/carers. 
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Appendix 3 

 

Consent Form - Emergency Salbutamol 

I confirm that my child has been diagnosed with asthma and prescribed an inhaler as reliever medication, 
or has been prescribed an inhaler as reliever medication for another reason (delete as appropriate). 

I understand that I am responsible for supplying my child with a working, in-date inhaler, clearly labelled 
with their name, and a spare where requested by the school. I will ensure that appropriate inhaler 

provision is available when my child is out of school on a trip. 

If my child displays symptoms requiring their reliever inhaler and their own inhaler is not available or is 
unusable, I consent to my child receiving salbutamol from an emergency inhaler held by the school in 

accordance with current guidance. 

Parent/guardian name  

Child’s name  

Class  

Signature  

Date  
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Appendix 4 

 

School Asthma Card (Primary School) 

 


