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First Aid can save lives and prevent more injuries becoming major ones. 
 

1. Named First Aiders  in the school are: 
 

Year 5 Year 6 Year 7 Year 8 Other Staff 

Mrs Proudfoot Mrs Whitcombe Miss Clare Miss Shipley Mr Snell 

  Mr Sharma Mrs Sheridan Mrs Rees  

    Mrs Kyte 

    Mr Evans  

    Miss Lourens 

    Mrs Johnston 

    Mr Hipkiss 

        
2. First Aid Co-ordinator 

The First Aid Co-ordinator is Mrs A Kyte 
She is responsible for: 

 Maintaining the first aid equipment and materials i.e. the boxes 

 Keeping the Pupil Accident book, Staff/Visitor accident book up to date and 
reporting of accidents to LA. 

 Arranging for emergency assistance when necessary. 
 

3. First Aid Posts and Boxes 
First Aid Boxes are to be found in the following locations: 

 MEDICAL ROOM 

 SCIENCE LAB – in the Prep Room  

 TECHNOLOGY ROOMS  

 BREAKOUT AREAS IN EACH YEAR GROUP 
 
A portable ‘bum’ bag is available to those going off site or in the mini-bus.  These 
are found in the office. 
 

 
 
 



 

 

4. Procedures for Replenishing Used Stock 
If any item used from the First Aid boxes, inform Mrs Swift who will replace them.   
Don’t forget, you may need them. 

 
 
     5. Gloves 

Latex gloves must be worn when dealing with any spillages of blood, vomit or other 
bodily substances.  You put yourself at risk if you do not.  They are in each First Aid 
Box. 

 
 

PROCEDURES FOR INJURIES SUSTAINED AT SCHOOL 
 

 
1. Breaktimes/Lesson time 

In the event of an injury to a child during break/lesson time the member of staff 
on duty will determine the extent of the injury and 

a) Comfort and console the child 
b) If needed, direct the child to the school medical room where a  

named first aider will administer the necessary treatment.  The 
injury will be recorded in the MEDICAL ROOM RECORD BOOK 
for minor injuries. 

 
In the event of a SERIOUS INJURY. THE CASUALTY IS NOT TO BE MOVED.  
A named First Aider should be contacted IMMEDIATELY to administer the 
necessary treatment and discuss with the Headteacher the next course of action 
i.e. parents, emergency services or casualty.  The First Aid Co-ordinator will 
complete the entry in the Accident Book, sending copies to LA or hospital if 
required. 
 
All entries in the Accident Book should contain details of treatment administered. 
 
Lunchtime supervisors carry walkie-talkies for prompt communication to the 
office/first aiders. 

 
2. Accident Books 

Accident Books are kept in the School Office filing cabinet and one for minor 
injuries is kept in the medical room. 

 
3. Head Bumps 

A head bump can become a serious injury as the symptoms can become 
apparent up to 24 hours later.  All children receiving a bump should be seen 
a.s.a.p. by a Named First Aider.  Parents should be contacted immediately if it is 
a serious injury or dealt with by the emergency services.  In all cases, the child 
must be given a Head Bump letter to take home, so that the parents are aware of 
what has happened and the symptoms to look out for. 

 
 
 
 



 

 

4 Children with Medical Needs 
A full list of children with medical conditions can be found on the medical room 
cupboard door and in the contacts and medical list folders located on office team 
desk.  All staff are also given a list in September and informed of any changes. 
 

 
Asthma 
Inhalers should be kept by the pupil at all times but we would ask that parents 
inform us in writing when a child is in possession of an inhaler.  We would also 
ask that this inhaler be clearly marked with your child’s name and class. 
 

Anaphylaxis 
This is an extreme allergic reaction requiring urgent medical treatment.  The most 
common causes are nuts, wasp and bee stings. A whole staff briefing is given 
each year by the school nurse to ensure correct procedures are followed.   
Children may be prescribed an EPIPEN for injecting adrenaline.  In such cases 
teachers are made aware of the treatment and are trained to use the EPIPEN 
under the guidance of the school nurse or doctor.  A spare pen is kept in the 
medical room cupboard with a care plan for the child. 
 

The pen may only be used on the child that it is prescribed for and the emergency 
services must be phoned immediately. 
 

Photographs of the pupils who have epi-pens are on the wall in the medical room. 
 
Diabetes 
Pupils with diabetes have their own marked container holding their medical needs 
e.g. care plan, glucose tablets or insulin.  These are kept in a lockable cabinet in 
medical room, the key is located on the office wall (left hand side to medical room 
door).  Photographs are in the medical room. 
 
Haemophilia 
All staff have been briefed on action to be taken if the pupil has a bump/fall.  
Pupil’s photograph and care plan are in the office and medical room. 
 
Except in exceptional circumstances and when prescribed by the GP, the school 
cannot be held responsible for the administration of any medicine.  If the taking of 
such by a pupil during the course of the day is essential, then a small supply 
should be sent in a clearly labelled container and handed in to the Office together 
with a letter of permission from parents and the prescribed dose by the GP clearly 
visible. 
 

 
Other major medical problems 
Where possible parents are invited in to discuss their child’s particular needs 
within a whole staff meeting forum. 


