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 FIRST AID POLICY 

Reference should also be made to the Administration of Medicine Policy 
 

 
Named First Aider : Mrs Louise Bolton  

 

Policy Information 

Policy Title First Aid Policy 

Status Statutory / School Policy 

Applies to 
All pupils, including the Early Years Foundation Stage (EYFS), staff, 

Advisory Committee, volunteers, contractors and visitors 

Author Named First Aider 

Approved by Advisory Committee 

Date Approved September 2026 

Review Date September 2027 

Related Policies 

Administration of Medicines Policy; Health and Safety Policy; 

Educational Visits Policy; Safeguarding and Child Protection Policy; 

SEND Policy; Accessibility Plan; Intimate Care Policy; Infection 

Prevention and Control Procedures 

1. Statement of Intent 

The School is committed to providing a safe, healthy and supportive environment for 

all pupils, staff, volunteers and visitors. While every reasonable precaution is taken to 

reduce the risk of accidents and injury, the School recognises that incidents may still 

occur and appropriate first aid arrangements are essential. 

The purpose of this policy is to ensure that effective first aid provision is available at 

all times so that: 

• injured or ill persons receive prompt and appropriate treatment; 

• serious incidents are managed effectively until emergency medical services 

arrive; 

• legal duties relating to health and safety are fulfilled; 

• suitable arrangements are in place for pupils with medical conditions; 

• staff understand their responsibilities and know how to obtain first aid 

assistance. 

The School will maintain adequate numbers of appropriately trained first aiders, 

suitable equipment, clear procedures and accurate records in accordance with 

current legislation and Department for Education guidance. 

This policy applies during: 

• the normal school day; 
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• before and after school activities organised by the School; 

• educational visits and residential visits; 
• sporting fixtures; 

• transport organised by the School; 

• all other activities where the School has responsibility for pupils. 

2. Legal and Regulatory Framework 

This policy has been prepared with reference to the following legislation and 

guidance (as amended): 

• Health and Safety at Work etc. Act 1974 

• Health and Safety (First-Aid) Regulations 1981 

• Management of Health and Safety at Work Regulations 1999 

• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) 2013 

• Children Act 1989 and 2004 

• Statutory Framework for the Early Years Foundation Stage (current edition) 

• Supporting Pupils at School with Medical Conditions (Department for 

Education) 

• Guidance on First Aid for Schools (Department for Education) 

• Independent School Standards Regulations 

• UK General Data Protection Regulation (UK GDPR) 

• Data Protection Act 2018 

3. Scope 

This policy applies to: 

• all employees; 

• all pupils, including those in the EYFS; 

• Advisory Committee; 

• volunteers; 

• contractors working on site; 

• visitors; 

• individuals participating in School activities off site where the School has 

responsibility. 

The policy should be read alongside the Administration of Medicines Policy, which 

provides detailed procedures regarding medication, long-term medical conditions 

and individual healthcare plans. 

4. Aims 

The School aims to: 

• provide effective first aid arrangements appropriate to the size and nature of 

the School; 

• ensure that trained first aid personnel are available throughout the school 

day; 

• minimise the consequences of illness and injury; 

• ensure suitable first aid provision for educational visits and sporting activities; 
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• provide appropriate facilities and equipment; 

• ensure accurate recording and reporting of incidents; 
• support pupils with medical needs safely and effectively; 

• maintain high standards of infection prevention and hygiene; 

• regularly review first aid arrangements through risk assessment. 

5. Roles and Responsibilities 

Advisory Committee 

The Chair of the Advisory Committee has overall responsibility for ensuring that 

suitable first aid arrangements are maintained throughout the School. 

Advisory Committee will ensure that: 

• appropriate policies and procedures are in place; 

• sufficient resources are available; 

• suitable first aid training is provided; 

• first aid provision is monitored through the School's health and safety 

arrangements. 

Head 

The Head has overall operational responsibility for ensuring that this policy is 

implemented effectively. 

The Head will ensure that: 

• suitable numbers of trained first aiders are available; 

• appropriate risk assessments are undertaken; 

• staff receive appropriate training; 

• first aid equipment is provided and maintained; 

• serious incidents are investigated where necessary; 

• appropriate reporting procedures are followed. 

Named First Aider 

The School has appointed Mrs Louise Bolton as Named First Aider. 

The Named First Aider is responsible for coordinating first aid provision throughout 

the School and will: 

• undertake an annual First Aid Needs Assessment and review first aid 

arrangements; 

• ensure first aid boxes are correctly stocked and regularly checked; 

• oversee the Medical Room and associated equipment; 

• maintain records of accidents and first aid treatment; 

• monitor expiry dates of medical supplies; 

• arrange replacement of equipment where required; 

• liaise with parents regarding significant medical incidents; 

• coordinate training and refresher training; 

• maintain records of qualified first aid personnel; 
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• support the implementation of individual healthcare plans; 

• advise staff on first aid matters. 

 

Compliance Officer – Fleur Clayton 

• coordinate training and refresher training; 

• maintain records of qualified first aid personnel; 

All staff 

Every member of staff has a duty to take reasonable care for the health and safety of 

pupils and colleagues. 

All staff are expected to: 

• know how to summon a first aider; 

• respond appropriately in an emergency; 

• report accidents promptly; 

• complete required documentation; 

• follow hygiene procedures; 

• familiarise themselves with this policy and related procedures. 

Staff are expected to act in the best interests of pupils in an emergency. Where 

immediate assistance is required, the consequences of taking no action are likely to 

be more serious than providing reasonable assistance within the limits of their 

training. 

6. First Aid Provision 

The School will provide first aid arrangements that are proportionate to the risks 

identified through its First Aid Needs Assessment. 

Provision includes: 

• qualified first aid personnel available throughout the school day; 

• paediatric first aid cover for EYFS at all required times; 

• suitably equipped first aid boxes throughout the School; 

• portable first aid kits for educational visits and school transport; 

• first aid provision for sporting fixtures; 

• an appropriately equipped Medical Room; 

• access to an Automated External Defibrillator (AED); 

• suitable arrangements for pupils with medical conditions. 

The First Aid Needs Assessment will be reviewed annually and whenever significant 

changes occur, including alterations to staffing, premises, activities or pupil medical 

needs. 

7. Staff Training and Competence 
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The School will ensure that sufficient numbers of staff are appropriately trained to 

provide first aid in accordance with the findings of the annual First Aid Needs 

Assessment. 

Training will be provided by suitably accredited organisations and refreshed before 

certificates expire. 

The School will maintain: 

• qualified First Aiders at Work, where required; 

• appropriately trained Paediatric First Aiders to meet the requirements of the 

Early Years Foundation Stage (EYFS); 

• suitable first aid cover during the school day, educational visits, sporting 

fixtures and other school activities; 

• appropriate induction for all new members of staff regarding first aid 

procedures. 

At least one member of staff holding a current Paediatric First Aid qualification will 

be available at all times when EYFS pupils are present, including on off-site visits 

where required. 

The School recognises that medical guidance evolves and will provide additional 

training where necessary to support pupils with specific medical conditions. This may 

include, but is not limited to: 

• asthma; 

• anaphylaxis and the use of adrenaline auto-injectors (AAIs); 

• diabetes; 

• epilepsy; 

• the administration of emergency medication; 

• mental health awareness and psychological first aid; 

• cardiopulmonary resuscitation (CPR); 

• use of the Automated External Defibrillator (AED). 

Where a pupil has an Individual Healthcare Plan, staff identified within that plan will 

receive any additional training necessary to meet the pupil's needs safely. 

The School also uses recognised online refresher training, practical training sessions 

and external providers to ensure staff knowledge remains current. 

8. Medical Room and First Aid Equipment 

The School maintains an appropriately equipped Medical Room for the assessment, 

treatment and short-term supervision of pupils who become unwell or sustain an 

injury during the school day. 

The Medical Room includes: 

• a treatment couch or bed; 

• handwashing facilities; 

• toilet and shower facilities; 

• appropriate first aid equipment; 
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• secure storage for medical supplies; 

• access to communication with parents and emergency services. 

Additional treatment areas may be used where appropriate, including the Gallery  on 

the ground floor of Beamish House and other designated locations identified through 

the School's risk assessments. 

Accessible toilet facilities are available for pupils who require them. 

First Aid Boxes 

First aid boxes are located throughout the School and are maintained to an 

appropriate standard. 

They are positioned so they are readily accessible and, where practicable, close to 

handwashing facilities. 

Portable first aid kits are provided for: 

• educational visits; 

• school minibuses; 

• sports fixtures; 

• Forest School activities; 

• other off-site activities. 

The locations of all first aid boxes are listed in Annex A and displayed within the 

School. 

The Named First Aider will arrange regular inspections of first aid kits, normally at 

least once each half term, and after any significant use. 

Any member of staff using supplies from a first aid box must notify the Named First 

Aider so that items can be replaced promptly. 

Body Fluid Spill Kits 

Body Fluid Disposal Kits are provided at designated locations around the School. 

These kits contain suitable equipment for the safe cleaning of blood or other bodily 

fluids, including: 

• disposable gloves; 

• disposable aprons; 

• absorbent granules; 

• approved disinfectant; 

• clinical waste bags; 

• cleaning materials. 

All contaminated waste will be disposed of safely in accordance with current 

infection control guidance. 

9. Infection Prevention and Control 
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All staff must observe standard infection prevention precautions when providing first 

aid. 

This includes: 

• washing hands before and after treatment whenever possible; 

• wearing disposable gloves where contact with blood or bodily fluids is 

anticipated; 

• wearing additional personal protective equipment (PPE) where appropriate; 

• safely disposing of contaminated materials; 

• cleaning contaminated surfaces using approved disinfectant products; 

• covering their own cuts or abrasions with waterproof dressings. 

Clinical waste will be disposed of in designated clinical waste containers. 

During periods of increased infectious illness or public health concern, the School 

will follow current guidance issued by the Department for Education, UK Health 

Security Agency (UKHSA) and any relevant local public health authority. 

10. Pupils with Medical Conditions 

The School is committed to supporting pupils with both short-term and long-term 

medical conditions so that they can participate fully in school life wherever 

reasonably practicable. 

Parents are responsible for informing the School of any medical condition affecting 

their child. 

Where appropriate, parents will be asked to provide: 

• an Individual Healthcare Plan; 

• medical advice from the child's GP or consultant; 

• details of prescribed medication; 

• emergency procedures; 

• consent for administration of medication. 

The Named First Aider will ensure relevant members of staff are made aware of the 

child's medical needs while maintaining appropriate confidentiality. 

Individual risk assessments will be completed where necessary. 

Asthma 

Pupils with asthma should normally have immediate access to their prescribed 

reliever inhaler. 

For younger pupils, inhalers may be securely stored within the classroom in 

accordance with their Individual Healthcare Plan. 

The School maintains emergency salbutamol inhalers for use in accordance with 

national guidance and only for pupils: 
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• diagnosed with asthma; 

• prescribed a reliever inhaler; and 

• for whom parental consent has been obtained. 

Staff will follow the School's asthma procedures and summon emergency medical 

assistance if symptoms fail to improve. 

Severe Allergies and Anaphylaxis 

Named adrenaline auto-injectors (AAIs) are stored in clearly identified emergency 

medical bags which remain readily accessible to staff while inaccessible to pupils. 

Photographs of pupils requiring emergency medication are displayed securely for 

staff reference where appropriate. 

The School also maintains spare emergency adrenaline auto-injectors where 

permitted by current legislation and parental consent arrangements. 

Staff identified within Individual Healthcare Plans will receive appropriate training in 

recognising and responding to anaphylaxis. 

An ambulance will always be called immediately where adrenaline has been 

administered. 

Diabetes, Epilepsy and Other Medical Conditions 

The School recognises that pupils with diabetes, epilepsy and other medical 

conditions may require individual arrangements. 

Healthcare Plans will detail: 

• signs and symptoms requiring intervention; 

• emergency procedures; 

• medication requirements; 

• staff responsibilities; 

• arrangements for educational visits and sporting activities. 

Relevant staff will receive condition-specific training where appropriate. 

11. Automated External Defibrillator (AED) 

The School has an Automated External Defibrillator (AED) located on the wall 

outside the Music Room. 

The AED is available for use in any suspected cardiac arrest involving pupils, staff or 

visitors. 

The AED provides spoken instructions and is designed to be used safely by trained 

or untrained rescuers while awaiting emergency medical services. 

Staff receive regular familiarisation and CPR training. 
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The Named First Aider will ensure: 

• the AED is checked regularly; 

• batteries and electrode pads remain within expiry dates; 

• access arrangements remain effective; 

• inspections are recorded. 

The access code for the AED cabinet is provided to staff and authorised users of the 

School site. 

Whenever an AED is deployed, emergency services must be called immediately by 

dialling 999. 

12. Responding to Accidents, Injuries and Illness 

The safety and welfare of pupils, staff and visitors is the School’s priority. All staff 

should respond promptly and appropriately when an accident, injury or illness 

occurs. 

Where a pupil or adult requires first aid: 

1. The member of staff present should assess the situation and provide 

immediate assistance within the limits of their training. 

2. A qualified first aider should be contacted where required. 

3. The Named First Aider or another appropriately trained member of staff will 

attend where: 

o the injury is serious; 

o there is a suspected head injury; 

o the individual is unable to move safely; 
o there is a concern regarding a pupil’s medical condition; 

o further assessment is required. 

4. Emergency assistance should be requested where the situation is beyond the 

scope of the School’s first aid provision. 

Staff supervising pupils are expected to use their professional judgement and act in 

the best interests of the child. In an emergency, staff should take reasonable steps to 

preserve life, prevent deterioration and obtain further medical assistance. 

13. Emergency Medical Assistance 

An ambulance should be called without delay where there is concern that an 

individual has: 

• difficulty breathing; 

• suffered a severe allergic reaction; 

• lost consciousness; 

• experienced a seizure requiring emergency assistance; 

• sustained a serious injury; 

• suffered a suspected spinal injury; 

• experienced severe bleeding; 

• symptoms of a serious illness requiring urgent medical attention; 

• required emergency medication. 
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When calling emergency services, staff should provide: 

• the School name and full address; 

• the location of the casualty within the School; 

• the nature of the injury or illness; 

• the age and condition of the casualty; 

• any known medical information. 

A member of staff should remain with the casualty until emergency services arrive. 

Another member of staff should: 

• meet the ambulance at the School entrance; 

• direct emergency personnel to the casualty; 

• ensure access routes remain clear; 

• inform the Head or appropriate member of the Senior Leadership Team. 

Parents or guardians will be contacted as soon as reasonably practicable. 

14. Head Injuries and Concussion 

Head injuries are treated seriously by the School. 

Any pupil who sustains a blow to the head will be assessed by an appropriate 

member of staff. 

Where a head injury occurs: 

• first aid will be provided as necessary; 

• the incident will be recorded; 

• parents or guardians will always be informed by phone where possible 

• a Head Injury notification will be sent home; 

• staff supervising the pupil will monitor for any deterioration. 

Parents will be advised to seek medical advice if symptoms develop following a head 

injury. 

Symptoms requiring urgent medical attention include: 

• loss of consciousness; 

• increasing drowsiness; 

• repeated vomiting; 

• confusion or unusual behaviour; 

• worsening headache; 

• seizure; 

• weakness or problems with movement; 

• changes in vision. 

Pupils suspected of having concussion will be removed from activities where there is 

risk of further injury and managed in accordance with current medical guidance. 

15. Administration of Medicines 
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The School’s procedures for administering medicines are contained within the 

Administration of Medicines Policy. 

Staff must not administer medication unless: 

• they have appropriate authority and training where required; 

• parental consent has been obtained; 

• arrangements comply with the Administration of Medicines Policy. 

Emergency medication, including inhalers and adrenaline auto-injectors, will be 

managed in accordance with pupils’ Individual Healthcare Plans and relevant statutory 

guidance. 

16. First Aid During Educational Visits and Activities Away From School 

The School will ensure that suitable first aid arrangements are in place for all 

educational visits, sporting activities and off-site events. 

Before any visit takes place, organisers must consider: 

• the nature of the activity; 

• the location and accessibility of emergency services; 

• the number and age of pupils attending; 

• pupils with medical conditions or additional needs; 

• the availability of suitable first aid equipment. 

A suitable portable first aid kit will accompany all off-site activities. 

The trip leader must ensure that: 

• relevant medical information is available; 

• emergency medication accompanies pupils where required; 

• appropriate first aid trained staff are present. 

For residential visits and higher-risk activities, a more detailed risk assessment will 

identify additional first aid requirements. 

17. Recording First Aid Treatment 

All first aid treatment provided must be recorded accurately. 

The School maintains records of: 

• the name of the person treated; 

• date, time and location of the incident; 

• nature of the injury or illness; 

• treatment provided; 
• name of the person administering first aid; 

• any follow-up action required; 

• communication with parents or guardians. 

Routine first aid incidents are recorded using the School’s First Aid Record system. 
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Parents will receive appropriate notification of first aid treatment where required. 

Where a significant medical incident occurs, details will be recorded on the pupil’s 

medical record. 

All first aid records will be retained securely in accordance with the School’s data 

retention procedures and applicable data protection legislation. 

18. Accident Reporting and Investigation 

All accidents involving pupils, staff or visitors must be reported. 

A more detailed accident record must be completed where: 

• an injury is significant; 

• medical attention is required; 

• there is potential for recurrence; 

• equipment, premises or activities may have contributed. 

The School will investigate incidents where appropriate to: 

• identify contributing factors; 

• determine whether further action is required; 

• reduce the likelihood of recurrence; 

• improve health and safety arrangements. 

19. Reporting Under RIDDOR 

The School will comply with the requirements of the Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013. 

Where an incident meets the reporting criteria, the School will submit a report to 

the Health and Safety Executive (HSE) within the required timescale. 

Examples of reportable incidents may include: 

• certain serious injuries; 

• specified workplace injuries; 

• dangerous occurrences; 

• work-related illnesses. 

The Head, in consultation with the appropriate responsible person, will determine 

whether an incident requires reporting. 

Records relating to reportable incidents will be retained as required by law. 

20. Illness and Exclusion from School 

Parents and carers are responsible for informing the School when a pupil is absent 

due to illness. 
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Where appropriate, the School may contact parents to establish the nature of an 

illness and determine whether further action is required. 

Pupils who have experienced vomiting or diarrhoea should not normally return to 

School until 48 hours after symptoms have ceased, in line with public health 

guidance. 

The School may require a pupil to be collected where they are: 

• too unwell to participate in lessons; 

• unable to remain safely in School; 

• presenting symptoms requiring medical advice or isolation. 

21. Confidentiality and Data Protection 

Medical information is treated as confidential. 

The School will: 

• share medical information only with staff who need it to support pupil 

welfare; 

• store records securely; 

• comply with UK GDPR and the Data Protection Act 2018; 

• ensure parents are informed appropriately about significant medical incidents. 

Staff must respect pupils’ dignity and privacy when providing first aid. 

22. Monitoring, Review and Evaluation 

The effectiveness of this policy will be monitored through: 

• annual review of the First Aid Needs Assessment; 

• review of accident and first aid records; 

• monitoring of training requirements; 

• checks of first aid equipment; 

• review of serious incidents; 

• feedback from staff. 

The policy will be reviewed annually or sooner where there are changes to: 

• legislation; 

• Department for Education guidance; 

• School arrangements; 

• staffing; 

• pupil medical needs; 

• health and safety requirements. 

The next scheduled review date is September 2027. 
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LIST OF STAFF WITH PAEDIATRIC OR OTHER FIRST AID TRAINING 

 

This list will be displayed by the First Aid Boxes around school  

 

 
 

Name 

 

Qualification Date Remarks Course Provider 

Mrs Louise Bolton, 

Named First Aider 

  

Paediatric First 

Aid  

First Aid at Work 

 

1.7.26 

 

30.6.26 

Year 1 Classroom 

Assistant 

St John Ambulance 

 

St John Ambulance 

Mrs J Cleary,  

Learning Support 

Level 3 Award in 

Outdoor First Aid 

Paediatric First 

Aid Level 3 

Emergency First 

Aid at Work 

Level 3 

20.3.24 

 

20.3.24 

 

19.3.24 

Forest School 

Leader Level 3 

A2E First Aid Training 

(Ofqual Regulated) 

Mr Matt Denver, Head 

of Prep / Sport / EVC 

Paediatric First 

Aid 

 

27.09.24 Head of Prep 

School 

St John Ambulance 

 

Mrs Deborah Kane 

Year 2 Teacher 

Paediatric First 

Aid 

15.11.24 Teacher  

(Pre-Prep) 

St John Ambulance 

Mrs Grant-King, 

Reception Teacher  

Paediatric First 

Aid 

20.3.26 Teacher  St John Ambulance 

Mrs Rebecca Petty,  
Reception Teacher 

Paediatric First 
Aid 

7.10.24 Teacher  
(Pre-Prep) 

St John Ambulance 

Mrs Erin Preece Paediatric First 

Aid 

7.2.25 Games Teacher 

(part time) 

St John Ambulance 

Fiona Robinson Paediatric First 

Aid 

15.6.26 Learning Mentor St John Ambulance 

Mrs Zoe Smith 

Head of Pre-Prep and 

Year 2 Teacher 

Paediatric First 

Aid 

1.12.23 Teacher  

(Pre-Prep) 

St John Ambulance 

Mrs Mary Steventon,  Paediatric First 

Aid 

22.5.26 Learning Mentor 

(Pre-Prep) 

St John Ambulance 

Mrs Rachel Vazquez,  Paediatric First 

Aid 

12.10.23 Teacher/Teaching 

Assistant 

St John Ambulance 
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Annex A  
 

FIRST AID PACKS 

 

 

First Aid packs equipped to HSE standards are located at the following points in the 

School.  These will be checked on a half termly basis.  If they are used, it is the 

responsibility of the relevant member of staff to inform the Named First Aider so 

that the pack can be restocked appropriately. 

 

 

• School Office 

• Staff Room 

• Reception Classroom 

• Year 1 Classroom 

• Year 2 Classroom 

• Year 3 Classroom 

• Year 4 Classroom (outside classroom on windowsill) 

• Year 5 Classroom 

• Year 7 Classroom 

• Year 8 Classroom 

• Year 9 Classroom 

• Year 10 Classroom 

• Art Classroom (outside of room) 

• Food Technology Classroom (burns gel available) 

• Main Kitchen (larger dressings available) 

• Maintenance Department 

• Music Room 

• Science Laboratory 

• Forest School (The Dell) Learning Pavilion 

• Star Programme Teaching Room (Beamish House) 

• Changing Rooms for Games (three in the boys and two in the girls) 

• School Minibuses 

 

 

 

 

 

 

 

Reception 

Teacher/Teaching 

Assistant 

(Pre-Prep) 
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Annex B 

 

SPECIFIC MEASURES DURING AN EMERGENCY 

 

The school takes particular care in adhering to Government guidance, as 

appropriate, in the event of an emergency. The procedure for an emergency would 

be dealt with as below. 

 

The Medical Room is allocated as an area for isolation for a child or member of staff 

found to be positive or suspected of being positive. A second isolation area is the 

Sitting Room. Both rooms will be cleaned on a regular basis and immediately after 

use.  

 

The Year 8 classroom can also be used for a separate isolation space if needed and 

will be cleaned regularly with Team Leaders following hygiene procedures and social 

distancing measures in line with the risk assessment. 

 

PPE is to hand for all staff who need it, if supervising an isolated child, if providing 

Intimate Care or dealing with a child with symptoms which provide emergency 

handling. 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 


