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Cross Policy Links – Staff Code of Conduct, Safeguarding Policy, Health & Safety Policy, Medical Needs Policy, Risk Assessments. 
Cited also in – Staff Hand Book, Student Induction Pack, Parent Induction Pack, Visitor and Student Code of Conduct. 

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 regards to health and safety 
· Provide a framework for responding to an incident and recording and reporting the outcomes 
2. Legislation and guidance 
This policy is based on the Statutory Framework for the Early Years Foundation Stage, 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 
· he 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 
3. Roles and responsibilities

3.1 Appointed person(s) and first aiders

School admin team member is responsible for: 
· That all training is kept up to date and is organised on a rolling programme of requalification. 
· Monitoring the number of qualified staff across the provisions. 
· Ordering, auditing and restocking the first aid kits across the setting. 
· Storing all significant injury reports and RIDDORs. 

First aiders are trained and qualified to carry out the role and are responsible for: 
· Acting as first responders to any incidents whereby staff feel they require a first aider; they will assess the situation where there is an injured or ill person, and provide immediate and appropriate treatment 
· Sending pupils home to recover, where necessary 
· Filling in an accident record or accident book on the same day, or as soon as is reasonably practicable, after an incident (see appendix 2) 
· Ensuring that an ambulance or other professional medical help is summoned when appropriate.
Our school’s named first aiders are displayed prominently in the reception areas of the school. – see appendix 1
3.2 The governing board 
The governing board has ultimate responsibility for health and safety matters in the school, but delegates operational matters and day-to-day tasks to the headteacher and staff members. 
3.3 The Headteacher: 
Is responsible for the implementation of this policy, including: 
· Ensuring that an appropriate number of trained first aid personnel are present in the school at all times or accompany children on a trip. These are detailed on risk assessments. 
· 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 
· 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 pupils 

· Investigating significant accidents/incidents and reporting specified incidents to the Local Authority and HSE when necessary 

3.4 Staff 
School staff are responsible for: 
· Ensuring they follow first aid procedures 
· Ensuring they know who the first aiders in school are 
· Completing accident record for all incidents they attend
· Seeking the assistance of a qualified first aider to all significant accidents, injuries, head bumps and nose bleeds. 

· Informing the Headteacher of any specific health conditions or first aid needs 
4. First aid procedures 
4.1 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. 
· If the first aider judges that a pupil is too unwell to remain in school, the Headteacher will be called who will decide whether to contact parents. If so, parents will be contacted and asked to collect their child. Upon their arrival, the first aider will recommend next steps to the parents. 
· If emergency services are called, the Headteacher (or SLT) will contact parents immediately 
· The member of staff will complete the accident record book on the same day or as soon as is reasonably practical after an incident resulting in an injury.
· For significant injuries, head bumps and nose bleeds a qualified paediatric first aider will be called. Where ever possible the child will not be moved until the first aider arrives. The first aider will then be responsible for completing a significant injury accident report form (appendix 2), this will endeavour to be done so that parents can take a copy away with them. These will then be filed and kept under GDPR regulations.  
· For other minor accidents, and accident book record will be read to parents and parents will sign to acknowledge the incident/accident has been reported to them. 
· If the child is collected by another member of the family/friend, a phone call reporting the incident and accident will be made. Parents will then sign the accident book the following day. If the incident involves a head bump, the first aider calling will ensure that the medical advice letter has been passed on by the person collecting. 
· Where there is a significant injury resulting in further medical assistance being required, the Headteacher will complete a thorough accident investigation (Appendix 3 for children, Appendix 4 for adults/staff) which will involve where possible; 
· Walk through of the accident/incident to identify any immediate risks or action can be taken, this will be done as soon as is reasonably practical or before the start of next session. 

· Begin the Accident Investigation, recording accounts of witnesses involved, including parents.
· Seek advice from the Local Authority for advice and report to Health and Safety Executive, when necessary.  

· Identify any outcomes or actions that need to be taken to prevent reoccurrence and ensure that an appropriate response follows.  
4.2 Off-site procedures 
When taking pupils off the school premises, staff will ensure they always have the following: 
· A mobile phone 
· A portable first aid kit 
· Information about the specific medical needs of pupils Parents’ contact details 
· Copy of the risk assessment, which has been completed by the class teacher prior to any educational visit that necessitates taking pupils off school premises. 
· There will always be at least one first aider with a current paediatric first aid certificate on school trips and visits, as required by the statutory framework for the Early Years Foundation Stage. 
· Reporting, recording and investigation procedures remain the same as on-site. 
5. First aid equipment 
A 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 
· Burns dressings (Kitchen only) 
· Ice pack / cold packs are kept in the fridge located in each setting. 
No medication is kept in first aid kits. First aid kits are stored in: 
· All classrooms (a basic first aid kit) 
· The staffroom
6. Record-keeping, reporting and investigating. 
6.1 First aid and accident record book 
· The minor accident record book will be completed on the same day or as soon as possible after an incident resulting in an injury.  
· Minor Accident records will be read to parents and parents will sign to acknowledge the incident/accident has been reported to them. 
· Significant accidents and injuries involving a neck/head bump, nose bleeds or bones/joints the qualified paediatric first aider called is responsible for completing a Significant Injury Accident Report Form (appendix 2), this will endeavour to be done so that parents can take a copy away with them. These will then be filed and kept under GDPR regulations.  
· If the child is collected by another member of the family/friend, a phone call reporting the incident and accident will be made. Parents will then sign the accident book or report form the following day. If the incident involves a head bump or significant injury, the first aider calling will ensure that the medical advice with in the report form has been passed on by the person collecting. 
· Where there is a significant injury resulting in further medical assistance being required or a significant near-miss, the Headteacher will complete a thorough accident investigation (Appendix 3 for children, Appendix 4 for adults/staff) which will involve where possible; 
· Walk through of the accident/incident to identify any immediate risks or action can be taken, this will be done as soon as is reasonably practical or before the start of next session. 

· Begin the Accident Investigation, recording accounts of witnesses involved, including parents.

· Seek advice from the Local Authority for advice and report to Health and Safety Executive, when necessary.  

· Identify any outcomes or actions that need to be taken to prevent reoccurrence and ensure that an appropriate response follows.  
· Significant injury and accident report forms will be retained by the school for a minimum of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely disposed of.  
6.2 Reporting to the HSE 
The Headteacher 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 Headteacher 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. 
6.3 Notifying parents 
The Key worker, 2yr Manager, Lead Teacher or Headteacher will inform parents of any accident or injury sustained by a pupil, and any first aid treatment given, on the same day, or as soon as reasonably practicable. 
6.4 Reporting to other agencies 
The Head of School / DSL will also notify the Local Authority of any serious accident or injury to, or the death of, a pupil while in the nursery school’s care.  
For children within Little Explorers, the headteacher/DSL must notify Ofsted, of any serious accident, illness, or injury to, or death of, any child while in their care, and of the action taken. This must be done as soon as is reasonably practicable, but in any event, within 14 days of the incident occurring. A registered provider who, without reasonable excuse, does not meet this requirement commits an offence. Providers must notify local child protection agencies of any serious accident or injury to, or the death of, any child while in their care, and must act on any advice from those agencies. 
7. Training 
The Early Years Statutory Framework (Sept Jan 2024) states; 

3.29.  At least one person who has a current paediatric first aid (PFA) certificate must be on the premises and available at all times when children are present and must accompany children on outings. The certificate must be for a full course consistent with the criteria set out in Annex A. PFA training19 must be renewed every three years and be relevant for people caring for young children and babies. 
Therefore, all first aiders must have completed an Ofsted approved full Paediatric First Aid training course, and must hold a valid certificate of competence to show this. We have risk assessed the number of children, staffing levels and layout of premises and in response to this we train a minimum of six first aiders across the school. All new staff hold a current qualification. The school will keep a register of all trained first aiders, what training they have received and when this is valid until. This training is renewed on a rolling programme with three years of the qualification first being gained. We also have three staff trained in First Aid at Work to assist with the first aid of adults. 
8. Monitoring arrangements 
This policy will be reviewed by the Head teacher every 2 years, or before if an accident investigation recommends it.

Last reviewed: September 24          By: A Flinders 
Ratified by Governor’s October 24
9. Appendix 1: list of first aiders 
Not to be published online and available in each Reception area. 
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Record Form
Head Injury / Nose Bleed / Other significant injury Accident Record Form
Child’s name (full) ………………………………………...   Todays Date…………….    Time………………

Today your child had an accident / incident involving their (body part/medical condition)……………………………

A brief description of where, how, what happened; 

	

	

	

	

	

	


Your child was attended to by a qualified paediatric first aider who administered the first aid;

(include dosage if any emergency medicine was given)
	

	

	

	

	

	


The first aider is advising; 

Hospital treatment   (              GP assessment  (          Dental assessment  (          On-going observation  (
For Head/neck Injuries please monitor closely for: 

· Vomiting 

· Concussion 

· Head ache 

· Loss of vision / squint / dilation of pupils 

· Dizziness/drowsiness

· Any weakness of limbs 

· Generally unwell. 

If your child’s condition/aliment changes , please seek appropriate and timely assistance.

Parents contacted by phone (     Parents contacted by text (   Contacted in person (
Parents signature: …………………………………………………………………….  Date: …

                         Copy taken for school records (             Accident Investigation is required  (
11. Appendix 3: Significant Accident & Incident Investigation Report Form  
Children’s Significant Accident & Incident Investigation Report Form

	Location: 
	Little Explorers
	The Nurture Den 
	Nursery School 

	Injured / assaulted person  Details

	Forenames:
	
	Surname: 
	

	DOB:
	
	Home Address: 
	


	Incident Details 

	Location:
	
	Date 
	

	
	
	Time
	

	Witnessed (1)
	
	Witness (2nd if required)
	

	Reported to:
	
	Investigated by: 
	

	Description of the accident/incident; 

	

	As a result of the accident/incident what action was taken: 

	

	Outcome/action taken to prevent recurrence

	

	Is it RIDDOR reportable ? 
	Yes 
	No
	Reason (if no);

	Is it reportable to the Local Authority Health & Safety team? 
	Yes
	No 
	Reason (if no);

	Advice sort from LA Health & Safety 
	Yes
	Advice given: 

	
	No 
	Reason (if no);

	School Investigator (1)
	
	School investigator (2)
	Andrina Flinders 

(Headteacher)

	Singed:
	
	Signed: 


	

	Parents Name (print): 


	
	Parent  signature:
	

	Date: 
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