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1.         Introduction  
1.1 At Chetwynd Spencer Academy our mission is ‘For all our children to be kind, 

courageous and curious citizens, helping them to shine for a bright and happy 
future in our diverse world.’  

  

1.2 We aim to achieve our mission by being inclusive, maintaining a safe and 
stimulating learning environment, securing outstanding learning and teaching, 
delivering our Irresistible Curriculum, following a values-based approach 
(STARFISH), and working with parents, carers and the wider community.  

  

1.3 Health and safety legislation places duties on employers for the health and safety 
of their employees and anyone else on the premises.  In schools this includes 
responsibility for the principal/head teacher, teachers, non-teaching staff, pupils 
and visitors (including contractors).  

  

   1.4      At Chetwynd Spencer Academy we believe that all staff, pupils and visitors are  
entitled to the very best possible care whether on or off the school premises. This 
will be achieved by providing the appropriate training to our staff in accordance 
with guidance from the Health and Safety Executive (HSE) and from the 
Department for Education and also Employment’s Guidance on First Aid for 
Schools. 

  

1.5 We ensure our children have the best possible care by training a minimum of two 
staff as qualified First Aiders at Work, by ensuring that all permanent staff working 
in our Early Years setting have paediatric first aid training, providing at least two 
Basic First Aid trained staff per key phase and by providing Basic First Aid training 
to a minimum of 50% of our midday supervisors.  Two members of staff will be 
Appointed First Aiders for the school both of which will have the First Aid at Work 
qualification. 

  

1.6 Our first aid kits are fully stocked in accordance with the HSE’s recommendations 
(see appendix 1). There is one mobile first aid kit in every classroom, wall mounted 
first aid kits in each key stage, the kitchen and in the school hall.  A further mobile 
first aid kit is available for the midday supervisors use and a burns first aid kit is 
available during forest school activities. 

    
1.7 We will deliver the best possible care to our children, staff and visitors, ‘our family’ 

without prejudice.   
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2.        Policy Scope   

2.1 This policy applies to all members of the Academy community who are involved in 
the delivery of care to any of our children, staff or visitors.  

  

2.2 This policy should be read in conjunction with the following policies: Medical 
Conditions Policy, Health and Safety Policy,  Equality and Diversity Policy, 
Volunteer and Helper Policy and our Safeguarding Policy. 

  

 

  3.        Policy Development  
      This policy has been developed by an Appointed Person for First Aid in accordance                           
      with requirements/guidance from HSE and DofE and in consultation with the  
      Principal, Health and Safety Personnel and the Governors.   
 
 

 4.        Policy Aims  
       4.1             The aim of this policy is to ensure that we provide the best possible first aid that 

      both meets the aims of our Academy and is compliant with statutory requirements.   
 
  

    5.         Equal Opportunities  
5.1               Chetwynd Spencer Academy is committed to equality of opportunity, and to 

promoting an ethos of dignity, courtesy and respect throughout the organisation. 
For further information, please refer to the Equality and Diversity Policy.  

  

5.2              Every effort will be made to ensure that fair and consistent practice, as detailed in  
this policy and procedure, is carried out.  
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                       6.        Quality Assurance  
             The quality of First Aid delivery at Chetwynd Spencer Academy will be assured by:  

  

▪ Ensuring this Policy is disseminated and adhered to.  
 

▪ Monitoring the impact of the Policy. 
 

▪ Addressing any underperformance in a timely manner, whether it has 
come to light through the monitoring procedures outlined in this Policy or 
because of other Academy quality assurance mechanisms.  

 
 

 

    7.        Roles and Responsibilities. 
     7.1             The delivery, recording and monitoring of First Aid treatment is a collective  

              responsibility. The following sections outline the roles and responsibilities of 
              individuals and groups within the Academy in relation to First Aid.   

  

    7.2     The Governing Body   

 

    7.2.1         The Governing Body will work with the Principal and Appointed Persons ensuring  
                      that First Aid provision meets the aims of this Policy. This will be monitored on a  
                      termly basis.  

 
   7.2.2           The Governing Body will review this Policy on an annual basis and support the  
                       Principal and Appointed Persons in their implementation of the Policy. 
   

   7.2.3           The Governing Body will work with the Principal and Appointed Persons to ensure   
       that the First Aid Policy and other policies that link to it are upheld and suitably  

             resourced.  

 

 

 

    7.3             The Principal and  Health and Safety Personnel                    
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7.3.1           The Principal and Health and Safety Personnel will ensure that the First Aid Policy is  
                        disseminated and implemented fully to sustain high quality First Aid throughout  
                        Chetwynd Spencer Academy. 

   
    7.3.2          They will emphasise the links between this Policy and our Health and Safety Policy. 

   
    7.3.3         They will appoint two members of staff to take on the role of First Aid Appointed  
                      Persons (FAAP). 

 
    7.3.4          They will ensure that they keep up to date with statutory requirements and  
                       recommendations in relation to First Aid. 

 
   7.3.5          They will ensure that the First Aid Appointed Persons are able to perform this role.   

 
7.3.6          They will support and hold to account the First Aid Appointed Persons in carrying  

                       out the responsibilities outlined in 7.4.   
 

7.3.7          They will ensure that the other policies which this Policy links to are up to date  
                       and fully implemented.   

 
  7.3.8           They will report on the quality and recording of First Aid provision  to the Governing 

                      Body on a termly basis. 

   7.3.9         They will strive to provide suitable resources and training to support the aims of this  

            Policy.  
 

    7.4            The First Aid Appointed Persons (FAAP) 

7.4.1          The First Aid Appointed Persons (FAAP) along with the Principal and Health and  
                       Safety Personnel will ensure that this Policy is disseminated and implemented fully. 

   

   7.4.2          The FAAP will carry out their responsibilities as set out in this Policy. 
 
7.4.3          The FAAP will keep up to date with statutory requirements and make 

recommendations in a timely manner in relation to First Aid to The Principal and 
          Health and Safety Personnel.    
    

        
    7.4.4         The FAAP will make recommendations to The Principal and Health and Safety    
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                       Personnel regarding time allocations for First Aid and ensure these are set out  

                       in section 8 of this Policy.  
 
   7.4.5          The FAAP will ensure that any offsite trips are risk assessed and that adequate First 

             Aid provisions are set in place. The Teaching Staff carrying out these assessments        
             will support the First Aid Appointed Persons in meeting these requirements. 
 

 
    7.4.6         The FAAP will monitor the quality of First Aid provision and make any 

             recommendations for improvement to the Principal and Health and Safety   
             Personnel in a timely manner.  
 

   7.4.7          The FAAP will review and revise this Policy as appropriate as set out in section 11.   
  

   7.4.8          The FAAP will ensure the ordering and monitoring of adequate First Aid supplies and  
            termly checks of all first aid kits and the expiry dates of any medicines kept in 

school  
 

    7.4.9         The FAAP will review our children’s individual care plans on a termly basis.  

   
 
    7.5            Teaching Staff  

   7.5.1  Teaching staff will ensure they have familiarised themselves with all 
elements of the First Aid Policy and understand what is required of them, seeking 
clarification from the FAAP or Health and Safety Personnel if they are unsure. 

  
   7.5.2  They will ensure that they are familiar with the location and contents of first 
aid kits and will endeavour to replace any items used from a first aid kit.   

 
  7.5.3  They will provide First Aid in accordance with their personal first aid training 
and capabilities.  

 
                         7.5.4  They will ensure that they are familiar with any medical conditions of children      

in their care ensuring they know the location of any emergency medications.  

 

                       7.5.5  They will ensure that they are familiar with any medical conditions of children  
in their care ensuring they know the location of any emergency medications.  
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 7.5.6  They will consult with senior colleagues to carry out their Safeguarding Duty if 
during the course delivering First Aid they have a concern.  

 
 7.5.7  They will seek guidance with The FAAP for support with carrying out their 
responsibilities in relation to delivering and recording First Aid.  
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        7.6        Support Staff  

7.6.1  Support staff will ensure they have familiarised themselves with all elements 
of the First Aid Policy and understand what is required of them, seeking clarification 
from the FAAP or Health and Safety Personnel if they are unsure. 

  

7.6.2  They will ensure that they are familiar with the location and contents of first 
aid kits and be aware of the qualified first aiders within our school. 
 
7.6.3  They will provide First Aid in accordance with their personal first aid training 
and capabilities 

 
                     7.6.4  They will carry out their responsibilities as set out in this Policy. 
 

 7.6.5  They will consult with senior colleagues to carry out their Safeguarding Duty if 
during the course delivering First Aid they have a concern. 

  
         7.6.6  They will seek guidance from The FAAP for support with carrying out their              

responsibilities in relation to delivering First Aid.  
 

 7.7      Parents/Carers  

 7.7.1  We would like our parents and carers to:  

                   Inform the Academy if a child has had a serious accident or a head injury at home.  
 

 7.7.2  Support the Academy as outlined in the Home-Academy Agreement. 
   

 7.7.3  Inform the Academy of any prescribed medications that need to be given to 
their child and ensure that they are prescribed to that child only.  

 
 7.7.4  Inform the Academy of any medical conditions their children have to enable  

the provision of the best possible care.  
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   8.         Time Allocation  
8.1 Chetwynd Spencer Academy believes that all our children, staff and visitors are 

entitled to the best possible First Aid treatment and will allow time for this to be 
implemented.   

 
8.2 To deliver the best possible First Aid care, we will ensure that our First Aiders 

receive adequate training to ensure their qualifications remain current.  

 
8.3 We will adhere to the HSC’s guidelines and provide time for further training when 

needed. 
 

    8.4             Time will be given to the FAAP on a regular basis to enable them to fulfil their role.  
 

  9.         Assessment, Recording and Reporting  
  9.1 Information on first aid treatment will be recorded in carboned accident books. This 

will be completed by the person who gave the first aid treatment and the top white 
(duplicate) copy will be given to the child to take home. 

 
9.2 A courtesy phone call/text will be made to parents/carers to inform them of 

injuries if deemed appropriate for example, eye injuries, visible facial injuries or 
head injuries.  

 
9.3 The recording of any first aid treatment given will include the date, time and place 

of incident, the name (and class) of the injured or ill person, details of the 
injury/illness, the first aid given, what happened to the person immediately 
afterwards (for example went home, resumed normal duties, went back to class, 
went to hospital) and the name and signature of the first aider or person dealing 
with the accident.  

 

    9.4              There is a separate folder to record any staff injuries/illnesses which is kept in  
              the office.  The recording of any incidents involving any of our staff will include all  
             the information stated in 9.3. 

 
9.5 At Chetwynd Spencer Academy we respect our staff’s privacy, so each member of 

staff is asked to complete a form including any medical history and medications 
they take, this is then stored in the staff members personnel in the office to be 
used in the case of an emergency by medical staff. 
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  10.      Procedures. 
   10.1             It is good practice to wear latex free plastic gloves when dealing with any incident 

and must be worn when dealing with any incidents involving any bodily fluids, 
nosebleeds, vomiting, burns, cuts and grazes for example.  

 

10.2 All medical waste must be disposed of in a yellow bag which will then be placed in 
the medical waste bin. The yellow medical waste bin is situated in the disabled 
toilet nearest the hall.  

 

    10.3           All First Aid incidents must be recorded as stated in section 9.  

 

10.4 All children who suffer a head including facial injury will receive an accident letter 
with the head injury box completed to take home. They will be monitored by the 
class teacher and a qualified first aider will check on the child at regular intervals 
and act upon any changes to the child's injury appropriately. A courtesy call to 
parents will also be made when deemed appropriate. 

 

10.5 If a nosebleed lasts for more than 20 minutes, it is classed as a serious incident.  
The child’s parent/carer will be informed and the child will be given an accident 
form stating the time and duration of the nosebleed. 

  

   10.6 When applying plasters first check for allergies.  If a person requiring treatment is 
allergic to plasters then a sterile dressing will be used. 

 
10.7 Any injury involving external bleeding should be cleaned using sterile or clean  

tap water, a suitably sized dressing will then be applied applying pressure if 
needed.  If an injury requires a further dressing due to excessive bleeding this must 
be applied leaving the first dressing in situ and medical advice will be sought as 
soon as possible. 

  

   10.8 If a child requires any prescribed medicines (excluding life threatening medicines 
such as asthma inhalers and Epi Pens) during school hours a written request by the 
parent/carer must be made.  Only medicines prescribed by a medical practitioner 
may be given by staff. These will be stored appropriately either in the cabinet 
located in the staffroom or in the fridge in the staff room.  A record of the child’s 
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name and dose given must be entered in the record book kept in the medical 
cabinet. If medicines become out of date, parents/carers will be notified, and the 
medicine returned.  Pain killers should never be given to a child at school unless 
prescribed. Any controlled drugs must be countersigned and checked by a second 
person. 

 

    10.9            Asthma is a life threatening condition.  Therefore, asthmatic children must  

                       have instant access to their inhalers. These should be kept in the classroom where 
the child can reach them and must be taken on any out of school activity.  

   10.10 Anaphylaxis is a life threatening condition that requires immediate treatment. Any 
children or staff with this condition must have a prescribed EpiPen kept within the 
school.  A child's EpiPen will be kept in their classroom where it is readily accessible.   

 It is normal procedure for the patient to self-medicate with the EpiPen                              
however this may not always be possible, therefore all staff in regular contact              
with children with this condition should know how to use one.  

 Chetwynd Primary Academy has a EpiPen prescribed to the school to be used in an 
emergency, eliminating the need for children to provide two EpiPens. 
  

 

  11.      Review of the Policy  
 
   11.1 The Governing Body will review the First Aid Policy every academic year at its 

School Effectiveness Sub-Committee meeting prior to it being presented to the full 
Governing Body.  

 
   11.2 The Governing Body will take account of the Principal’s report in its review of the 

           First Aid Policy.   
 

 The First Aid Policy will be revised by the Appointed Persons to introduce any 
changes in regulation and statutory guidance to ensure that it is always up to date.  
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Appendix 1 - First Aid Kit Contents: 

    

Contents  Small   Medium  Large    

F/A guidance leaflet  1  1   1    

Medium sterile dressing  2  6   8    

 Large sterile dressing  1  2  2    

 Triangular dressing  1  3  4    

 Safety pins  12  12  24    

 Eye dressing  2  3  4    

 Adhesive dressings        20  60  100    

 Sterile wet wipe  10   30  40    

 Microporous tape  1  1  1    

 Nitrile gloves - pair         2   9  12    

 Face shield   1   2  3    

 Foil blanket  1  2  3    

 Burns gel  1  2   2    

 Blunt ended scissors  1  1  1    

 Finger dressing  1  3  4    

 Sterile water 20ml   3  0  0    

 

         Appendix 2-Document links: 
https://www.gov.uk/.../306370/guidance_on_first_aid_for_schools.pdf  

 

      www.hse.gov.uk 

https://www.gov.uk/.../306370/guidance_on_first_aid_for_schools.pdf
http://www.hse.gov.uk/

