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First Aid in School Policy 

 
Policy Statement 
 
The Governors and Head Teacher of Rednock School accept their responsibility under the Health and Safety 
(First Aid) Regulations 1981 and acknowledge the importance of providing First Aid for employees, students 
and visitors within the School. 
 
The Governors are committed to the Local Authority’s procedure for reporting accidents and recognise 
their statutory duty to comply with the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR). 
 
Statement of First Aid Organisation 
 
The School’s arrangements for carrying out the policy include nine key principles:- 
 

 Place a duty on the Governing Body to approve, implement and review the policy; 

 Place individual duties on ‘Appointed’ and ‘First Aid’ employees; 

 Report, record and, where appropriate, investigate all accidents; 

 Record all occasions when First Aid is administered to employees, students and visitors; 

 Provide equipment and materials to carry out First Aid treatment; 

 Make arrangements to provide training to employees, maintain a record of that training and review 
annually; 

 Establish a procedure for managing accidents in school which require First Aid treatment; 

 Provide information to employees on the arrangements for First Aid; 

 Undertake a risk assessment of the First Aid requirements of the School. 
 
Arrangements for First Aid 
 
Materials, Equipment and Facilities:- 
 
The School will provide materials, equipment and facilities as set out in the DfE ‘Guidance on First Aid for 
Schools’:- 
 
The location of First Aid kits in School are: 
 

 First Aid - Room 133 – Lower Ground Floor, Block B 

 School Office - Room 260 – Ground Floor, Block B 

 Head Teacher’s PA’s Office – Room 358 – First Floor, Block B 
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The contents of the kits will be checked on a regular basis by an Appointed Person (Appendix 1) for First 
Aid.  At School, the main duties of an Appointed Person will be to: 
 

 take charge when someone is injured or becomes ill; 

 look after the first aid equipment; 

 ensure that an ambulance or other professional medical help is summoned when appropriate; 

 administer emergency first aid appropriate to their training. 
 
The school currently has four defibrillators, located in the following areas: front reception area, student 
reception, sports hall and in the All Weather Pitch changing rooms. First aid staff have attended a course 
on basic life support, automated external defibrillation and management of an unconscious patient. 
 
Staff training on First Aid will be undertaken every three years.  At School, the main duties of a First Aider 
(Appendix 1) are to: 
 

 give immediate help to casualties with common injuries or illnesses and those arising from specific 
hazards at school; 

 if necessary, ensure that an ambulance or other professional medical help is called. 
 
Off Site Activities 
 
At least one First Aid kit will be taken on all off-site activities along with individual students’ medication 
such as inhalers, epi-pens, etc.   
 
A person who has been trained in First Aid will accompany all off site visits. 
 
Information on First Aid Arrangements 
 
The Head Teacher will inform all employees at the School of the following: 
 

 The arrangements for recording and reporting accidents; 

 The arrangements for First Aid; 

 Those employees with qualifications in First Aid; 

 The location of First Aid kits. 
 
In addition the Head Teacher will ensure that signs are displayed around the school site providing the 
following information: 
 

 Names of employees with First Aid qualifications; 

 Locations of First Aid boxes. 
 
All members of staff will be made aware of the School’s First Aid Policy. 
 
Accident Reporting 
 
The Governing Body will implement the LA’s procedure for reporting: 
 

 all accidents to employees; 

 all incidents of violence and aggression 
 
The Governing Body is aware of its statutory duty under RIDDOR in respect of reporting the following to 
the Health and Safety Executive as it applies to employees: 



 

 an accident that involves an employee being incapacitated from work for more than three consecutive 
days; 

 an accident which requires admittance to hospital for in excess of 24 hours; 

 death of an employee; 

 major injury such as fracture, amputation, dislocation of shoulder, hip, knee or spine. 
 
For non-employees and students an accident will only be reported under RIDDOR:- 
 

 where it is related to work being carried out by an employee or contractor and the accident results in 
death or major injury, or; 

 it is an accident in school which requires immediate emergency treatment at hospital. 
 
For each instance where the Head Teacher considers an accident to a visitor or student is reportable under 

RIDDOR, the advice of the LA will be sought. 
 
Where a student has an accident it will be reported to the Safety Health & Environment Unit (SHE). 
 
All accidents to non-employees (e.g. visitors) which result in injury, will be reported to the SHE. 
 
Student Accidents – Head Injuries 
 
The Governing Body recognises that accidents involving the student’s head can be problematic because the 

injury may not be evident and the effects only become noticeable after a period of time. 
 

 Where emergency treatment is not required, a “Head Bump” letter (Appendix 2) will be sent home to 
the child’s parents / carers; 

 Head Bump letters are kept in the First Aid Room located on the Lower Ground Floor. 
 
Transport to Hospital 
 

 The Head Teacher will, on advice from the First Aider, determine what is a reasonable and sensible action 
to take in each case; 

 Where the injury is an emergency an ambulance will be called following which the parents / carers will 
be called; 

 When hospital treatment is required but it is not an emergency, then the First Aider will contact the 
parents for them to take over responsibility for the child; 

 If parents / carers cannot be contacted then the Head Teacher may decide that the student be 
transported to hospital. 

 
Where the Head Teacher makes arrangements for transporting a child then the following points will be 

observed:- 
 

 only staff cars insured to cover transport will be used; 

 no individual member of staff should be alone with a student in a vehicle; 

 the second member of staff will be present to provide supervision for the injured student. 
 
People responsible for implementation of policy  
Head Teacher, Leadership Team, Governance Manager, First Aiders 

Associated policies and other relevant documents 
Medical Needs Policy and Appendices (to include Managing Medicines Policy) 



 
Appendix 1 
 
Personnel 
 
First Aiders (Appointed First Aid Duty Staff): 
 
First Aid at Work 
 
Linda Wright  - Sixth Form Support Office 
Gail Harris  - Community Support Office 
Donna Dummelow - Community Support Office 
Mandy Price  - Community Support Office 
Suzannah Jones - Community Support Office 
Suzanne Gwilliam - Science Department 
Annie Traynor - Administration Office 
Rosie Clarke  - Administration Office 
 
Emergency First Aid at Work: 
 
Matt Carey  - Site Team 
Jerry Kurdzieko - Site Team 
Wayne Herbert - Site Team 
Kate Alexander - PE Department 
Anna Dennis  - PE Department 
Dave Kelly  - PE Department 
Hannah Knight - PE Department 
Andy Sharp  - PE Department 
Alex Sykes  - PE Department 
Lorraine Merchant - Community Leader 
 
Trained in the use of a Defibrillator: 
 
Linda Wright 
Gail Harris 
Donna Dummelow 
Mandy Price 
Suzannah Jones 
Suzanne Gwilliam 
Annie Traynor 
Rosie Clarke 
Matt Carey 
Jerry Kurdzieko 
Wayne Herbert 
David Middlecote 
Andy Birkett 
Lorraine Merchant 
     
 
 
 
 
 



 
 
 
 
Appendix 2 
 
Head Injury Letter 
 
 
 
Dear Parent / Carer 
 
Student:  
 
Your child has received a head injury today at approximately                    am / pm.  You child was checked 
and treated and has been under supervision since.   
 
Should your child display any of the following symptoms within the next 24 hours we would suggest that 
you seek immediate medical advice at your nearest A & E Department: 
 

 Vomiting; 

 Dilated pupils and / or blurred vision; 

 Drowsiness – inability to stay awake; 

 Slurred speech; 

 Severe or worsening headache. 
 
Treating a minor head injury 
 
If you do not go to hospital, you can usually look after your child at home.  It is normal to have symptoms 
such as a slight headache, or feeling sick or dazed, for up to 2 weeks. 
 
To help recovery 
 

 Hold an ice pack to the injury regularly for short periods in the first few days to bring down any 
swelling 

 Rest and avoid stress  

 Take paracetamol or ibuprofen to relive pain or a headache – do not use aspirin as it could cause the 
injury to bleed 

 Make sure an adult stays with your child for at least the first 24 hours 

 Do not play contact sports for at least 3 weeks. 
 

Further details about head injury and concussion can be found on the following website: 
 
https://www.nhs.uk/conditions/minor-head-injury/ 

 

Or call 111 for further advice. 
 
 
School Office 
Rednock School 

https://www.nhs.uk/conditions/minor-head-injury/

