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First Aid Policy 

 

Watcombe Primary School  



FIRST AID POLICY 

 

Watcombe Primary School is committed to providing sufficient numbers of first aid 
personnel to deal with accidents and injuries occurring at work / school, and where 
necessary members of the public on school premises. To this end, the school will 
provide sufficient numbers of suitably qualified first aiders or appointed persons to 
ensure that the statutory requirements and the needs of the school are met. 
Should employees have concerns about the provision of first aid within the school, 
they should inform a responsible person to enable the school to review and rectify 
the situation if necessary. 

 
 

Governors will ensure that there are a sufficient number of first aid personnel or 

appointed persons within the workplace, to provide adequate cover. Governors 

should carry out a first aid assessment to ascertain the numbers of first aiders etc. 

required in line with the HSE guidance (Low risk: 50 persons = 1 x appointed person 

and thereafter one per every additional 100 people). Assessments should consider 

numbers of people to the ratio of other persons. Notices will be displayed in all 

workplaces giving the location of first aid equipment and the names and locations of 

qualified first aiders or appointed persons. 
 

 

Arrangements 
 
 

First aid personnel are school employees who have volunteered for the role and 

who have successfully completed a First Aid at work or Emergency First Aid at 

work course within the preceding 3 years. First aiders will be provided with 

retraining at regular intervals in order to ensure that their skills are maintained. 

 

A list of first aiders can be found in each zone of the school where first aid kits 
are present. 

 
 
 

First Aid Boxes 

 

First aid boxes are provided within the work place to ensure there are adequate 

supplies for the nature of the work and hazards involved. All boxes will contain at least 

them minimum supplies which are required by law. Only specified first aid supplies will 

be kept. No creams, lotions or medicines are to be kept in these boxes. 

 

The location of first aid boxes and the names of the persons responsible for their up 
keep will be clearly indicated on notice boards throughout the work place and on the 
box itself. 

 

The persons responsible for each area will maintain the first aid boxes and should refill 
the boxes as and when the contents are used. 

 

SBM will formally check each term to ensure appropriate content and that it is in date 
and replace where necessary. 



Recording Accidents and Treatment 

 

First Aiders should keep a record of all treatment given by using the School Accident 
Report Book (stored by each first aid box and the MTA’s have one to take out with 
them). Head forms are stored with the accident book 

 

If a person receives first aid, they will be given a copy of the completed 
accident form to take home or if it is a young child, the form may be passed to 
the class teacher to pass on to the adult collecting. 

 

The first aider may deem it necessary to contact the parent of a child who has 

sustained an injury so that they are aware of what has happened thus exercising a 

duty of care. (This may be done even if the child doesn’t need to go home or to invite 

the parent in to assess how a child is following an injury). 

 

If the accident resulted in a head injury, then a “Head form” should also be 
completed and taken home alongside the accident form. 

 

If hospital assessment is required, a decision will be made by the first aider attending. An 

ambulance will be called (999 / 111) and the next of kin will be notified. If a parent or next 

of kin of any staff member is unable to attend the hospital, then a member of staff will 

accompany the injured person. 

 

SBM to ensure that the accident reporting books are available and that the storage of 
completed books is managed under the appropriate guidance (3 years). 

 

If an accident results in a person not being in work for more than 7 days, it must then be 
reported via RIDDOR (available in the office). 

 

Accident reports will be analysed by the SBM termly in order to identify any 
patterns or areas that may need further action. 

 

Medical File 

 

As part of the recruitment process, any new member of staff will be obliged to 

complete an Occupational Health Medical Questionnaire. Any new child (parents of) 

joining the school will be asked to inform the school as to whether they have any 

medical needs. This information is then recorded in the: 
 

Medical file (should it be of a significant concern)   
Asthma file  

 

This information is then reviewed every term by teams across the school so 
all personnel are aware of specific needs and responses. 

 

Legal Indemnity of First Aiders 

 

First aiders whilst at work who provide first aid to Council employees and members of the 
public on Council premises will be covered by the Council’s Public Liability Insurance. 



Prevention of the spread of Covid 19 
 
First aiders will follow the guidance given in the schools working practice & Covid 19 risk 
assessment when providing first aid.  
 
 
FIRST AID BOX CONTENTS 

 

Please note there is now a new standard for the contents of a First Aid Kit BS-8599 the 
HSE have been involved in the creation of the new standard. The current guidelines in 
ACOP (L74) are met and exceeded by the new BSi Standard. 

 

However, it is worth noting that the Standard is not compulsory and the contents of a 
first aid box will be dependent on an employer’s first aid needs assessment. 

 

It is recommended that you don’t keep tablets and medicines (of any kind inc. creams, and 
ointments) in the first-aid box. 
 

Here is the new list of suggested contents: 
 

First Aid Guidance leaflet 
 

Contents list 
 

Medium Dressing (12cm x 12c) (Sterile) 
 

Large Dressing (18cm x 18cm) (Sterile) 
 

Triangular Bandage (Single Use) (90cm x 127cm) 
 

Safety Pins (Assorted) (minimum length 2.5cm) 
 

Eye Pad Dressing with Bandage (Sterile) 
 

Washproof Assorted Plasters 

 

Moist Cleaning Wipes 

 

Microporous tape (2.5cm x 5cm or 3m for Travel Kit) 

 

Nitrile Gloves (6 pairs) 
 

Finger Dressing with Adhesive Fixing (3.5 cm) 
 

Mouth to Mouth Resuscitation Device with Valve 

 

Foil Blanket (130cm x 210cm) 
 

Eye Wash (250 ml) 

 

1 x Burn Relief Dressing (10cm x 10cm) 
 

Universal Shears (suitable for cutting clothing) 
 

Conforming Bandage (7.5 cm x 4m) 
 

1 pair of sterile tweezers 



 

1 chemical ice pack (for travel first aid box and mini bus) 



Date reviewed Changes made  
   

20.10.16 Removal of names of  

 appointed persons and first  

 aiders lists.  

20.10.16 Removal of first aid box  

 check list  

05.12.17 No changes  

18.07.19 No changes  

12.10.20 

Prevention of the spread of 

Covid 19  



 


