
Woodlands Primary & Nursery School 

 

FIRST AID POLICY 

The First Aid procedure at Woodlands is in operation to ensure that every student, member of staff 
and visitors will be well looked after in the event of an accident, no matter how minor or major. 

It is emphasised that the team consists of qualified First Aiders and not trained doctors or nurses. 

In the event of an accident all members of the school community should be aware of the support 
available and the procedures available to activate this. 

From September 2011 Support Staff/Activity Leaders will be required to hold a first aid certificate or 
training will be offered.  The ethos of the school is that we would like a member of trained staff within 
each class/cohort or area e.g. pastoral.  This is to provide better cover of first aid across the school 
and to deal with injuries quickly and effectively. 

The purpose of the Policy is therefore: 

 To provide effective, safe First Aid cover for pupils, staff and visitors. 

 To ensure that all staff and pupils are aware of the system in place. 

 To provide awareness of Health & Safety issues within school and on school trips, to 
prevent, where possible, potential dangers or accidents. 

NB The term FIRST AIDER refers to those members of the school community who are in 
possession of a valid First Aid at work certificate or equivalent. 

FIRST AIDERS will ensure that their qualification and insurance [provided by the school] are always 
up to date. 

Our current First Aid & Epi Pen trained staff are:- 

NAME 

 

Expiry 
Date 

Type of 
First Aid 
Training 

Epi 
Pen 

Trained 

NAME 

 

Expiry 
Date 

Type of 
First Aid 
Training 

Epi 
Pen 

Trained 

Roisin Whitehouse 20/03/2021 EFAW  Ann-Marie Cross 01/09/2023 Paediatric YES 

Lisa Hevingham 10/06/2021 Paediatric  Annette Smith 01/09/2023 Paediatric YES 

Sue Williams 10/06/2021 Paediatric  Emma Ingham 01/09/2023 Paediatric YES 

Helen Browne 10/09/2021 Paediatric  Pauline Hall 01/09/2023 Paediatric YES 

Kirsty Paterson 30/09/2021 Paediatric  Michelle Lewis 01/09/2023 Paediatric YES 

Karen Millington 23/10/2021 Paediatric  Leanne Huxley 01/09/2023 Paediatric YES 

Sarah Bryan 23/10/2021 Paediatric  Theresa Brennan 01/09/2023 Paediatric YES 

Lynn Bailey 25/10/2021 EFAW  Amanda Vale 01/09/2023 Paediatric YES 

Anne Drury 14/11/2021 Paediatric  Kaye Price 01/09/2023 Paediatric YES 

Ellie Thompson 11/12/2021 Paediatric  Sue Lewis 01/09/2023 Paediatric YES 

Anna Barnett 12/11/2022 

Forest 
School & 
Paediatric 

 

Teresa Oliver 01/09/2023 

 
 

Paediatric 

YES 

Jill Clinton 02/03/2023 Paediatric  Dena Molloy 01/09/2023 Paediatric YES 

Ellie Shaw 02/03/2023 Paediatric  Helena Fairclough 01/09/2023 Paediatric YES 

Fiona Bramhill 01/09/2023 Paediatric 
YES 

Yvonne Crilly 13/10/2023 
Mental 
Health 

 

Debbie Astbury 01/09/2023 Paediatric 
YES 

Mandy Fisher 13/10/2023 
Mental 
Health 

 

Julie Murdoch 01/09/2023 Paediatric YES Sam Jones 04/11/2023 Paediatric  

 



 

FIRST AID KIT 

Ensure that their portable first aid kits are adequately stocked and always to hand.   

The content of the main First Aid kits will be checked on a regular basis by: Sam Jones 

When using individual First Aid bum bag kits it will be the first aiders responsibility to replenish used 
stock, when necessary and dispose of any used items in the appropriate manner. 

FIRST AID COVER  

We need to ensure that first aid cover is available throughout the working hours of the school week.  
A First Aid Rota identifies where people have responsibilities for areas or times, flexibility needs to 
be given in the event of staff sickness or emergencies if asked to attend a pupil or an adult.  An up to 
date rota can be obtained from the main admin office.   

RESPONSIBILITY & SUPPORT 

First Aiders should always attend a casualty when requested to do so and treat the casualty to 
the best of their ability in the safest way possible. This includes wearing gloves where any loss of 
blood or body fluid is evident, calling for help from other First Aiders or Emergency Services. 

Help fellow First Aiders at an incident and provide support during the aftermath.  Act as a person 
who can be relied upon to help when the need arises. 

Insist that any casualty who has sustained a significant head injury is seen by professionals at the 
hospital, either by sending them directly to hospital or by asking parents to pick up a child to take 
them to hospital; ensure that parents are aware of all head injuries promptly. 

Ensure that a child who is sent to hospital by ambulance is either: 

Accompanied in the ambulance at the request of paramedics. 

Followed to a hospital by a member of staff to act in loco parentis if a relative cannot be contacted. 

Met at hospital by a relative. 

The First Aider need not be the member of staff to accompany the casualty to hospital, however, an 
appropriate person should be sent.  

Liaison must occur with the teacher in charge of cover, to ensure that lessons are covered in the 
event of an absent teacher. 

THE GOVERNING BODY will: 

 Provide adequate First Aid cover as outlined in the Health & Safety [First Aid] Regulations 
1981. 

 Monitor and respond to all matters relating to the health and safety of all persons on school 
premises. 

 Ensure all new staff are made aware of First Aid procedures in school. 

HEADS AND ASSISTANT HEADS OF SCHOOL will: 

 Ensure that they always obtain the history relating to a student not feeling well, particularly in 
the cases of headaches, to ensure that no injury has caused the student to feel unwell. 

 Ensure that in the event that an injury has caused a problem, the student must be referred to 
a First Aider for examination. 

 



 At the start of each academic year, provide the first aid team with a list of pupils who are 
known to be asthmatic, anaphylactic, diabetic, and epileptic or have any other serious illness. 

 Have a file of up to date medical consent forms for every student in each year and ensure 
that these are readily available for staff responsible for school trips/outings.  

TEACHERS will: 

 Familiarise themselves with the first aid procedures in operation and ensure that they know 
who the current First Aiders are. 

 Be aware of specific medical details of individual pupils when publicised by Heads of Year. 

 Ensure that their pupils & are aware of the procedures in operation. 

 Never move a casualty until they have been assessed by a qualified First Aider unless the 
casualty is in immediate danger. 

 Send for help to Reception as soon as possible either by a person or telephone, ensuring that 
the messenger knows the precise location of the casualty. Where possible, confirmation that 
the message has been received must be obtained. 

 Reassure, but never treat a casualty unless staff are in possession of a valid Emergency Aid 
in Schools Certificate or know the correct procedures; such staff can obviously start 
emergency aid until a First Aider arrives at the scene or instigate simple airway measures if 
clearly needed. 

 Send a student who has minor injuries to a First Aider, if they are able to walk where a First 
Aider will see them; this student should be accompanied.  If a pupil cannot find a First Aider 
they should be directed to school reception. 

 Send a student who feels generally ‘unwell’ to their respective First Aider, unless their 
deterioration seems uncharacteristic and is causing concern.  .  In which event parents or 
carers will be contacted to collect their child/ren. 

 Ensure that they have a current medical consent form for every student that they take out on 
a school trip which indicates any specific conditions or medications of which they should be 
aware. 

 Have regard to personal safety. 

OFFICE STAFF will: 

 Call for a qualified First Aider, unless they are one themselves, to treat any injured student.  

 Support the First Aiders in calling for an ambulance or contacting relatives in an emergency 

 Send pupils who simply do not feel well to their respective First Aider. 

ADMINISTRATION OF MEDICATION 

DO NOT administer paracetamol or non prescriptive medicines.  If a child requires pain relief then 
the admin office can contact parent/carer to administer this direct if a first aider feels this is 
necessary. 

ONLY Administer prescription medicines if a Medical Request Form has been completed by a 
parent/carer giving permission, which is at the schools discretion and can be refused if the child care 
is at risk or appropriate support to administer is not in place. 

MEDICAL REQUEST FORMS are required to be updated annually in line with the new academic 
year for long term prescription e.g. Asthma. 

ASTHMA MEDICATION – It is the school policy to assist in the administration and guidance of 
Asthma medication, where necessary. 

EMERGENCY ANAPHYLAXIS MEDICATION (EPI-Pen) – Where a child has been diagnosed with 
an allergy for which they are prescribed an adrenaline auto-injector or Epi-Pen – It is the school 
policy to assist in the administration and guidance of this medication, where necessary and arrange 
any appropriate training for staff to administer.  (See list above of trained Epi Pen trained staff) 

 



 

AFTER TREATMENT - Ensure that everything is cleared away, using gloves, and every dressing 
etc. be put in a yellow bag for contaminated/used items and sealed tightly before disposing of the 
bag in a bin. Any bloodstains on the ground must be washed away thoroughly. No contaminated or 
used items should be left lying around. 

ACCIDENT & INJURY REPORTING 

We are required to keep a record of each student attended to, the nature of the injury and any 
treatment given by the appropriate person:- 

 ALL first aid incidents should be recorded in the FIRST AID REPORTING LOG.   

 Wherever possible staff should speak to the parent/carer concerned.   

 For ANY HEAD INJURIES and INJURIES that first aiders deem necessary to report to parents 
for notification, please complete an ACCIDENT INCIDENT REPORT SLIP (Duplicate Book) 
to be given to the parent/carer for information. 

 Where a child has had a serious injury or injury to the head, the staff member should inform 
the Headteacher or Senior Teacher who will decide whether parents should be contacted 
immediately, emergency services etc. 

 All serious injuries should be reported to the Headteacher or Senior Teacher and should be 
recorded on a Telford & Wrekin Accident Form.  Statements may be needed from people 
attending or witnessing any accident. 

 First Aiders who feel that children should be sent home should have authorisation from SLT 
(Head, Deputy or Assistant Head) to go home. 

CALLING EMERGENCY SERVICES 

In the case of major accidents, it is the decision of the Headteacher/Senior Teacher if the emergency 
services are to be called. 

If a member of staff is asked to call the emergency services, they must:- 

1. State what has happened. 
2. The child’s name. 
3. The age of the child. 
4. Whether the casualty is breathing and /or unconscious. 
5. The location of the school 

In the event of the emergency service being called, a member of the ADMIN staff or another 
member of staff, should wait and guide the emergency services to the casualty. 

If a casualty is a child, their parents should be contacted immediately and give all the information 
required.  If the casualty in an adult, their next of kin should be called immediately.  All contact 
numbers for children and staff are clearly located in the school office. 

THE EXECUTION OF THIS POLICY will be monitored by both the FIRST AID TEAM and 
GOVERNORS 

Date: November 2020     

Review Date: November 2021 


