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1: Vision and Aims 
 
At St Anne’s CE Primary School, we are committed to providing a safe, caring and nurturing 
environment in which the health and wellbeing of all pupils, staff and visitors are protected. Rooted 
in Christ, we walk in love (Ephesians 5:2), nurture a community of belonging, and encourage 
everyone to shine their light (Matthew 5:16). 
As a Church of England school, our approach to health, safety and first aid reflects our Christian 
vision and our values of Compassion, Curiosity and Confidence. 
 

• Compassion is demonstrated through the care, reassurance and dignity we show to 
anyone who is injured or becomes unwell.  

• Curiosity encourages us to develop our knowledge and understanding of health and 
safety, recognise potential risks and learn how these can be reduced.  

• Confidence ensures that staff have the knowledge, training and clear procedures needed 
to respond calmly and appropriately when first aid is required, and that pupils feel confident 
to seek help when they need it.  

We recognise our responsibility to make appropriate first aid provision and to ensure that effective 
procedures are in place to respond to accidents, injuries and medical emergencies. 
 
The aims of this policy are to: 

• Ensure the health, safety and wellbeing of pupils, staff and visitors.  
• Ensure staff and governors understand their responsibilities in relation to first aid.  
• Ensure appropriate first aid provision, equipment and trained personnel are available.  
• Provide clear and consistent procedures for responding to accidents, injuries and medical 

emergencies.  
• Ensure incidents are appropriately recorded, reported and communicated.  
• Promote a whole-school culture in which health, safety and wellbeing are everyone's 

responsibility. 
 

Section 2: Legislation and Guidance 
 
This policy is based on the statutory framework for the Early Years Foundation Stage (EYFS), 
advice from the Department for Education (DfE) on first aid in schools and health and safety in 
schools, guidance from the Health and Safety Executive (HSE) on incident reporting in schools, and 
the following legislation: 
 

• The Health and Safety (First Aid) Regulations 1981, which state that employers must 
provide adequate and appropriate equipment and facilities to enable first aid to be 
administered to employees, and qualified first aid personnel.  

• The Management of Health and Safety at Work Regulations 1992, which require employers 
to make an assessment of the risks to the health and safety of their employees.  

• The Management of Health and Safety at Work Regulations 1999, which require employers 
to carry out risk assessments, make arrangements to implement necessary measures, and 
arrange for appropriate information and training.  

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 
2013, which state that some accidents must be reported to the Health and Safety Executive 
(HSE) and set out the timeframe for this and how long records of such accidents must be 
kept.  

• The Social Security (Claims and Payments) Regulations 1979, which set out rules on the 
retention of accident records.  
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• The School Premises (England) Regulations 2012, which require that suitable space is 
provided to cater for the medical and therapy needs of pupils.  

 
Section 3: Roles and Responsibilities 
 
As St Anne’s CE Primary School has Early Years Foundation Stage (EYFS) provision, at least one 
person who has a current Paediatric First Aid (PFA) certificate will be on the premises at all times 
when children are present and will accompany EYFS children on outings. 
The school will ensure that there is a sufficient number of suitably trained first aiders to meet the 
needs of pupils, staff and visitors. The number of trained first aiders required will be determined 
through the school's first aid needs assessment, taking into account the number of employees, the 
nature of their work, and the layout and location of the school. 
 
3.1 Appointed person(s) and first aiders: 
 
The school's appointed person(s) are responsible for: 

• Taking charge when someone is injured or becomes ill.  
• Making sure there is an adequate supply of medical materials in first aid kits and 

replenishing the contents of these kits.  
• Making sure that an ambulance or other professional medical help is summoned when 

appropriate.  
 

First aiders are trained and qualified to carry out the role (see section 7) and are responsible for: 
• Acting as first responders to incidents; assessing the situation where there is an 

injured or ill person and providing immediate and appropriate treatment.  
• Communicating with the Headteacher or a member of SLT where they feel it is 

necessary for a pupil to go home to recover.  
• Completing an accident report form on the same day as, or as soon as reasonably 

practicable after, an incident.  
• Keeping their contact details up to date.  

 
The school's appointed person(s) and trained first aiders are listed in Appendix 1. Their names will 
also be displayed prominently around the school site. 
 
3.2 The Local Authority and Governing Board 
 
The Local Authority has ultimate responsibility for health and safety matters in the school but 
delegates responsibility for the strategic management of such matters to the school's governing 
board. 
The governing board delegates operational matters and day-to-day tasks to the Headteacher and 
staff members. 
 
3.3 The Headteacher 
 
The Headteacher is responsible for the implementation of this policy, including: 

• Making sure that an appropriate number of appointed persons and trained first aid 
personnel are present in school at all times.  

• Making sure that first aiders have an appropriate qualification, keep their training up to 
date and remain competent to perform their role.  

• Making sure all staff are aware of first aid procedures.  
• Making sure appropriate risk assessments are completed and appropriate measures 

are put in place.  
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• Undertaking, or making sure that managers undertake, risk assessments as appropriate 
and that appropriate measures are put in place.  

• Making sure that adequate space is available to cater for the medical needs of pupils.  
• Reporting specified incidents to the HSE when necessary (see section 6).  

 
3.4 Staff 
 
School staff are responsible for: 

• Making sure they follow first aid procedures.  
• Making sure they know who the appointed person(s) and first aiders in school are.  
• Completing accident reports for all incidents they attend where a first aider or 

appointed person is not called.  
• Informing the Headteacher or their manager of any specific health conditions or first 

aid needs. 
 
Section 4: First Aid Procedures 
 
4.1 In-school procedures 
In the event of an accident resulting in injury: 

• The closest member of staff present will assess the seriousness of the injury and seek 
the assistance of a qualified first aider, where appropriate, who will provide the 
required first aid treatment.  

• The first aider, if called, will assess the injury and decide whether further assistance is 
needed from a colleague or the emergency services. They will remain with the injured 
or ill person until appropriate help arrives.  

• Where possible, consent will be sought before first aid is administered. Where 
emergency first aid is required and consent cannot be obtained, staff will act in 
accordance with the school's duty of care.  

• The first aider will decide whether the injured person should be moved or placed in 
the recovery position.  

• If a pupil appears too unwell or injured to remain in school, the first aider will inform 
the Headteacher or a member of SLT. Parents/carers will be contacted and asked to 
collect their child where appropriate.  

• If the emergency services are called, parents/carers will be contacted as soon as 
possible.  

• An accident report will be completed on the same day as, or as soon as reasonably 
practicable after, an incident resulting in injury.  

At break and lunchtimes, minor injuries will normally be dealt with by a designated first aider on 
duty. Where an injury is more serious or requires treatment that cannot appropriately be provided 
outside, the pupil will be accompanied to the first aid room. At least one member of staff with a 
current Paediatric First Aid (PFA) certificate will be on duty at lunchtime and available to supervise 
EYFS pupils. 

Where an injury is in an intimate area, or treatment requires a pupil to remove an item of clothing, 
another adult will be present to support the pupil and first aider, wherever practicable. Where 
appropriate, parents/carers will be contacted and may be asked to attend school to assess the 
injury themselves and/or seek further medical advice or treatment. 

As required by the EYFS statutory framework, there will be at least one person with a current 
Paediatric First Aid (PFA) certificate on the premises at all times when EYFS children are present. 
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4.2 Off-site procedures 
 

When taking pupils off the school premises, staff will make sure they have: 

• A school mobile phone.  

• An appropriately stocked portable first aid kit.  

• Information about the specific medical needs of pupils.  

• Parents'/carers' emergency contact details.  

Risk assessments will be completed prior to educational visits in accordance with the school's 
educational visits procedures. 

The in-school first aid procedure will be followed as closely as reasonably possible in the event of 
an accident or illness off site. 

For visits involving EYFS pupils, there will always be at least one member of staff with a current 
Paediatric First Aid (PFA) certificate, as required by the EYFS statutory framework. 

For other school trips and visits, appropriate first aid provision will be identified as part of the 
visit's risk assessment. 

 
Section 5: First Aid Equipment 
The contents and number of first aid kits provided by the school will be determined by the school's 
first aid needs assessment. 

A typical first aid kit will include: 

• A leaflet giving general advice on first aid.  

• 20 individually wrapped sterile adhesive dressings (assorted sizes).  

• 2 sterile eye pads.  

• 2 individually wrapped triangular bandages (preferably sterile).  

• 6 safety pins.  

• 6 medium-sized individually wrapped sterile unmedicated wound dressings.  

• 2 large sterile individually wrapped unmedicated wound dressings.  

• 3 pairs of disposable gloves. 

No medication will be kept in first aid kits. 

First aid equipment is available throughout the school. First aid boxes are located in each 
classroom and are clearly identified with a first aid cross. Additional first aid equipment and 
replenishment stock is kept in the first aid room. 

Ice packs are stored in the staff room freezer. 

Midday Supervisory Assistants (MSAs) have access to first aid bags for use during lunchtimes. These 
are stored in the MSA kitchen. 

Portable first aid kits are available for educational visits and other activities taking place away from 
the school site. These will be appropriately stocked in accordance with the school's first aid needs 
assessment. 

First aid supplies will be checked regularly and replenished as necessary. The Office Administrator 
is responsible for maintaining the central stock of first aid equipment. Class teachers are 
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responsible for ensuring class first aid boxes are appropriately stocked. MSAs are responsible for 
ensuring their first aid bags are appropriately stocked. 

 
Section 6: Record-Keeping and Reporting 
 
6.1: First aid and accident records 
All accidents, injuries and first aid treatment given to pupils will be recorded on an Accident Report 
Form on the same day as the incident, or as soon as reasonably practicable afterwards. 

The member of staff providing first aid will record details of the accident or injury and any first aid 
treatment provided. The school will retain the carbon copy of the completed form as its accident 
record, and the tear-off copy will be given directly to the pupil's parent/carer at the end of the 
school day. 

Where it is not possible to provide the copy directly to a parent/carer, they will be informed by 
telephone or another appropriate method. 

All head injuries will be reported directly to parents/carers by text message or telephone call. 

Where an accident or incident is more serious, the school's additional accident/incident reporting 
procedures will be followed, including completion of an AIR (Accident/Incident Report) form where 
required. Significant incidents will also be recorded on CPOMS where appropriate. 

Accident and first aid records will be retained in accordance with statutory requirements, Local 
Authority requirements and the school's records retention arrangements. 

 

6.2 AIR reports and serious incidents 
An AIR (Accident/Incident Report) form will be completed where an accident or incident meets the 
school’s or Local Authority’s criteria for further reporting. 

The Headteacher or appropriate member of staff will ensure that AIR reports are submitted as 
required and that any necessary follow-up action is taken. 

Where an AIR report relates to a pupil, a copy of the completed report will also be added to the 
pupil’s record on CPOMS. 

Where appropriate, incidents will be reviewed to identify any action required to reduce the 
likelihood of a similar incident occurring again. 

 

6.3 Reporting to the Health and Safety Executive (HSE) 
The Headteacher or designated member of staff will keep a record of any accident that results in a 
reportable injury, disease or dangerous occurrence as defined by the Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations (RIDDOR) 2013. 

Reportable incidents include those specified within the RIDDOR regulations relating to: 

• Deaths and specified injuries to employees.  

• Work-related injuries resulting in an employee being unable to carry out their normal 
duties for more than seven consecutive days.  

• Certain occupational diseases.  

• Specified dangerous occurrences.  



 

	 7 

• Accidents involving pupils, visitors or other people who are not at work where the 
accident arose out of, or was connected with, a work activity and resulted in the 
person being taken directly from the scene to hospital for treatment.  

Where an incident is reportable under RIDDOR, the school will report it to the HSE within the 
required timescale. 

 

6.4 Notifying parents/carers 
Parents/carers will be informed of any accident or injury sustained by their child and any first aid 
treatment given on the same day, or as soon as reasonably practicable. 

Parents/carers will be contacted directly where: 

• A pupil sustains a head or eye injury.  

• An injury or illness is considered significant.  

• A pupil needs to be collected from school.  

• Further medical assessment or treatment may be required.  

• Emergency services are called.  

Where emergency services are called, parents/carers will be contacted as a matter of urgency. 

 

Section 7: Training 
 
School staff are required to undertake first aid training appropriate to their role, as determined by 
the school’s first aid needs assessment. 

All designated first aiders must have completed an appropriate training course and hold a valid 
certificate of competence. The school will maintain a register of trained first aiders, including the 
training they have received and the date on which their qualification is due to be renewed. 

The school will arrange for first aiders to undertake refresher or renewal training before their 
certificates expire. Where a certificate has expired, the member of staff will complete the required 
training before being reinstated as a first aider. 

As St Anne’s CE Primary School has EYFS provision, at least one member of staff with a current 
Paediatric First Aid (PFA) certificate that meets the requirements of the EYFS statutory framework 
will be on the premises and available at all times when EYFS children are present. 

A member of staff with a current PFA certificate will also accompany EYFS children on outings. 

Paediatric First Aid certificates will be renewed every three years. 

 
Section 8: Monitoring Arrangements 
 
The school’s first aid provision will be reviewed at least annually, taking into account the school’s 
first aid needs assessment, accident records, staffing, training requirements and any changes to the 
school premises or activities. 

Any changes identified as a result of the review will be implemented as appropriate. 
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Section 9: Links with Other Policies 
 
This First Aid Policy should be read in conjunction with the school’s: 

• Health and Safety Policy  

• Risk Assessment Policy  

• Supporting Pupils with Medical Conditions Policy  

• Allergy Policy  

• Educational Visits Policy 

 
Arrangements for Monitoring and Evaluation 
 
This policy will be reviewed every two years by the school’s SENCo and may be amended as 
appropriate. 
 
Any questions or concerns regarding this policy should be made to the Headteacher. 

 
Written by:  Lauren Birch 
Role:   SENCo 
Date:   September 2026 
 
Approved by:  Elizabeth Hindmarsh 
Role:   Headteacher 
Date:    September 2026 
Date of next review:  September 2028 
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APPENDIX 1: List of Appointed Persons for First Aid and Trained First Aiders 
 
Staff Member’s 

Name Role First Aid Qualification 

Angela Ball Teaching Assistant & 
Wraparound Care Assistant 

Paediatric First Aid 

Emma McGill Administrator Paediatric First Aid 

Justine Marshall 
Teaching Assistant & 
Wraparound Care 

Co-ordinator 
Paediatric First Aid 

Jane Carlin 
Teaching Assistant & 

Wraparound Care Assistant 
Paediatric First Aid 

Kirsty Barwell 
Teaching Assistant, Midday Supervisor & 

Wraparound Care Assistant 
Paediatric First Aid 

Sarah Mawby 
Teaching Assistant, Midday Controller & 

Wraparound Care Co-ordinator 
Paediatric First Aid 

Kay Arms-Rawden Midday Supervisor & Volunteer 
‘Save a Life’ First Aid, including 

baby & child 

Clare Dugdale Midday Supervisor 
‘Save a Life’ First Aid, including 

baby & child 

Caroline Handforth Teaching Assistant & Midday Supervisor 
‘Save a Life’ First Aid, including 

baby & child 

Michaela Peinado 
Teaching Assistant, Midday Supervisor & 

Wraparound Care Assistant 
‘Save a Life’ First Aid, including 

baby & child 

Rebekah Pexton Teaching Assistant 
‘Save a Life’ First Aid, including 

baby & child 

Lisa Tereszczak Teaching Assistant & Midday Supervisor 
‘Save a Life’ First Aid, including 

baby & child 
 


