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POLICY STATEMENT
The Governors of St Peter's School fully understand and accept their responsibilities under the Health and
Safety at Work Act 1974 to provide a safe and healthy working environment for stakeholders of the school,
so far as is reasonably practicable.
This policy statement should be read in conjunction with the school’s Health & Safety Policy which is
available on the school website and our Educational Visits policy.
All employees should note that failure to discharge the obligations placed on them by this policy and
associated procedures, or by any relevant statutory provision may lead to:
i)
ii)

Prosecution by the Health and Safety Executive, and/or
Disciplinary action under the school's disciplinary rules.

DESIGNATION RESPONSIBILITY
The Governing Body carries ultimate responsibility for ensuring that a First Aid Policy, which complies with
current legal requirements, is in place and is regularly reviewed and implemented through efficient and
effective procedures. The Governing Body exercises this responsibility through the Governors’ Resources
Committee and through the Health and Safety Committee on which it is represented.
The Head Teacher is responsible for implementing the Policy and for all matters relating to health and
safety in the establishment and is accountable to the Governors for these responsibilities. The Head
Teacher may decide to delegate these responsibilities (but not the ultimate accountability) to the member
of the Senior Leadership Team responsible for Premises or to other appointed persons.
The aim of first aid is to save lives and to ensure that minor injuries and illnesses do not escalate into major
ones. Therefore in accordance with good practice St Peter’s School will ensure:-
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A first aid risk assessment is carried out to ascertain the needs of the school and the level of provision
required. It will take into account: The number of stakeholders on school site.
 The location of areas and high risk parts of the school site.
 The full range of activities undertaken by staff and students on the school premises during the
normal school day, and as appropriate, off-site and outside normal school hours.
THE FIRST AID TEAM
The Reception Staff will be designated as the school’s First Aiders and will have completed the full First Aid
at Work course. They will administer first aid to those requiring it and organise an injured person’s transfer
to hospital should the need arise.
Any specific medical training such as the use of EPIPENS is carried out by the School Nurse annually and as
the need arises.
The school also offers Emergency First Aid at Work training to those staff who wish to volunteer.
A full list of all staff with a first aid qualification is held by the Premises Manager. All qualifications are
regularly reviewed and refresher training organised as and when required.
DUTIES OF STAFF AND STUDENTS
All staff are made aware of first aid arrangements during their induction process; it is also available in the
Staff Handbook. In addition staff are made aware of all students who have a medical condition; this is
strictly confidential and can only be accessed by staff. Reception issues each member of staff with medical
slips so that students can be sent to the Medical Room should the need arise.
PARENTS
Parents and students are made aware of the procedures to follow if a student is not well enough to attend
school or if they become unwell at school and need to be taken home.
If medication is required by a student parents should first speak to the staff in Reception where they will be
given the appropriate guidance or paperwork to complete.
ACCIDENT REPORTING AND STATISTICS
All records of first aid treatment are stored electronically within the schools IT network, and are kept for a
period of at least 3 years. These records contain the following information:






The date, time and place of the incident.
The name and class of the injured or ill person.
Details of the injury/illness and what first aid was given.
What happened to the person immediately afterwards (eg hospital or returned to lessons).
Name of the first aider or person dealing with the incident.

Where a more serious accident has occurred or the incident is a result of a physical hazard, ie a trip hazard
or physical assault, an AF1 accident form is to be completed as well as the electronic entry and passed to
the Head Teacher and the Premises Manager for action. If the incident is deemed sufficiently serious that it
is reportable under RIDDOR, then the Premises Manager will complete the Cambridgeshire County
Council’s online reporting system.
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Once a term, the Premises Manager will be responsible for compiling accident statistics and presenting a
report to the Health and Safety Committee. During the term any trends of accidents and visits to the
medical room are studied and acted upon as necessary.
FIRST AID ACCOMMODATION
Schools are required to have a suitable room that can be used for medical needs. The area must contain a
washbasin and be closely located to a toilet and be available throughout the school day.
The school has two rooms suitable for the above, both located within the main building near reception.
The first room (the medical room) is located within the Reception office and is used as an assessment area
and minor treatment room. The second room is located in the link corridor and is equipped with a bed and
a sink. Both rooms are close to toilet facilities.
FIRST AID KITS
First aid kits are available at various locations across the school e.g. PE department, Food Technology
(including blue plasters), Science (including eyewash), Technology and in the Siteteam office. The
Reception staff are responsible for stocking and checking the kits on a regular basis, ensuring stock is
present and in date. Records are made of when the kits have been checked, this is held in Reception. Staff
should inform Reception immediately if stock is low following use.
DEALING WITH SICK STUDENTS
If a teacher feels that a child is not well enough to continue working in school, a medical slip must be
completed and the child sent to the medical room. The student will remain in the medical room while their
condition is assessed. They will either be sent back to class after a predetermined time or parents will be
contacted to collect their child. If a student feels ill before school, during breaks or after school they must
report to the medical room.
DEALING WITH ACCIDENTS
For serious accidents a member of staff should contact Reception by radio, telephone or in person or by
sending another student and request a first aider to attend the scene.
For less serious accidents the student should be escorted to the medical room by a member of staff or
another student and provide an explanation of what happened.
For serious incidents students should be sent to hospital and escorted by a member of staff in the absence
of parents or guardians and act in loco parentis, the names and contact numbers of the parents must be
provided to the ambulance crew in this situation. Before a student leaves in an ambulance the name of the
hospital they are being taken to must be obtained.
Students must always be sent to hospital if they have received any of the following:
 wounds requiring stitches
 suspected fractures
 any amount of unconsciousness no matter how brief
 an electric shock
Head injuries
Any student who receives a head injury will be issued with a head injury letter for their parent/carer
completed by a member of the First Aid team. A copy of the letter will be kept on the student’s file. The
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injury will be recorded by the First Aider in the accident book. A telephone call home will be made to
inform parents of the injury and this will be recorded on Bromcom.
ACTS OF VIOLENCE
When a student has been involved in an act of violence then it is advisable that the student is escorted to
the medical room for an assessment especially if blows have been exchanged and all relevant information
to the incident reported.
ACTIVITIES OFF SCHOOL PREMISES
Please refer to points 1, 6 and further information contained within the school’s Educational Visits policy.
PRESCRIPTION MEDICINES

















Students must ensure that they attend Reception to take their medication at the correct time. A first
aider will check the student’s records to see when the dose should be taken and whether the student
has taken a dose recently, they will then give the medication to the student to self-administer. First
aiders are unable to administer any medication unless they have been trained to do so; staff have
training in the use of an Epipen. Epipens are stored in a locked cabinet in the first aid room and in
individually labelled boxes.
Each time medication is taken the full details should be logged in the medication file.
No student under 16 should be given prescription medicines without their parent’s written consent
administered by the school - except in exceptional circumstances where the medicine has been
prescribed to the student without the knowledge of the parents. In such cases, every effort should be
made to encourage the student or young person to involve their parents while respecting their right to
confidentiality.
The school can hold an emergency adrenaline auto injector (AAI). The kit will include a list of the
students permitted to use the emergency AAI if the need arises. These will be students who have been
prescribed with an injector, usually with a diagnosis of anaphylaxis. Any use of an injector must be
accurately recorded and parents notified.
The school has two Automated External Defibrillators (AEDs). One AED is located in the main office
and the second is located in the Sixth Form Centre - these can be used during first aid when CPR is or
may be required.
Where clinically possible, medicines should be prescribed in dose frequencies which enable them to be
taken outside school hours;
The school will only accept prescribed medicines that are delivered to Reception by the student’s
parent/carer accompanied by the correctly completed paperwork, in-date, labelled, provided in the
original container as dispensed by a pharmacist and include instructions for administration, prescribing
doctor, dosage and storage. The exception to this is insulin which must still be in date, but will
generally be available to schools inside an insulin pen or a pump, rather than in its original container;
A new form must be completed by the parent/guardian if the dosage is changed.
All medicines should be stored safely. Students should know where their medicines are at all times and
be able to access them immediately. Where relevant, they should know who holds the key to the
storage facility.
School staff may administer a controlled drug to the student for whom it has been prescribed. Staff
administering medicines should do so in accordance with the prescriber’s instructions. Schools should
keep a record of all medicines administered to individual students, stating what, how and how much
was administered, when and by whom. Any side effects of the medication to be administered at school
should be noted;
When no longer required, medicines should be returned to the parent to arrange for safe disposal.;
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The medication will be stored securely in Reception until the end of the course, when no longer
required or when the expiry date has been reached, the parent/guardian must collect any unused
medication. Sharps boxes should always be used for the disposal of needles and other sharps

Delivery of prescription medicines for staff:
The school will not normally accept delivery of prescription medicines for members of staff.
Staff must take all possible steps to avoid the delivery of prescribed medication to St Peter’s School, for
example by scheduling deliveries to outside of term time
On rare occasions when the only other option is for the member of staff to be absent to the detriment of
our students, we will take the responsibility for prescribed medicine delivered to St Peter’s School for staff.
This medication will be kept by the Head Teacher’s PA who will collect it from Reception, retain it in a
locked cabinet and inform the member of staff of the delivery. If the Head Teacher’s PA is not available
then the HR Officer can collect and retain the medication until the Head Teacher’s PA is able to take
custody of it. There are no suitable lockable facilities in school for the storage of medication that requires
refrigeration, thus responsibility for such medicine will not be accepted.

NON PRESCRIPTION MEDICINES
Non-prescription medication such as paracetamol is not held by Reception. If a student becomes unwell
during the school day they will attend reception where a first aider will assess them. If the first aider
considers the student would benefit from taking medication such as paracetamol, they will contact the
parent/guardian for them to provide the appropriate medication or to take them home. Students must
not carry their own supply of non prescribed medication.

RESPONSIBILITIES
Employers are responsible for ensuring employees are suitable to work with children. Employees are also
responsible for ensuring they are suitable to work with children e.g. seeking medical advice to confirm their
suitability when taking prescription drugs.
REFERENCES
All the references are available to view online at DfE Guidance on First Aid for Schools website:
http://media.education.gov.uk/assets/files/pdf/g/guidance%20on%20first%20aid%20for%20schools.pdf
MONITORING AND REVIEW
This policy will be monitored and reviewed every two years to ensure it continues to meet the aims of the
school.
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