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POLICY INFORMATION
	Policy owner / lead
	Phil Molyneux – Headteacher; operational lead: Lizzie Grant – School Business Manager / First Aid Coordinator

	Approved by
	Governing Body

	Approval / adoption date
	To be confirmed following Governing Body approval

	Next review date
	September 2027

	Review cycle
	Annual and earlier following a serious incident, significant change or updated guidance

	Version
	1.0

	Policy status
	School policy – supports statutory health and safety duties and EYFS paediatric first aid requirements


This policy applies to: all pupils, employees, governors, volunteers, visitors and contractors, as relevant to their role, and to school-led activities on and off the premises.
Related documents: Health and Safety Policy; Supporting Pupils with Medical Conditions Policy; Allergy Safety Policy; Child Protection and Safeguarding Policy; Educational Visits procedures; school risk assessments; emergency procedures; accident and incident reporting arrangements.

1. Purpose and Principles
Manuden Primary School is committed to providing prompt, appropriate and proportionate first aid for pupils, staff and visitors. First aid arrangements are designed to reduce the consequences of injury or sudden illness, provide immediate care until further help is available and ensure that emergency services are contacted without delay when required.
First aid provision is based on the school’s first aid needs assessment. The school will maintain adequate and appropriate equipment, facilities and trained personnel for the size, layout and activities of the school, including educational visits and wraparound provision.
2. Legal and Guidance Framework
This policy has regard to the following legislation and guidance:
Health and Safety at Work etc. Act 1974
Health and Safety (First-Aid) Regulations 1981
Management of Health and Safety at Work Regulations 1999
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
School Premises (England) Regulations 2012
Department for Education: First aid in schools, early years and further education
Early Years Foundation Stage statutory framework for group and school-based providers (current version)
Department for Education: Supporting pupils at school with medical conditions
current Department for Education allergy-safety guidance and the school’s Allergy Safety Policy
relevant Essex County Council health and safety arrangements.
3. Roles and Responsibilities
Governing Body
The Governing Body provides strategic oversight of first aid and health and safety arrangements. It seeks assurance that the school has completed an appropriate needs assessment, has sufficient trained personnel and equipment, and reviews significant incidents and required improvements.
Headteacher – Phil Molyneux
The Headteacher has overall responsibility for ensuring that suitable first aid arrangements are implemented, that staff know how to obtain help, that serious incidents are managed appropriately and that statutory reporting is completed where required.
First Aid Coordinator – Lizzie Grant, School Business Manager
coordinates the school’s day-to-day first aid arrangements;
maintains the first aid training register and monitors certificate expiry dates;
ensures first aid kits are formally checked at least monthly and replenished promptly after use;
supports the Headteacher with accident monitoring, RIDDOR consideration and record keeping;
ensures information about first aid arrangements is communicated to staff.
All staff
All staff must know how to summon first aid assistance and how to call 999 in an emergency. Staff must act within the scope of their training, report and record incidents promptly, follow individual medical or emergency plans, and never delay emergency action while waiting for a senior leader.
4. First Aid Needs Assessment
The school will review its first aid needs at least annually and whenever there is a significant change in staffing, pupil needs, premises, activities, accident patterns or statutory guidance. The assessment will consider the age and needs of pupils; the size and layout of the site; the distribution and availability of staff; higher-risk activities; educational visits; staff absence; pupil medical needs; and accident and incident history.
5. Local First Aid Arrangements
	Area
	Manuden arrangement

	Main treatment point
	School Office. Minor first aid may also be provided in a classroom where it is safe and appropriate.

	Current first aid kits
	School Office, Hall and Kitchen.

	Classroom provision
	The school’s policy is for each teaching classroom – Pygmy Owl, Tawny Owl, Hawk Owl and Eagle Owl – to have a clearly marked first aid kit. These kits are being introduced during Autumn 2026 and will be included in the routine checking schedule once installed.

	Educational visits
	A suitable portable first aid kit is taken. The visit leader assesses required first aid provision through the risk assessment / Evolve process.

	Wraparound care
	Rebecca Williams, Wraparound Care Lead, oversees first aid arrangements during Morning Larks and Night Owls. Appropriate equipment and trained cover must be available.

	Records
	Pupil accidents and first aid incidents are recorded on CPOMS.

	Kit checks
	Formal monthly check by / on behalf of the First Aid Coordinator, with prompt replenishment after use and removal of expired items.


First aid kits must be clearly identified, readily accessible to staff and stored so that pupils do not inappropriately access their contents. Where an injury makes movement unsafe or inappropriate, first aid assistance must be brought to the pupil rather than requiring the pupil to walk to the School Office.
6. First Aid Equipment
The contents and number of first aid kits will reflect the first aid needs assessment. There is no single mandatory list of kit contents. Kits will not routinely contain medicines.
Kits will be clearly marked and accessible to staff.
Used items will be replaced as soon as practicable.
Contents and expiry dates will be checked formally at least monthly.
Sterile items that are damaged, opened or expired will be discarded safely.
Portable kits will be available for off-site activities and educational visits.
7. Responding to an Accident, Injury or Sudden Illness
The first priority is the safety of the casualty and others. A trained first aider should assess the situation and provide care within the scope of their training. Where an incident is minor, treatment may take place in the classroom or at the School Office. Where further assessment, observation or collection is required, the School Office will normally be used.
A pupil must not be left unsupervised when unwell or following an injury that requires observation.
Staff must not move a casualty where movement may worsen a serious injury unless remaining in place creates a greater immediate danger.
Any member of staff may call 999 where emergency assistance is required; Headteacher permission is not required.
The Headteacher / SLT and parent or carer should be informed as soon as practicable after emergency action has begun.
8. Emergency Services and Hospital Transfer
An ambulance must be called where there is a life-threatening emergency, serious injury, significant breathing difficulty, suspected anaphylaxis, loss of consciousness, serious head injury, uncontrolled bleeding, seizure requiring emergency assistance, or where the first aider considers emergency medical assessment necessary.
For non-emergency situations, parents or carers will normally be asked to collect the pupil and arrange any necessary medical assessment. The school will not routinely use staff private vehicles to transport pupils for medical treatment. Exceptional arrangements may only be made following a risk-based decision by the Headteacher and must comply with insurance, safeguarding and supervision requirements.
9. Head Injuries
All head injuries will be assessed by an appropriately trained member of staff. The pupil will be monitored for concerning symptoms and will not be left unsupervised where observation is required.
For a minor head bump, parents/carers will be informed on the same day, normally by a bumped-head letter and/or verbal notification.
Where the injury or symptoms give greater cause for concern, parents/carers will be telephoned promptly.
Emergency services will be contacted immediately where symptoms indicate a potentially serious head injury or the pupil’s condition deteriorates.
The incident and first aid provided will be recorded on CPOMS.
10. Recording Accidents and Informing Parents
Pupil accidents, injuries and first aid treatment are recorded on CPOMS. Records should be factual and include the date and time, location, nature of the injury or illness, first aid provided, the person providing treatment, and any communication or further action.
Minor injury: verbal notification, normally at collection, on the same day.
Head injury: bumped-head letter and/or telephone call depending on the circumstances and level of concern.
Significant injury or illness: telephone contact as soon as possible.
Emergency incident: parent/carer contacted immediately after emergency action has been initiated.
For EYFS children, parents/carers will be informed of any accident or injury and any first aid treatment given on the same day, or as soon as reasonably practicable.
11. Paediatric First Aid and EYFS
The school will comply with the current EYFS paediatric first aid requirements. At least one person who holds a current full Paediatric First Aid certificate must be on the premises and available at all times when EYFS children are present, and a suitably qualified person must accompany EYFS children on outings.
The school will maintain sufficient additional Paediatric First Aid cover to provide resilience for absence, breaks, wraparound provision and educational visits. Current qualification holders and expiry dates are recorded on the First Aid Training Register rather than listed in this policy.
12. Staff Training and Competence
The level and number of trained staff will be determined through the first aid needs assessment. The school will maintain appropriate Emergency First Aid at Work, First Aid at Work and/or Paediatric First Aid competence as required by its circumstances.
Manuden aims to maintain a high level of first aid confidence across the staff team. Training will be refreshed before certificates expire and additional training will be arranged where pupil needs or school activities require it. Training should include, as appropriate, adult and child CPR, AED awareness, choking, serious bleeding, seizures, asthma, anaphylaxis and head injuries.
13. Pupils With Medical Conditions, Asthma and Allergy
Detailed arrangements for pupils with medical conditions are set out in the Supporting Pupils with Medical Conditions Policy and individual healthcare plans. Detailed allergy and anaphylaxis arrangements are set out in the Allergy Safety Policy. These documents take precedence for pupil-specific medication and emergency procedures.
Emergency medication must remain readily accessible in accordance with the pupil’s plan. Staff must follow current medical instructions and must not delay emergency treatment while seeking senior approval.
14. Educational Visits, PE and Outdoor Learning
First aid provision must be considered for every educational visit and off-site activity. The visit leader will identify required first aid competence and equipment through the risk assessment / Evolve process and ensure that appropriate emergency contacts and pupil medical information are available.
A portable first aid kit will be taken on all visits.
Where EYFS pupils attend an outing, the required full Paediatric First Aid cover must accompany them.
Higher-risk activities may require additional first aid equipment, trained personnel or specialist planning.
Accidents occurring during PE, outdoor learning or visits will be recorded and reported in the same way as incidents on site.
15. Wraparound Care
During Morning Larks and Night Owls, first aid arrangements are overseen by Rebecca Williams, Wraparound Care Lead. The provision must have ready access to suitable first aid equipment and sufficient trained staff for the children attending. Where Reception-age children are present, EYFS paediatric first aid requirements apply.
16. Hygiene and Infection Control
Staff providing first aid will follow appropriate hand hygiene and use disposable gloves or other protective equipment where there is a risk of contact with blood or bodily fluids.
Contaminated materials will be disposed of safely in accordance with school procedures.
Spillages of blood or bodily fluids will be cleaned using appropriate protective equipment and cleaning arrangements.
Where exposure to blood or bodily fluids raises a health concern, appropriate medical advice will be sought.
17. Automated External Defibrillator (AED)
Where the school provides or hosts an AED, it must be included in the school’s emergency arrangements, be clearly identified, accessible and maintained in accordance with the manufacturer’s instructions. Staff will receive AED awareness as part of appropriate first aid training.
An AED known to be faulty or non-operational must not be presented or relied upon as available emergency equipment. It must be clearly taken out of service and repaired, replaced or removed as soon as practicable. The school is currently reviewing replacement AED provision, including the feasibility of an externally accessible community AED.
18. RIDDOR, Serious Incidents and Review
The Headteacher and School Business Manager will consider whether an accident, injury, dangerous occurrence or work-related ill health is reportable under RIDDOR and will complete or arrange any required report.
Serious incidents and significant near misses will be reviewed to identify learning and any necessary changes to staffing, training, equipment, supervision, risk assessment or procedures.
19. Information for Staff
Staff will be informed of first aid arrangements, how to summon help, the location of first aid equipment and how to identify trained personnel. The school will maintain an up-to-date First Aid Training Register and include first aid arrangements in relevant staff induction and briefings.
20. Monitoring and Review
This policy will be reviewed at least annually by the Headteacher, School Business Manager and Governing Body, and earlier where there is a serious incident, a significant change to school arrangements, a change in pupil need or updated statutory or local guidance.
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