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INTRODUCTION
This document forms the policy of Kinoulton Primary School in relation to the provision of first aid equipment, facilities and personnel for employees and service users.  
First aid is the treatment of injury or illness suffered by Staff, children or visitors whilst on the school premises and during school trips – whether or not caused by the work being undertaken – in order to save life and prevent conditions worsening plus the calling of the Ambulance service when required.  
An on line risk assessment with the Health and Safety Executives Assessment Tool has been completed by the headteacher (see appendix 3) and the findings taken in to consideration when deciding the provision needed for our school.  We are in the low risk criteria and our provisions is as follows:
· One Appointed Person (see below for responsibilities)

· All staff to be first aid trained (see below for responsibilities)
· A first aid Station (for contents see Appendix 1)
· 5 small first aid portable packs – one in each classroom (for contents see Appendix 1)
· 5 large first aid portable packs – kept in the first aid stock cupboard (for contents see Appendix 1)

· Notices to tell staff, children and visitors where they can get first aid

RESPONSIBILITIES 

The Headteacher 

· Will ensure adequate levels of first aid provision are met (see appendix 2). 
· Will annually review the First Aid Policy and Risk Assessment.
· Will ensure that where necessary the accident/ill-health are recorded on the online Riddor/Oshens system and the Wellworker incident reporting system.
Appointed Person
· The minimum requirement in all workplaces at all times is the presence of an Appointed person to look after the first aid equipment and to call an ambulance if necessary.  Appointed Persons can attend a one day Emergency First Aid at Work course.  Emergency First Aid at Work training enables a first aider to give emergency first aid to someone who is injured or becomes ill while at work.  They should not attempt to give first aid for which they are not trained.  
· Appointed persons are not necessary when there is an adequate number of first aiders i.e. when the appointed person is not on site.  When an appointed person administers help they must make a note of the main details of the incident in the first aid record book.
· The appointed person will ensure that all first aid kits are adequately stocked (see appendix 1) and regularly checked.
· The appointed person will keep a record of all first aid training and prompt the headteacher when further training is required.
First Aider
· Although first aiders are not required as we are at a low risk we ask all staff to receive the basic first aid training.  Recertification is required every three years.  When a first aider administers help they must make a note of the main details of the incident in the First Aid Record Book.
· Employees, who are recruited or volunteer for first aider training must be reliable, be able to cope with emergency situations, have good communication skills, be able to leave their normal duties immediately and be fit enough to administer first aid (see appendix 4 for First Aid Procedures)
Class Teachers/Group Leaders
· A portable first aid kit per group must be taken and any resources used are reported as soon as possible to the appointed person for replacement.
· In the event of a school trip/activity off site e.g. is taking place at a leisure centre or similar facility, group leaders must check first aid provision at the facility. 
THE FIRST AID STATION
Our First Aid Station is located near the main entrance in the school hall.  This includes:
· A fully equipped first aid cabinet (see Appendix 1)
· Chairs
· Located next to a toilet and sink with running hot and cold water, soap and paper towels including extra storage for first aid supplies and the 5 portable first aid kits. 
· An appropriate book and associated paperwork i.e. Letters to go home to parents for recording first aid treatments. 
It is clearly identified as a First Aid Station by a sign complying with the Health and Safety (Safety Signs and Signals) Regulations 1996 and communicates the names and contact details of the appointed person and first aiders.
Appendix 1

First Aid Kit (First Aid Station)

Never medicines or tablets

	1
	Guidance card/leaflet

	60
	Assorted Individually wrapped sterile adhesive dressings

	6
	Sterile eye pads

	8
	Individually wrapped sterile triangular bandages

	12
	Safety pins

	12
	Medium sized individually wrapped sterile unmedicated wound dressings

	4
	Large size individually wrapped sterile unmedicated wound dressings

	20
	Individually wrapped antiseptic wipes

	3
	Disposable gloves   - gloves should be powder free and contain no latex proteins which could cause skin reactions

	1
	Cool Pack

	1
	Resuscitation Device to avoid cross infection between patient and first aider when carrying out mouth to mouth resuscitation.

	1
	Emergency Blanket

	4
	Plastic Bags

	3
	Extra Large Dressings

	6 
	Dressings for serious wounds

	6
	Sterile eye wash solution 

	1
	Scissors


5 Large Portable First Aid Kits (Classrooms)
	1
	Guidance card/leaflet

	20
	Assorted Individually wrapped sterile adhesive dressings

	2
	Sterile eye pads

	4
	Individually wrapped sterile triangular bandages

	6
	Safety pins

	6
	Medium sized individually wrapped sterile unmedicated wound dressings

	2
	Large size individually wrapped sterile unmedicated wound dressings

	6
	Individually wrapped antiseptic wipes

	1
	Disposable gloves - gloves should be powder free and contain no latex proteins which could cause skin reactions

	1
	Cool pack

	1
	Resuscitation device to avoid cross infection between patient and first aider when carrying out mouth to mouth resuscitation.

	1
	Emergency blanket

	2
	Plastic bags


Appendix 2
Headteacher’s  Check List


· First aid needs of employees and others risk assessed


· At least an appointed person provided

· Training needed for appointed person


· Recruit and train a first aider if needed


· Cover for absent first aiders considered


· Responsibilities for 'joint cover'.


· First aid box/kit provided and easily accessible


· First aid kit/box contents refills easily obtained


· Person nominated to check contents/refill

· Notices available advising employees of arrangements

· First aid book available


· Check ‘internal only’ phones are labelled as such

· Notify payroll of paid first aiders in post 

and when they cease to be first aiders.
