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First Aid Policy  

 

 

  

  

  

Date last approved: Summer 2022 

Next review date: Summer 2023 

Period of Review: Annual 

Policy lead: AW 

Policy approved by: Governors – PHS 

Policy Area: Operational 

  

Other relevant policies: Safeguarding Policy 
Health & Safety Policy 

 
 
This policy is also applicable to the Early Years Department, Before and After School Care and the Holiday 
Club 
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Provision for First Aid is a requirement under management of the Health & Safety at Work 

Regulations (1999).  This policy describes what facilities are in place at Lady Barn House School and 

is written in direct reference to DFE Guidance and First Aid and ISI Regulations September 2020 
(Part 3, Paragraph 13), Asthma UK, NHS Website, the Allergy Team at Royal Manchester Hospital 

and Anaphylaxis UK. 

 
Policy Statement 

 

Lady Barn House School is committed to providing sufficient numbers of First Aid personnel to deal 
with accidents and injuries at school in a timely and competent manner in accordance with the First 

Aid Policy.  

 
To ensure adequate and appropriate First Aid provision, a medical room is situated on the ground 

floor of the Langlands building complying to standards set out by Health & Safety (First Aid) 

Regulations 1981. The medical stations in Early Years and the After School Care Room can all be 
used to administer First Aid care in addition to the Medical Room.  All first aid areas are equipped 

with a medical kit and are close to the toilets and a sink. 

 
Arrangements for Securing First Aid Provision 

 

Lady Barn House School employs two qualified registered School Nurses. In the absence of the 
School Nurse, there are a significant number of staff who hold a paediatric first aid certificate (lists 

are kept updated, displayed around site and available via the finance department). There is always at 

least one qualified first aider on site during the school day and/or events and at least one qualified 
first aider will accompany the children on any offsite activity, wherever possible. 

 

Ratios with respect to first aiders for EYFS are always adhered to. 
 

All staff have annual updates in the treatment of medical conditions including asthma and allergies 

(including the use of AAI’s), and how to respond to an emergency situation.  The training also covers 
any specific pupil needs e.g. diabetes and epilepsy (when applicable a list of training details is held in 

the medical room). 

 
First Aid Boxes 

First Aid Boxes are located in all departments for use by staff, these are HSE compliant. In addition, 

portable kits are provided for use at break/lunch times to deal with minor injuries. 
For off-site provision, kits are prepared in advance by the medical staff. 

First Aid Boxes are located: 

 

• Langlands – School office, science lab, kitchen, Gym, Games department, garage 

• Herford House- Early years first aid station, Early years bottom stairs, First floor.  

• Richard Stone – After School care room, First floor, Exit by the trim trail. 

• Scott House – Ground floor 

• Off site - There are a number of kits available for trips  

     

An up-to-date list of first aiders can be found next to each First Aid box.  The master is kept up to 
date by the finance team. 
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First aid kits are checked on a monthly basis by the Nurses, a log is kept in the medical room. 

 
 

Recording Injuries/Accidents 

 
Accidents/injuries are recorded.  This record will include the date, time and place of incident, 

name and class of injured person, details of injury and treatment given, where the child is to return 

to (e.g. class, play, home) and the name of the First Aider.  This record will be kept until the child 
is 25 years of age. Any serious injury, where hospital treatment is required, or the injury was 

caused by a piece of faulty equipment will require an incident report to be completed by the adult 

who witnesses or first responds to the incident. The Head and the Bursar will be informed and 
respond to serious incidents as appropriate.  A decision will be made by the Head and the Bursar 

as to whether we will be required to report the incident to RIDDOR Healthy and Safety 

Executive, appropriate action will then be taken.   
 

Accidents and injuries will also be reviewed on a half termly incident report. The purpose of this is 

to highlight any patterns of frequent causes of injury, frequent sites of injury or patterns of 
concerning injuries. In the case of any areas identified, the Bursar is informed as soon as possible, 

feedback will also be given to the Head and the Health and Safety Committee and ultimately the 

Board as required. 
 

Communicating with Parents 

 
Parents are informed via email of forthcoming medicals.  

 

Parents are informed via an email home if a child has had a bumped head. They may also be informed 
of other minor injuries or medical problems, depending on the age of the child and the severity of 

the injury or medical problem. Parents will also be contacted by telephone or at dismissal time if 

necessary. 
 

If a child becomes unwell, their parent will be contacted. If appropriate or the child is potentially 

infectious the child will be looked after in the Medical Room until their parent or another adult 
designated by the parent arrives. Pupils in Early Years may remain in the Early Years until collected, 

so they remain within familiar surroundings. This procedure also applies if the child receives a minor 

injury that may need treatment or assessment by a doctor. 

 

NHS guidelines www.nhs.uk/conditions/fever-in-children/ state that a temperature of 38 or above 

is indicative of a fever in a child and that they should be kept at home until the fever subsides. If a 

child is unwell and unable to engage with the school day and/or found to have a temperature of 38 

or above whilst in school, parents will be contacted and requested to collect the child at their earliest 

opportunity – ideally within an hour.   

    

If on returning to school any child is unable to take part in games/swimming or any other school 

activity, a letter or message via the homework diary or an email to the form teacher should be 

written explaining the reason the child is not able to participate.    

   

http://www.nhs.uk/conditions/fever-in-children/
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With reference to EYFS all incidents and accidents, however minor, are communicated to parents 
via a letter home. 

 

Medical Information 
 

On entry to the School, parents are required to complete a Confidential Medical Conditions and 

Permissions form. Parents/carers are requested to inform school of any changes at the earliest 
opportunity. This information is held on the SIMS database so all relevant staff can access medical 

details.  Parents are able to update this information via the Sims app or parent portal. 

 
The SIMS data base is used to produce a class list detailing any medical conditions (SIMS medical 

report), this list is accessible to all staff. A hard copy of the SIMS medical report is held in the staff 

room, afterschool care room, the office and medical room. Each class or subject leader is responsible 
for ensuring they are aware of the most up to date information and this is relayed to their staff. Any 

radical changes will be brought to the attention of all staff via the usual channels.  Every member 

of staff has a responsibility to ensure they are aware of the medical needs of any child 
they have contact with, and all staff recognise that they have a duty of care. 

 

 
Procedures for Offsite Visits, Sports Activities and Residential Trips. 

 

The school uses the Evolve system to manage school trips. The medical team should be informed 
of any planned off site visits, this will happen automatically once a trip has been uploaded onto the 

system. The lead member of staff is responsible for uploading all the children’s medical information 

(via the SIMS medical report). Any children with particular medical needs should be on the risk 
assessment via Evolve.  

 

Prior to departure the trip leader must inform the medical team of their requirements for the trip 
(travel arrangements/ group numbers, in order that appropriate equipment can be provided). A staff 

guide is produced including key medical information, highlighting any specific pupil medications 

necessary. This guide will also identify children who are not consented to Paracetamol and 
Cetirizine. Cetirizine is always taken on off site visits. Calpol is taken if the trip is longer than half a 

day.   

 
A first aider must be identified on the Evolve system The trip first aider must ensure they have all 

the necessary equipment and medications necessary to meet the children’s needs. All staff should 

be aware of the medical needs of the children and how to deal with a medical emergency. The 
identified first aider will take control and lead any medical situation.   

 

 
Procedure for Dealing with Spillage of Body Fluids 

 

The area should be cordoned off and the site made safe. Site maintenance staff should be summoned 
via the Bursar or office staff to ensure the spillage is dealt with and that full, hygienic cleaning of the 

site is done as soon as possible. Spillage kits are located in the Caretakers’ Room, Medical Room, 

Early Years and After School Care for use as needed and contains appropriate personal protective 
equipment (PPE) and the Emergency Spillage Compound.  PPE equipment is also available in each 

first aid kit throughout the School. 

 



 

   

Autumn 2021 – Autumn 2022   Page 5 of 6 

Medical Emergencies 

 
Emergencies can be broadly classified into 3 categories. 

Life threatening emergencies. 

These are injuries/ illnesses that could potentially be catastrophic. This also includes situations 
where the person is deteriorating rapidly. An ambulance should be called without delay, by any 

member of staff. 

The office should be notified (it is best to send an adult to the office to ensure immediate 
attention).  

The office staff will then contact 

• Medical staff (or first aider) – to provide medical care. 

• Most senior SLT member. 

• Site staff – advised to open school for ambulance. 

• Next of kin for injured/unwell person (following discussion with SLT member). 

 

Emergency equipment (e.g. anaphylaxis kit) and radio should be sent with member of staff back 
to site of incident.                                                            

  

 
Serious injuries/ illness. 

These are injuries or illnesses that will require further assessment by a medical professional. The 

medical staff or first aider (in the absence of medical staff) should provide initial treatment and 
assess the person. If the injury is stable, the person is not deteriorating and they can be 

transported to hospital without an ambulance then arrangements for transport should be made. 

Ideally this will be undertaken by a parent/carer. However, if no one is available within an 
appropriate time frame (this will differ dependant on situation), then the school will arrange to 

transport them to the nearest A&E department (Wythenshawe) following discussion with Mrs 

Webb (Bursar). 
 

Non-urgent.  

These injuries/illnesses can be dealt with by the medical staff or first aider and will not need 
ongoing medical care. 

 

 
Infectious Diseases 

 

The School will act on any advice given by Public Health England. The school will also take an active 
role in notifying PHE of any notifiable diseases and will contact PHE if there is a number of similar 

cases of a similar illness (potential outbreak) and follow any guidance issued.  

 
Sickness & Diarrhoea 

 

All members of the School community who have had vomiting and/or diarrhoea, both adults and 
children, must not return to school until 48 hours after the last bout of sickness/diarrhoea. 

 

AED 
 

The School has an Automatic Electronic Defibrillator (suitable for adult and paediatric use) on site. 

It is situated on the external wall of Herford House, next to the main entrance, to allow easy access 
to all areas. It is held in a prominent position within a waterproof casing and is opened using the key 



 

   

Autumn 2021 – Autumn 2022   Page 6 of 6 

code, 9999. When opened, a loud alarm is activated to ensure that staff are alerted to its use and 

are available to help. A significant number of staff have been trained in the use of the AED.  
 

The battery is checked by the Nurses/Site Staff weekly. Once a month the unit is 

opened and checked that stock is in date and complete. 
 

Additional Holiday Club/Before and After School Care Procedures 

The broad procedures set out in this policy should also be followed for Holiday Club and Before 
and After School Care. Whilst the number of pupils and visitors in school during the holidays and 

at the start and end of the day will be less their safety is equally important.  

• The Holiday Club (HC) manager will ensure that there are sufficient and appropriately 

trained staff on shift to cover pupil numbers and EYFS first aid needs adequately 

• Ensure all visitors are fully briefed in where to get first aid if required 

• Ensure staff are aware of their responsibilities, duties and the location of first aid kits 

• First aid kits to be carried if groups are playing outside 

• HC manager or deputy to check supplies of first aid kits and expiry dates monthly  

• Accidents and incidents to be recorded as needed by staff in attendance on the onsidelive 

system 

• In the event that a child becomes unwell during Holiday Club, the parent will be contacted 

and if necessary the child will be segregated from the group 

• Strong communication of any ongoing or new injuries will be encouraged between home 

and Holiday Club 

• Medical Information will be provided by parents on registration and held securely on the 

onsidelive system, parents will notify the Club of any changes immediately 
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