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[bookmark: _Toc357429510]Students’ Illness, Accidents and First Aid 

This Policy outlines the school’s responsibility to provide adequate and appropriate First Aid to students, staff, parents/carers and visitors and the procedures in place to meet that responsibility. 
This Policy is reviewed, as a minimum, on an annual basis or following any significant change. 
[bookmark: _Toc95125643]Aims
The aims of our first aid policy are to:
· To ensure all employees, students and others of our First Aid arrangements including this Policy and the location of equipment, facilities and those who are First Aiders 
· To ensure that First Aid provision is available at all times whilst people are on school premises and also off the premises whilst on school visits 
· To provide effective, safe First Aid cover for students, staff, visitors and contractors 
· To ensure all staff, students, visitors and contractors are aware of the system in place 
· To provide awareness of health and safety within the school 
· Ensure that all staff and governors are aware of their responsibilities with regards to health and safety
· To provide a framework for procedures in relation to responding to an incident and the recording of accidents. 

Please note: the term First Aider refers to those members of the school community who are qualified and hold a valid First Aid Certificate. 
[bookmark: _Toc95125644]Legislation and Guidance

This Policy has been implemented based upon the following legislation and guidance
· Health and Safety at Work etc. Act 1974 (legislation.gov.uk)
· From the Department for Education on first aid in schools and health and safety in schools
· 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 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
· Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of accident records
· The Education (Independent School Standards) Regulations 2014, which require that suitable space is provided to cater for the medical and therapy needs of pupils
· Health protection in children and young people settings, including education - GOV.UK (www.gov.uk)
· Is my child too ill for school? - NHS (www.nhs.uk)
· Health protection in children and young people settings, including education - GOV.UK (www.gov.uk)
· Health protection in children and young people settings, including education - GOV.UK

This policy complies with our funding agreement and articles of association.
[bookmark: _Toc95125645]Roles and Responsibilities
Appointed Person and First Aiders 

3.1 As Appointed Person, Deb Mathers, Pastoral Officer, will ensure that there is sufficient provision within the school of qualified First Aiders and sufficient resources for the use in First Aid
3.2 A list of qualified First Aiders is available and displayed prominently throughout the school (see Appendix I-for current list of qualified First Aiders). 
3.2 First Aiders are required to:
· be first responders to any incidents, assessing the situation where there is an injured or ill person and provide immediate treatment 
· Arranging collection of students to go home to recover 
· Filling in the Accident Report (see Appendix III-Safesmart guidance)
· Reporting to their Line Manager any ‘Lessons Learned’ following each First Aid incident 

Headteacher 
3.3 The Headteacher is responsible for: 
· The implementation of this Policy 
· Ensuring an appropriate number of trained First Aiders are present in the school at all times
· Ensuring appropriate Risk Assessments are undertaken and control measures put in place 
· Ensuring adequate space is available for catering to the medical needs of students 
· Accidents and or incidents are reported to the HSE under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)  
· Any follow up action identified as a ‘Lessons Learned’ and complete a ‘Lessons Learned’ report to The Sir John Brunner Foundation.  
3.4 All First Aiders must keep a record of when they are called upon and to record details of the First Aid incident
3.5 If the First Aider is a Teacher, the Office will contact the Curriculum Support Team who will arrange for lessons to be covered as required 
3.6 The Appointed Person is responsible for ensuring:
· First Aid kits and provisions are fully stocks, completing a content check and for the replenishment of those stocks. This also includes a weekly check of the Defibrillator and checking batteries and pads are in date and serviceable. A record of these checks are kept in the Defibrillator box.
· Summoning the emergency services as appropriate, ambulance or other professional medical help as required (Office staff will assist with this)
3.7 When Educational visits take place, organisers are required to liaise with the school First Aiders and ensure First Aid bags are suitably and sufficiently stocked and returned to Reception upon completion of the trip and Reception informed of any items used. 
3.8 Trip organisers are responsible for collecting and adhering to medical information about students who are going on the trip and taking any student medication
[bookmark: _Hlk161657273]3.9	In the event of a fire alarm the designated first aid box will be taken to the evacuation point by the office team

Staff 
Staff are responsible for:
· Ensuring they follow first aid procedures
· Ensuring they know who the first aiders in school are
· Completing accident reports (see Appendix II-Safesmart guidance) for all incidents they attend and to where a first aider is not called 
· Informing the Headteacher or their Line Manager regarding any specific health needs. 

4. Student Illness
4.1 If a student complains that s/he is feeling unwell, the member of staff or adult in charge of the class can make a professional judgement as to whether the student can continue in the lesson or if a judgement should be made by the Year leader as to whether s/he needs to be sent home. 
4.2 The student with a note (explaining briefly the issue) accompanied by another reliable student will be asked to report to Reception
4.3 Reception will then confirm with the student’s Year Leader/Form Tutor whether they need to: 
· Send the student home.
· Seek relevant medicine to ease symptoms e.g. Calpol.
· Monitor until later in the day and reassess
4.4 If the pupil needs to be sent home, main reception will then contact the parent/carer to arrange for the pupil to be collected
4.5 Reception/attendance staff will record the sickness/injury on the pupils SIMS register and inform the Pastoral Office of the student’s absence.  Once the student has been collected s/he will be signed out and the register will be updated so class teachers are aware of the absence
4.6 In the event of staff being unable to contact parent/carer, the student will remain in the main Reception until a parent/carer has been contacted.  
4.7 Serious illness: where hospitalisation may be required an ambulance will be called. 
4.78 In the case of infectious symptoms such as Diarrhoea and vomiting deploy the 48-hour            exclusion rule for ill children. Should multiple cases be reported, the Local Health Protection Team    will be notified. (see Appendix IIII-UKSA Diarrhoea and vomiting outbreak: action checklist).  The Macclesfield Academy will follow guidance outlined on by the NHS found at LINK. 

5. Accidents
In the event of an incident where there is no danger that moving the student will cause further injury
5.1 The First Aider will take appropriate action which may include arranging for the student to go home or attend hospital
5.2 All events and details will be recorded by the First Aider 
5.3 Particular consideration should be given to students who present with a head injury where parental contact should be made via phone call 
5.4 If a student needs to go to hospital, a responsible adult will accompany him/her, unless the parent/carer has arrived. 
5.5 The responsible adult is to have a school mobile phone to take with him/her. 
5.6 The Reception team will need to alert relevant colleagues in the school that the responsible adult has left. 
5.7 The responsible adult should keep the school notified of the situation and when ready transport will be sent from the school to collect him/her
5.8 The responsible adult’s other duties will need to be covered and the Line Manager will make arrangements for this.  
If the injury is such that the student should not be moved:
5.9 The student shall be kept still and comforted. Any restrictive clothing should be loosened
5.10 The nearest member of staff will inform Reception and the request made for a First Aider to attend immediately with a walkie talkie and decide if an ambulance needs to be called
5.11 Ensure other students are kept away from the areas and enroll the help of other colleagues if required to help maintain crowd control 
5.12 Upon arrival the First Aider will take control. Instructions from the First Aider are to be followed 
5.13 Reception will contact parents/carers  
5.14 The accident reporting log will be completed with all the relevant information recorded

IF THE STUDENT COLLAPSES AND/OR STOPS BREATHING, IMMEDIATELY CONTACT
RECEPTION/OFFICE WHERE THE DEFIBRILATOR IS LOCATED AND FOR AN AMBULANCE,
GIVING AS MUCH DETAIL AS POSSIBLE (nature of incident, age, gender, any other known medical conditions, location etc)


6. Student Information 

6.1 Arrangements are in place for confidential medical information to be uploaded on the school database for members of staff to access as necessary. This will be updated annually on receipt of student data information sheets from parents/carers. Any colleague, who has confidential medical information about a student that is not on the sheets/data base, should pass this to the office team for uploading. Names and photographs of students who may go into Anaphylactic Shock are posted in the Main Office. Students who require EpiPen’s should carry them on them. A reserve stock of epipens kept in Reception. 

7. Student Medication/Medicines Administration  
7.1 Any prescribed or non-prescribed over the counter medication should be held in Reception in a locked cupboard. When medication is given, a record is to be kept at Reception. It should have specific information regarding administration and a signed letter of confirmation from parents/carers along with a prescription label for prescribed medication; a signed letter of confirmation for each particular over the counter medication
7.2 All Year Leaders and First Aiders should be aware of student’s medical needs. The role of the First Aider generally, is to help students who take their own medication to do so 
7.3 Students who require access to life saving prescription drugs in an emergency are recorded in the students individual Healthcare Plan
7.3 Parents/carers of students who use an inhaler regularly and students who may require the use of an EpiPen should provide the school with a spare, which will be kept secure in a locked cupboard. Should the Student need to request the use of the inhaler/EpiPen, the parent/carer will be informed and also reminded when out of date. The school will purchase two inhalers in recognition of the amendment to the Human Medicines Regulations 2012, allowing schools to keep small quantities on site for emergency use in the treatment of very acute asthma attacks. In such rare cases, medical assistance will always be sought and every attempt made to contact the parent/carer before administration. 
7.4 First Aid at Work does not include giving tablets or medicines. The exception is when Aspirin is used as First Aid to a suspected heart attack casualty for those over 16 years of age. Aspirin is not to be given unless it has been prescribed by a Doctor.  

8. Mental Health First Aid 
The school has a Mental health lead (Matt Nicholson) and has oversight of the school’s approach to mental health and wellbeing. 
[bookmark: _Toc95125647]9. First Aid Equipment
A typical first aid kit in our school will include the following:
· A leaflet with general first aid advice
· Regular and large bandages
· Eye pad bandages 
· Triangular bandages
· Adhesive tape
· Safety pins
· Disposable gloves
· Antiseptic wipes
· Plasters of assorted sizes
· Scissors
· Cold compresses
· Burns dressings

First aid kits are stored in:
· PE
· Reception including a designated evacuation bag
· Science lab workroom 
· All design and technology classrooms
· School kitchen
· School vehicles
· [bookmark: _Hlk161656872]Grab bags available from Appointed Person for school trips
[bookmark: _Toc95125648]10. Record-Keeping and Reporting
.
10.1 First Aid and Accident Records
· The accident form will be completed on Safesmart by the first aider on the same day or as soon as possible after an incident resulting in an injury
· As much detail as possible should be supplied when reporting an accident, including all of the information set out in the guidance (see Appendix III)
· For any serious injuries, details of the accident report form will also be added to the pupil’s educational record by the Office staff
· Records held in Safesmart will be retained by the school for a minimum of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely disposed of. 

10.2 Reporting to the HSE
The Office Manager will keep a record of any accident which results in a Reportable Injury, Disease, or Dangerous Occurrence as defined in the RIDDOR 2013 Regulations.
The Headteacher will report these to the Health and Safety Executive as soon as is reasonably practicable and in any event within 10 days of the incident. 
Reportable injuries, diseases or dangerous occurrences include: 
· Death
· Specified injuries, which are:
· Fractures, other than to fingers, thumbs and toes
· Amputations
· Any injury likely to lead to permanent loss of sight or reduction in sight
· Any crush injury to the head or torso causing damage to the brain or internal organs
· Serious burns (including scalding) 
· Any scalping requiring hospital treatment
· Any loss of consciousness caused by head injury or asphyxia
· Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced illness, or requires resuscitation or admittance to hospital for more than 24 hours
· Injuries where an employee is away from work or unable to perform their normal work duties for more than 7 consecutive days (not including the day of the incident)
· Where an accident leads to someone being taken to hospital
· Near-miss events that do not result in an injury, but could have done. Examples of near-miss events relevant to schools include, but are not limited to: 
· The collapse or failure of load-bearing parts of lifts and lifting equipment
· The accidental release of a biological agent likely to cause severe human illness
· The accidental release or escape of any substance that may cause a serious injury or damage to health
· An electrical short circuit or overload causing a fire or explosion
Information on how to make a RIDDOR report is available here: 
[bookmark: _Toc95125649]How to make a RIDDOR report, HSE
http://www.hse.gov.uk/riddor/report.htm 

11.Training
All school staff are able to undertake First Aid training if they would like to. 
All First Aiders must have completed a training course provided by a competent training provider (the HSE has guidance for employers on selecting a first aid training provider) and must hold a valid certificate of competence to show this. The school will retains a record of all trained First Aiders including expiry dates (see Appendix I).
[bookmark: _Toc95125651]12. Links with Other Policies

This first aid policy is linked to the following policies:

· Health and Safety Policy 
· Risk Assessment Policy
· Policy on Supporting Pupils with Medical Conditions 

[bookmark: _Toc95125652]Appendix I: Trained First Aiders with dates of Expiry 
	Name
	Location

	Expiry 10/07/2027
	

	Steph Cleaver
	Rm 18

	Rebekah Coles
	Science

	Chris Worstencroft
	PE

	Neil Simpson
	PE/Science

	James McCabe
	PE/Science

	Colette Sharpe
	TA

	Holly Radcliffe
	Geography

	Claire Renn
	D&T

	Vanessa Bonnart
	TA

	Rachael Clarke
	TA

	Expiry 27/11/2026
	

	Rachael Timms
	Main Office

	Helena Jones
	Main Office

	Expiry 11/07/2026
	

	Jenny Slaughter
	Science

	Claire Jerome
	PE

	Emily Underhill
	Art

	Kelly Dobson
	TA

	Jessica Clarke
	Science

	Margorie Gayes
	Science

	Kate O’Gara
	PE

	Nigel Bennett
	Maths

	Anna Szostakowicz
	TA

	Expiry 16/06/2025
	

	Amy Burton
	Head’s PA

	Annie McDowall
	SEND

	Katy Corcoran
	Pastoral

	Helen Walford
	D&T

	Paul Reed
	SLT

	
	

	Vanessa Bonnart
	TA


[bookmark: _Toc95125653]
Appendix III: Recording of Accidents on Safesmart 
This document is intended to be referenced as you make an entry.
· Log into Safesmart 
· Select Accident Reporting from the quick links menu
· Select Report Accident/Incident
· You will then be prompted to enter information into a number of drop down and free text items.
· Person involved/no person involved
· The next field asks for high level information
· Fatality
· Lost time/serious accident/injury – 7 days off school/work or broken bone (not fingers or toes) or taken to hospital for treatment.
· Minor accident/injury – less than above (this will be the most common entry)
· Near Miss
· Unsafe act or condition – this should be used for pupils fighting, medical conditions not related to school
· Section 1 Personal Details. These questions are obvious to complete, please note that if the answer to the previous question is 1 or 2 from above then all fields must be completed. If the answer is 3,4 or 5 then contact information will not be required (Address, contact number, email).
· Section 2 Details of accident/Incident. 
· Location – this will be your school from the drop-down list
· Department – some schools will not use the department field, if it is there then please indicate if the accident occurred in a lesson which department this was.
· Details on specific location – this is a text field to identify the exact location of the accident.
· Your details – free text for your name
· Was injury sustained – Y/N
· Type of injury sustained – a whole gruesome list of possibilities.
· Type of accident – a long list but some key ones:
· Act of violence – fighting
· Nature of physical activity – PE, dance, drama type accidents
· Pastoral/Existing Health condition 
· Part of the body affected – long list to choose from.
· Details of accident/incident – free text field, a description of what happened – short answer for most minor incidents. Serious accidents will require more information or supporting information. A manager will be supplying this information as part of an investigation. You may be asked for information.
· Section 3 Details of first aid administered. This section contains obvious questions that will need to be answered.
· Submit report – When you have entered all the information click this to complete the report.


[bookmark: _Hlk161657719]Appendix IIII- UK Health Security Agency-Diarrhoea and vomiting outbreak: action checklist 
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Diarrhoea and vomiting outbreak: action checklist

	[bookmark: Date_completed:]Date completed:

	[bookmark: Checklist_completed_by_(Print_Name):]Checklist completed by (Print Name):

	[bookmark: Name_and_telephone_number_of_institution]Name and telephone number of institution:

	[bookmark: Name_of_Head_Teacher/Manager:]Name of Head Teacher/Manager:



	
	Yes
	No
	Comments:

	Deploy 48-hour exclusion rule for ill children, young people and staff.
	
	
	

	Children and young people with symptoms to wait in an area away from communal/busy areas where they can be observed until parent/carer collects them
	
	
	

	Liquid soap and paper hand towels available at all hand wash basins
	
	
	

	Staff to check, encourage and supervise hand washing in children.
	
	
	

	Check that enhanced cleaning using appropriate products, that is, twice daily (min) cleaning is being carried out, (especially toilets, frequently touched surfaces, for example, handles and taps and including any special equipment and play areas). (See Preventing and controlling infections section for detail). Ensure that all staff and contractors involved are aware
of and are following the guidance.
	
	
	

	Disposable protective clothing available (for example, non-powdered latex or synthetic vinyl gloves and aprons).
	
	
	

	Appropriate waste disposal systems in place for infectious waste.

	
	
	

	Appropriate spill kit in place. Staff to wear appropriate PPE when dealing with spills, which should be removed
and disposed of quickly
	
	
	

	Advice given on cleaning of vomit (including steam cleaning carpets and furniture or machine hot washing of soft furnishings).
	
	
	

	Clean and disinfect hard toys daily (with detergent and
water followed by bleach/Milton). Limit and stock rotate toys.
	
	
	

	Suspend use of soft toys plus water and sand play and cookery activities during outbreak.
	
	
	

	Segregate infected linen (and use dissolvable laundry bags where possible).
	
	
	

	Consider having a box of spare clean clothing to replace soiled clothing
	
	
	

	Visitors restricted. Essential visitors informed of outbreak and advised on hand washing.
	
	
	

	New children joining affected class or year group suspended.
	
	
	

	Keep staff working in dedicated areas (restrict food
handling if possible). Inform HPT of any affected food handlers.
	
	
	

	Trays of fruit/snacks to be covered until point of serving. Snacks should be served in individual bowls handed
directly to children and young people
	
	
	

	Drink bottles clearly labelled with names
	
	
	

	Consider signage on doors advising of circulating illness with exclusion advice
	
	
	

	Check if staff work elsewhere and that all staff are well (including agency). Exclude if unwell (see above regarding 48-hour rule).
	
	
	

	HPT informed of any planned events at the institution.
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