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AIMS  
 
At Knaphill Federation of Schools, our aim is to promote health and safety awareness in children and 

adults, in order to prevent first aid being necessary and to encourage every child and adult to begin 

taking responsibility for their health needs.  

 

However, we recognise that accidents can happen from time to time and the Governors and the 

Federation Headteacher accept their responsibility under the Health and Safety First Aid Regulations 

1981 and acknowledge the importance of providing First Aid for employees, children and visitors 

within the Federation.  

 

 

GUIDELINES 
 
Federation members of staff are expected to take reasonable action as responsible adults, to deal with 

injuries etc. that children sustain, until the child can, if necessary, receive professional medical 

treatment.  
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1. First Aid Provision  
 

• The Federation Business Manager is responsible for ensuring that there is an adequate 

number of qualified First Aiders. 

• Portable First Aid kits are available and used any time our pupils are off site. 

• The Appointed First Aiders will ensure the maintenance of the contents of the First Aid kits 

and other supplies. 

• Appropriate staff will be trained in any aspects of First Aid deemed necessary, eg: asthma, 

epilepsy, diabetes and in the use of an Epi-Pen. 

• All staff will ensure that they have read the Federation’s First Aid policy, with new staff 

receiving a copy at induction. 

• List of named First Aiders, their location and the location of first aid equipment is in each of 

the School Offices. 

• All trained First Aiders to have refresher training every 3 years.  

 
 

2. First Aid Boxes 
 

First Aid Boxes are located in: 

 

• Junior School - School office by the sink, the Servery, the Year 3 Block and upstairs in Group 

Room. 

• Lower School – Medical Room on top of cupboard; Nursery kitchen; Hall on top of cupboard; 

Reception Ladybird classroom and in Reception toilet by Ladybird classroom. 

 

First Aid Boxes contain: a leaflet giving general advice, micro-pore, assorted plasters, scissors, 

individually wrapped sterile dressings, triangular bandages, safety pins, cold compresses, cleansing 

wipes, disposable latex-free gloves, sterile eyewash water, CPR mouth guard.  No medicines or tablets 

are kept in the first aid boxes. 

 
 

3. Procedures 
 
In School (Both KLS and KS): 

 

• In the event of an injury or medical emergency, contact the appointed First Aider(s). 

• The Office staff have the responsibility of dealing with minor accidents at lunch or playtime.  

• At the Junior School, there are also a limited number of First Aid trained lunchtime supervisors 

who can support the Office team with minor injuries. They carry a First Aid bum bag on the 

playground. 

• Children who have minor injuries or feel unwell should be sent to the appropriate First Aider 

at the Office. For younger children, they should be sent with another child who can explain 

the nature of the child’s illness. 
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• For more serious injuries, a member of staff from The Office Team will be called to attend to 

the child and assess the injury and escort the child to the School Office.  

• If a child vomits or has diarrhoea in school, they will be sent home immediately. Children with 

a sickness / diarrhoea bug will not be accepted back into school until 48 hours after the last 

symptoms have elapsed.   

• If there are any doubts over the health or welfare of a pupil, the parent/guardian will be 

contacted. 

• The decision to send a child home will be made by the Office staff.  

• IF THE SITUATION IS LIFE THREATENING THEN AN AMBULANCE SHOULD BE CALLED AT THE 

EARLIEST OPPORTUNITY WITHOUT WAITING FOR THE APPOINTED PERSON TO ARRIVE ON 

THE SCENE. 

• No member of staff or volunteer helper should administer First Aid unless they have had 

proper training. 

• Hands should be washed before and after administrating First Aid. Disposable gloves should 

be worn. 

• All serious accidents should be reported to the Federation Headteacher or one of the named 

First Aiders who should call an ambulance and the child’s parent/guardian as soon as possible, 

(phone numbers are located in the School Office and on SIMs). 

• In the event of a serious incident an ambulance is called and a member of staff will accompany 

the pupil to the hospital. A parent/guardian will be asked to go immediately to the hospital. It 

may be appropriate to transport a pupil to hospital without using an ambulance. This should 

be on a voluntary basis. In such cases staff should ensure they have specific cover from their 

insurance company. 

• If a pupil sustains a serious injury, they should not be moved. 

• Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 

(RIDDOR) some accidents must be reported to the HSE. 

• The Federation must keep a record of any reportable injury, disease or dangerous occurrence. 

This must include: the date and method of reporting; the date, time and place of the event; 

personal details of those involved and a brief description of the nature of the event or disease. 

 

Out of school (both KLS and KS): 
 

• While on a visit, Federation staff take a mobile phone and staff also take appropriate 

medication for the pupils eg: inhalers or Epi-Pen and a list of pupil contact details (stored on 

Lenovo pad).  

• Teachers must take a first aid kit.  

 
 

4. Education Visits 
 

• The Federation Headteacher has responsibility for ensuring staff have adhered to the 

Federation’s ‘Educational Visits Procedures’ as set out in the Visits Policy. 

• A Risk Assessment will need to be carried out as part of an educational trip. 
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5. Action at an Emergency (To be undertaken by a trained First Aider) 
 

• Assess the situation: Are there dangers to the First Aider or the casualty? Make the area safe, 

look at the injury; is there likely to be a neck injury? 

• Assess the casualty for responsiveness: Does the casualty respond? 

• IF THERE IS NO RESPONSE: 

 

1. Open airways by placing one hand on the forehead and gently tilt the head back. 

Remove any obvious obstructions from the mouth and lift the chin. 

2. Check for breathing. If the casualty is breathing, assess for life threatening injuries and 

then place in the recovery position. 

3. If the casualty is not breathing, send for a helper to call an ambulance and give 30 

chest compressions, then 2 rescue breaths. 

4. Continue CPR until the paramedics arrive or until you get a response. This can be quite 

strenuous and it is best to have another qualified First Aider there to relieve you. 

 
 

6. Incident Reporting 
 

• All incidents are reported. 

• Minor incidents are written in on a form in the School Office (both KLS and KS). 

• Major incidents, including a serious incident or death, are written in the accident book and 

reported online to the Local Authority (LA). This paperwork is filed and kept indefinitely.  

• KS – Parents will be contacted and informed of the head injury or an injury that leaves a mark 

and all details will be recorded in the incident book and on SIMS including contact with the 

parent.  Once the child is ready to return to class they will be accompanied by the member of 

staff dealing with the incident to ensure that all staff in class are aware of the situation. 

• KLS - Parents are informed of a head injury or an injury that leaves a mark by means of a 

‘bump’ note. If it is a head injury the parent is also sent a head injury leaflet issued by Surrey 

County Council.  If the office staff feel that the child needs to go home they will contact the 

parent, otherwise they are taken back to their class. 

• Staff should report the incident to the Federation Headteacher if they sustain an injury at 

work. An injured member of staff or any other supervising adult should not continue to work 

if there is any possibility that further medical treatment is needed. They also need to fill out 

an ‘accident at work’ form. 

• Accident / incident forms are kept for 3 years as per the DfE guidelines. 

 
 

7. Administration of Medicines 
 

• If a child requires prescribed medicines whilst in school (KLS and KS), the parent/guardian 

must complete an administration of medication form, which is available in the School Office 

(both KLS and KS). Once completed, these forms should be kept with the medication to enable 

a record to be kept of the medicine administrated and the time.  

• Inhalers and second Epi-pens are kept in the school office. 
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• Medication is taken on Federation visits.  

• All medicines administrated within school (both KLS and KS) are administered in a safe and 

monitored environment. This is implemented through our Administration of Medicines Policy.  

 
 

8. Contamination/Hygiene 
 

• No person must treat a pupil who is bleeding, without wearing protective gloves. 

• Protective gloves are stored in the school office and in each First Aid kit.  

• Cover open cuts or wounds on your own skin with a waterproof plaster, or similar dressing. 

• Sponges and water buckets must never be used for First Aid, to avoid the risk of 

contamination. 

• Use a face shield for mouth-to-mouth breathing. These are in each First aid box.  

• If blood is spilled onto broken skin, or your skin is punctured by a sharp object, wash area 

thoroughly with soap and water.  

• All body fluids, (vomit, diarrhoea and blood), must be cleaned immediately. This is vital if the 

spread of infections is to be reduced. A designated dustpan and brush is available for body 

spillages and is kept in the Premises Manager’s cupboard with infection reducing granules.  

• Wash the area with warm water and disinfectant and dry. Single use non- latex gloves should 

be worn and are available from the school office. Once spillages have been put into sealed 

black bags, they must be put in the external dustbins for domestic waste disposal. Hands must 

be washed and dried after the removal of protective gloves. 

 

9. Head Lice 
 
• A general letter is sent to the parents/guardians of all pupils in a class if there is a case of head 

lice in the class. 

• If live lice are noticed in a pupil’s hair, the parent/guardian is contacted by telephone and 

informed that the hair needs to be treated that day.  

 
10. Covid-19 suspected or confirmed cases 
 

• Staff are informed of the symptoms of possible coronavirus infection, e.g. a cough, difficulty 

in breathing, high temperature and a loss or change to sense of smell or taste, and are kept 

up-to-date with national guidance about the signs, symptoms and transmission of 

coronavirus. 

• Any pupil who displays signs of being unwell is immediately referred to the designated 

member of staff/school nurse. 

• Pupils displaying symptoms of coronavirus are not to come in to contact with other pupils and 

as few staff as possible, whilst still ensuring the pupil is safe. If a member of staff cannot 

maintain social distancing with a pupil or staff who is displaying symptoms of the coronavirus, 

then they should wear PPE (gloves, apron, googles and face mask). 

• The relevant member of staff calls for emergency assistance immediately if the pupil’s 

symptoms worsen. 
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• In an emergency, 999 will be called if they are seriously ill or injured or their life is at risk.  

• The parents/guardians of an unwell pupil are informed as soon as possible of the situation by 

a relevant member of staff. 

• Where contact with a pupil’s parents cannot be made, appropriate procedures are followed 

in accordance with those outlined in governmental guidance and the Infection Control Policy. 

• Unwell pupils who are waiting to go home are kept in an area where they can be at least two 

metres away from others (Medical bays/Group room). If staff cannot maintain social 

distancing then they will wear PPE - a fluid-resistant surgical face mask should be worn by the 

supervising adult if a distance of 2 metres cannot be maintained. If contact with the child or 

young person is necessary, then disposable gloves, a disposable apron and a fluid-resistant 

surgical face mask should be worn by the supervising adult. If a risk assessment determines 

that there is a risk of splashing to the eyes, for example from coughing, spitting, or vomiting, 

then eye protection should also be worn. 

• Areas used by unwell pupils who need to go home are thoroughly cleaned once vacated. 

• If a member of staff has helped someone with symptoms, they do not need to go home unless 

they develop symptoms themselves (and in which case, a test is available) or the child 

subsequently tests positive. They should wash their hands thoroughly for 20 seconds after any 

contact with someone who is unwell.  

• If unwell pupils are waiting to go home, they are instructed to use the specified toilets 

(Disabled toilet near KLS office and Staff toilet near KS Office) to minimise the spread of 

infection. 

• When a pupil or staff member develops symptoms compatible with coronavirus, they will be 

sent home and advised to self-isolate for 7 days. Their fellow household members will be 

advised to self-isolate for 14 days. All staff and pupils who are attending school (both KLS and 

KS) will have access to a test if they display symptoms of coronavirus, and will be encouraged 

to get tested in this scenario. 

• Where the pupil or staff member tests negative, they can return to school (both KLS and KS) 

and the fellow household members can end their self-isolation. 

• Where the pupil or staff member tests positive, the rest of their class or group within their 

bubble will be sent home and advised to self-isolate for 14 days. The other household 

members of that wider class or group do not need to self-isolate unless the pupil or staff 

member they live with in that group subsequently develops symptoms. 

• As part of the national test and trace programme, if other cases are detected within the cohort 

or in the wider setting, Public Health England’s local health protection teams will conduct a 

rapid investigation and will advise the school on the most appropriate action to take. In some 

cases, a larger number of other children may be asked to self-isolate at home as a 

precautionary measure – perhaps the whole class, site or year group. As the Federation is 

observing guidance on infection prevention and control, which will reduce risk of 

transmission, closure of the whole Federation will not generally be necessary. 
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11. Covid-19 Additional Safety Measures 
 

• Try to assist at a safe distance from the casualty as much as you can and minimise the time 

you share a breathing zone. 

• Before starting CPR, to minimise transmission risk, the first aider will use a face shield. They 

will also wear a fluid- repellent surgical mask, disposable gloves, eye protection and an apron. 

• Only deliver CPR by chest compressions and use a defibrillator (if available)- don’t do rescue 

breaths. 

• If an ambulance is called, tell the call handler if the patient has any COVID-19 symptoms. 

• You should minimise the time you share a breathing zone with the casualty and direct them 

to do things for you where possible. 

• Ensure that you safely discard disposable items and clean reusable ones thoroughly. 

• Wash your hands thoroughly with soap and water or an alcohol-based hand sanitiser as soon 

as possible. 

• First Aod at Work (FAW) or Emergency First Aid at Work (EFAW) certificates that expired after 

16 March 2020 can remain valid until 31 October 2020 or 6 months from date of expiry, 

whichever is later. All requalification training for these certificates should be completed by 31 

March 2021. 

 

• To qualify for the extension, employers must be able to demonstrate that: 

• they have made every effort to arrange requalification training as soon as possible and can 

explain in detail why they have not been able to do so. For example, they must show evidence 

that staff with expired certificates are booked on to EFAW or FAW requalification courses, if 

requested by an inspector 

• they have adequate and appropriate equipment and facilities to give first aid to any employee 

who is injured or becomes ill at work 

• the level of first aid cover provided remains appropriate for their particular work environment 

• the level of first aid provision necessary in high risk settings is fully maintained, eg in 

construction, agriculture, engineering and chemicals 

• If first aiders are unable to access annual refresher training face to face during the coronavirus 

(COVID-19) pandemic, HSE supports the use of online refresher training to keep their skills up 

to date. 

• HSE still strongly recommends that the practical elements of actual FAW, EFAW and 

requalification courses are delivered face to face, so that competency of the student can be 

properly assessed. 

 

 

 

 


