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Policy Statement
Southwood Infant School will undertake to ensure compliance with the relevant legislation with regard to the provision of first aid for all employees and to ensure best practice by extending the arrangements as far as is reasonably practicable to children and others who may also be affected by our activities.
Responsibility for first aid at Southwood Infant School is held by the Headteacher who is the responsible manager. 
All first aid provision is arranged and managed in accordance with the Children’s Services Safety Guidance Procedure SGP 08-07(First Aid).

All staff have a statutory obligation to follow and co-operate with the requirements of this policy. 

Aims & Objectives 

Our first aid policy requirements will be achieved by: 

· Carrying out a First Aid Needs Assessment to determine the first aid provision requirements for our premises 

It is our policy to ensure that the First Aid Needs Assessment will be reviewed periodically or following any significant changes that may affect first aid provision
The Children’s Services First Aid Needs Assessment Form (CSAF-002) will be used to produce the First Aid Needs Assessment for our site

· Ensuring that there are a sufficient number of trained first aid staff on duty and available for the numbers and risks on the premises in accordance with the First Aid Needs Assessment 

· Ensuring that there are suitable and sufficient facilities and equipment available to administer first aid in accordance with the First Aid Needs Assessment 

· Ensuring the above provisions are clear and shared with all who may require them
First Aid Training
The responsible manager will ensure that appropriate numbers of appointed persons, school first aid trained staff, emergency first aiders, qualified first aiders and paediatric first aid trained staff are nominated, as identified by completion of the First Aid Needs Assessment, and that they are adequately trained to meet their statutory duties.
School First Aid Trained Staff

At Southwood Infants there are 12 school first aid trained (as of 02/06/2025) staff who are as follows: (qualification expires June 2028)
Rebecca Young (LTSA)

Claire Andrews (LSA)
Emily Hyde (Class Teacher)

Gemma Snell (LSA & LTSA)

Gillian Attree (LSA)

Janine Hepburn (LSA & LTSA)

Jo Lloyd (LSA & LTSA)

Leanne Sinclair (LSA)
Luci Roberts (Class Teacher)

Nina Lynch (Class Teacher)

Penny Kinsella (Class Teacher)
Rachel Park (Class Teacher)
This optional, bespoke training for school staff is available to assist the school in meeting its own duty of care towards its pupils. It is not a substitute for HSE-approved first aid training which qualifies staff to provide first aid to other staff.  This training should be provided only where:

Additional training is considered to be required for appointed persons in order to enhance their role to provide first aid to children; and/or Other staff, in addition to Emergency/Qualified First Aiders, are also considered to require some level of training in order to provide first aid to children

Emergency First Aiders 
At Southwood Infants there will be 1 emergency first aider who is as follows:

Terri Hurlow (Admin Officer) qualification expires September 2028
They will be responsible for administering first aid, in accordance with their training, to those that become injured or fall ill whilst at work or on the premises.  They may also have other duties and responsibilities which are identified and delegated as appropriate (eg. first aid kit inspections).

Paediatric First Aid Trained Staff

At Southwood Infants there are 4 paediatric first aid trained members of staff who are as follows:

Suzie Elghor (LSA) (qualification expires Nov 27)
Terri Hurlow (Admin Officer) (qualifications expires Sept 28)
Lucy Patterson (LSA) (qualification expires July 27)
Zoe Wisken (Headteacher) (qualification expires October 28)
These staff are in place to meet the Early Years Foundation Stage (EYFS) statutory obligations for provision of first aid to those children aged 5 years old or younger.
First Aid Provision

All First aid equipment is available in the medical room.
Travel First aid kits are in the medical room and will be checked as and when trips/visits occur. 

It is the responsibility of the emergency first aider to check the contents of all first aid kits every 3 months and record findings on the Children’s Services First Aid Kit Checklist (CSAF-003).  Completed checklists are to be stored in the Health & safety files in the office.
The contents of first aid kits are listed under the ‘required quantity’ column on the checklist itself.
The medical room is designated as the first aid room for treatment, sickness and the administering of first aid.  The first aid room will have the following facilities:

A bed

Running water

First aid supplies
First Aid record books and advice posters

First Aid reference books

First Aid information posters

First Aid equipment specific to children’s needs (See Managing Children with Medical Conditions Policy)

Emergency Arrangements

Upon being summoned in the event of an accident, the first aider is to take charge of the first aid administration/emergency treatment commensurate with their training.  Following their assessment of the injured person, they are to administer appropriate first aid and make a balanced judgement as to whether there is a requirement to call an ambulance.  

The first aider is to always call an ambulance on the following occasions:
In the event of a serious injury 

In the event of any significant head injury
In the event of a period of unconsciousness

Whenever there is the possibility of a fracture or where this is suspected

Whenever the first aider is unsure of the severity of the injuries

Whenever the first aider is unsure of the correct treatment

Following the administering of an epipen injection to treat an anaphylactic shock
Following the administering of a buccolam syringe to treat elliptic fit -  we do not currently have a case in school
In the event of an accident involving a child, where appropriate, it is our policy to always notify parents of their child’s accident if it:
· is considered to be a serious (or more than minor) injury

· requires first aid treatment

· requires attendance at hospital

Our procedure for notifying parents will be to use all telephone numbers available to contact them and leave a message should the parents not be contactable.
In the event that parents cannot be contacted and a message has been left, our policy will be to continue to attempt to make contact with the parents every hour.  In the interim, we will ensure that the qualified first aider, appointed person or another member of staff remains with the child until the parents can be contacted and arrive (as required). 
In the event that the child requires hospital treatment and the parents cannot be contacted prior to attendance, the qualified first aider or another member of staff will accompany the child to hospital and remain with them until the parents can be contacted and arrive at the hospital.
Bumped Heads

Upon receiving bump to the head which requires attention, the child will be sent to the School Office/Medical Room:
· We will apply a cold pack and give the child TLC

· We will record the injury in the accident book and the child will be given a bump sticker
· We will advise the parent by email (Arbor) or by phone if the injury is more serious

· We will call an ambulance if required 

· Child will be supervised at all times and not left alone in medical room until we are satisfied he/she is fit to return to class/playground

· Upon return to class the adult in charge will be advised of the injury

· If necessary any after school club will be advised of the injury
Records

All accidents requiring first aid treatment are to be recorded with (at least) the following information:
Name of injured person
Name of the qualified/emergency/school/paediatric first aider or appointed person
Date of the accident

Type of accident (eg. bump on head etc)
Treatment provided and action taken
Southwood Infant School

Assessment of First Aid Needs 

Appendix 1

The table below is HSE’s general guide on how many first-aiders or appointed persons are needed. While it gives some direction on what level of provision may be suitable for a work place it does not consider site specific risks and needs.

	Category of risk
	Numbers employed at work 
	Guidance on number & type of first aid staff to be available on site at any time

	Lower Hazards

e.g. offices, shops , libraries
	Less than 25
	An appointed person 

	
	25 – 50
	At least one emergency first aider 

	
	More than 50
	One first aider for every 100 employed or part thereof.

	Higher hazards

e.g. light engineering, assembly work, food processing, warehousing, work with dangerous equipment or sharp instruments, construction, chemical manufacture
	Fewer than 5
	An appointed person

	
	5 – 50
	At least one first aider (either an emergency first aider or first aider depending on the type of injuries that might occur) 

	
	more than 50
	One additional first aider for every 50 persons or part thereof


The second table gives examples of first aid cover that the HSE have put together to help give an indication on the numbers and types of training that schools may require. For offices, residential units and other locations the level of provision will be very different dependent on the risk.
	
	
	Primary School – 320 pupils and 26 staff

	First-aid personnel
	
	Required Y/N
	Number needed

	First-aider with first aid at work (FAW) Certificate
	
	No
	0

	First-aider with an emergency first aid at work (EFAW) certificate
	
	Yes
	At least 1 on duty at all times while people are at work.



	First-aider with additional training 
	
	Yes
	Indicates first-aiders should have training in paediatric first aid. Training can either be provided to existing EFA qualified staff or alternatively staff can be trained in paediatric first aid.

As at Oct 2025 - 4 staff qualified – SE,TH, LP, ZW

	Appointed person
	
	No
	0

	First-aid equipment and facilities
	
	Required Y/N
	Number needed

	First-aid Container
	
	At least 2
	Locations easily accessible across the school (medical room)

	Additional equipment (specify)
	
	No
	0

	Travelling first-aid kit
	
	No
	Prepared as and when required

	First-aid room (known as medical room)
	
	Yes
	1 – all  First aid supplies available here


Appendix 2
This needs assessment template is for schools / sites to use to highlight what issues you might need to consider, and to record your findings.

	Part 1


	ASSESSMENT OF FIRST AID NEEDS 
	

	Name of Premises/Organisation/School


	Southwood Infant School

	No.
	Aspects to Consider

at Your Premises
	First Aid Provision Considerations 

(Insert Your Information) 

	1
	What are the risks of injury and ill-health arising from the work and activities as identified in your risk assessments?
	Small school – less than 25 employees.

No hazardous activities


	2
	Are there any specific risks? (e.g. work with hazardous substances, dangerous tools, dangerous machinery, higher risk activities, HC3S Kitchens, etc)
	No

	3
	Are large numbers of people employed on site?
	No

	4
	What is your record of accidents and cases of ill-health?  What type and where did they happen?
	Small school building.  Medical room sited in the centre of the school – easily accessible to all.

Low level of accidents- mostly usual children’s accidents.

No major accidents to staff

	5
	Are there staff/children on site who have disabilities or specific health problems?
	Staff – no disabilities

Pupils – yes TS, NG, AM, MS, AB and LF have individual health care plans.  Appropriate training & staff awareness in place



	6
	Are there clients or service users on the site who may need first aid? 
	Catering staff – are not First aid trained.

Southwood staff have adequate training to cover most situations  

	7
	Is there first aid cover for lunch times and for the beginning and end of the working day? 


	Yes

Lunchtime staff are First aid trained

School office covered over lunchtime period 

School office covered during school hours

	8
	What is the site layout and will the layout require additional first aid cover for separate buildings or floors of a multi-storey building?
	Small school – all on one level

	9
	Do you have any work experience trainees?
	From time to time yes.

Our First aid provision would cover these

	10
	Are there a number of inexperienced or young staff/workers/visitors on site?
	No

	11
	Do the numbers of people on site vary throughout the day. Are extra first aiders needed for peak periods?
	N/A

	12
	Do staff work in shift patterns and does each shift have sufficient first aid cover? 
	N/A

	13
	Do you work on a site occupied by other organisations and share first aid arrangements? 
	Catering staff are covered by our first aid policy & arrangements

	14
	What is the distance from emergency services and how long are they likely to take to arrive on site? 


	Hospital 10 minutes away.

Doctors surgery 2 minutes walking distance

	15
	Do some staff work alone or remotely (including contracted home workers)? 


	See also our Security Policy which contains guidance re Lone Working 

Medical room sited in centre of school, close to all class rooms

Staff do not work at home full time under normal conditions

	16
	Do you have service users aged five years of age or younger?
	Yes.

4 members of staff currently have an up to date paediatric first aid training qualification.


	17
	Do members of the public visit your premises?
	Yes – occasionally – for fundraising and school events.

	18
	Do you have any employees with reading or language difficulties?
	No

	Do not forget that first aid trained staff, paediatric first aid trained staff and appointed persons take leave and/or are often absent from the premises for other unscheduled reasons.  You must appoint sufficient people to cover these absences to enable first aid personnel to be available at all times when people are at work.

	Part 2


	SUMMARY OF REQUIRED FIRST AID PROVISION 
	

	Name of  School


	Southwood Infant School

	Level of First Aid Staff

(Type of Provision)
	Numbers of Staff Required to be on Site at Any Time
	Numbers to be Trained to Meet On-Site Requirement

	Qualified First Aider
	0
	-

	Emergency First Aider
	1
	-

	School First Aid Trained
	1
	-

	Paediatric First Aid Trained
	2
	-

	Appointed Person
	0
	-

	Other: (Please specify)

(Note: This is not to include any  training requirements for medicine administration)
	N/A
	

	First Aid Kits
	Quantity Required
	Locations of First Aid Kits

	Yes 
	All 1st aid equipment is to be found in the medical room


	Medical room

	Travel First Aid Kits
	Quantity Required
	Locations of Travel Kits

	Yes 
	To be prepared as and when required
	Medical room

	First Aid Rooms
	Quantity Required
	Locations of Rooms

	Yes 
	1
	Medical room is situated in the centre of the school

	Defibrillator / Additional Equipment
	Quantity Required
	Locations of Rooms

	Defibrillator
	1
	Medical Room

	First Aid Needs Assessment Completion

	Manager’s comments
	Insert comments relevant to assessment as appropriate

	

	Name of manager
	Signature of manager


	Date 

	Z.Wisken

T.Hurlow
	Z.Wisken

T.Hurlow
	September 2025

	Assessment reviews
	Annually or on resignation of significant staff

	Review date
	Reviewed by
	Reviewer signature
	Remarks

	
	
	
	


