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May Bank Policy for First Aid 2021 
 

Our Mission statement: 

At May Bank Infants School, we work towards: 

“The whole and wholesome development of each child in a happy and caring learning 

environment.” 

 

Together we grow and learn. 

 

First aid is the immediate treatment necessary for the purpose of preserving life and 

minimising the consequences of injury or illness until expert medical assistance can be 

obtained.  First aid also includes the initial treatment of minor injuries, which will not need 

treatment by a medical practitioner. 

It is a legal requirement to implement and maintain effective systems for ensuring the 

provision of adequate and appropriate first aid equipment, facilities and personnel at 

individual workplaces and during off-site activities. 

 

Staff who have a Paediatric First Aid Certificate – 

Mrs. Christey 

Mrs. Dale 

Mrs. Dixon 

Miss Durber 

Miss Wallace 

Misss Rawson 

Mrs. Woolard 

Mrs Pedley 

Mrs Lunt 

Mrs Edgeley 

Mrs. Latham 

Mrs Green 

Mrs Evans 

Miss Swindail 

 

All of our nursery nurses and teaching assistants in YR have a Paediatric First Aid 

Certificate 

All office staff hold a Paediatric First Aid Certificate 

Two lunchtime supervisors hold a Paediatric First Aid Certificate 

 

Staff who have a First Aid at Work certificate – Mrs. Christey; Miss Wells 

PERSON with  responsibility for First Aid supplies  - Mrs. Christey  

 

Non-teaching staff on cloakroom duty deal with first aid at playtimes and dinner 

supervisory assistants deal with minor injuries at lunchtime. Anything more than a minor 
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injury must be brought to the attention of a First Aider listed above.  If an emergency 

cannot be dealt with by members of staff an ambulance should be called. 

 

FIRST AID BOXES 

There is a green plastic box with supplies for normal daily use situated in the Medical 

Room, adjacent to the School Office. Teaching Assistants will keep these supplied with 

the necessary items; Mrs. Christey will order supplies as necessary. Additional supplies are 

stored on shelves in the Medical Room. There are also First Aid boxes in each classroom 

in the main building, one in the shared area in The Beeches and one in the staffroom.  

 

PROCEDURES 

Basic first aid will be administered and only plasters, sterile dressings and bandages to 

attach a dressing can be used. No antiseptic creams, lotions or liquids may be used. In 

the event of a child sustaining a minor cut or graze, the wound will be cleaned and if 

appropriate, covered. In the case of a more serious injury, medical assistance will be 

sought. Every effort will be made to contact parents in these circumstances.   

 

Headbumps 

If a child sustains a bump to the head, no matter how minor, a “head bump” note will be 

sent home.  The person collecting the child from school must be made aware of the 

head bump note (including care clubs). If the injury is of a more serious nature, every 

effort will be made to contact parents to collect the child from school so that further 

medical help can be sought. 

 

During 'lesson time' very minor first aid should be dealt with by the class teacher or 

Teaching Assistant whenever possible.  Where there is no classroom assistant in a 

classroom, a child will be sent with a message to the adjacent class or office; Y2 will 

phone the office for assistance or send a child with a message. 

 

At  playtime  first aid should be dealt with  by  staff  on duty.  

 

At lunchtime children requiring first aid are normally attended to by supervisory  

assistants.  Lunchtime Supervisors may deal with minor grazes on the playground using 

“Medi-Wipes” to clean the affected area, unless the child needs to be sent to Mrs Evans 

or Miss Swindail (First Aiders). In more 'serious' cases one of the additional First Aiders 

should be called upon (see above).  Inhalers are administered by a first aider and the 

child closely monitored. Asthma forms are filled in and the teacher/TA informed (See 

Asthma Policy). The child should be sat comfortably with his/her elbows resting on his/her 

knees, leaning forward to aid breathing (see Asthma Policy and advice). 

 

REPORTING ACCIDENTS 

Very minor occurrences e.g. very 'tiny' cuts and grazes need not be recorded as long as 

there appears to be no problem. 

 

During lessons and playtimes: All other cuts and grazes, and any other accidents should 

be entered in the accident report book found in the school office.  The duplicated slip is 

given to the teacher/HLTA teaching the class so that they are well informed of any 

accidents/injuries and in turn can make the adult collecting the child aware. 
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During lunchtime: All head bumps, other cuts and grazes, and any  other  accidents 

should be entered in the entered in the accident report book found in the school office.  

The duplicated slip is given to the teacher/HLTA teaching the class so that they are well 

informed of any accidents/injuries and in turn can make the adult collecting the child 

aware. Completed accident report forms are kept in the school office. 

 

Accidents in  P.E.  and accidents involving equipment in school must be reported to the 

Headteacher or Deputy Headteacher, who will complete an electronic accident report  

on My Health & Safety (SLN). These will also be entered in the accident report book 

found in the school office.  The duplicated slip is given to the teacher/HLTA teaching the 

class so that they are well informed of any accidents/injuries and in turn can make the 

adult collecting the child aware. 

 

Accidents involving staff or visitors will be dealt with according to Staffordshire Guidance 

(see Appendix 1: Reporting an Accident; Appendix 2: Summary of accidents, when and 

how they should be reported; Appendix 3: Accident Investigation Report Form). 

 

DURING COVID-19, anyone dealing with First Aid must wear PPE and dispose of safely. 

 

SPILLAGES 

Make the area safe by moving children and using cones if there is danger of slipping. 

Clean the area thoroughly using an antibacterial detergent kept in the cupboard in the 

boys’ toilets. 

 

Vomit 

Cover the spillage with absorbent material (paper towels or newspaper) wearing 

protective gloves and lift the material and spillage.  Dispose of the material  in  a  careful 

manner e.g. in a plastic, sealed bag in the bin outside. Clean the area thoroughly using 

an antibacterial detergent kept in the cupboard in the boys’ toilets. 

 

Gloves should be disposed of and hands sanitised. 

 

Blood 

Spillage  should  be  sprayed  with  an antibacterial detergent kept in the cupboard in 

the boys’ toilets and wiped with paper  towel, wearing protective gloves.  Paper towels 

and gloves should be disposed of in a sealed plastic bag and put in the bin outside. 

 

Toilet 

Wear  protective  gloves, use toilet paper  for  cleaning,  which should  then  be  flushed  

away,  or put into a sealed, plastic bag and put in the bin outside.  Spray all surfaces with 

an antibacterial detergent kept in the cupboard in the boys’ toilets. 

N.B. The RED mops are to used for the toilets. 

 

 

When a child is sick in a dinner tray 

Clean the tray out using paper towels. Rinse the tray in the cleaners’ sink in the Boys’ 

Toilet. This is to be given back to the kitchen separately for sanitising before use. Paper 
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towels and gloves should be disposed of in a sealed plastic bag and put in the bin 

outside. 

 

ADMINISTERING MEDICINES  

(See also Policy for Supporting Children with Medical Conditions) 

Should a child require medication, we ask parents to try and arrange for doses to be 

taken before or after school. If a child requires any medication during school hours, then 

arrangements should be made for the medication to be administered by the parent or 

parent’s representative. In exceptional circumstances a First Aider will oversee the 

administration in the short term. Medicines should only be administered at school when it 

would be detrimental to a child’s health or school attendance not to do so. 

 No child under 16 should be given prescription or non-prescription medicines 

without their parent’s written consent. A consent form must be completed  

 A child under 16 should never be given medicine containing aspirin unless 

prescribed by a doctor. Medication, eg for pain relief, should only be administered 

when requested by a parent and a Medicines Form completed. This shold never 

be administered without first checking maximum dosages and when the previous 

dose was taken.  

 Where clinically possible, medicines should be prescribed in dose frequencies 

which enable them to be taken outside school hours 

 Schools should only accept prescribed medicines that are in-date, labelled, 

provided in the original container as dispensed by a pharmacist and include 

instructions for administration, dosage and storage. The exception to this is insulin 

which must still be in date, but will generally be available to schools inside an 

insulin pen or a pump, rather than in its original container  

 The school will not administer the initial dose of any medication due to possible 

adverse reaction. 

 All medicines will be stored safely in the medical cabinets in the Medical 

Room/Beeches/Nursery or stored in lidded labelled box in the fridge. Medicines 

and devices such as asthma inhalers, blood glucose testing meters and adrenaline 

pens will be always readily available to children. Children should know where they 

are kept and who to ask if needed. Consent forms/records are kept with the 

medication and will be completed by the member of staff administering the 

medication. 

 Medication is taken in the clearly identified Medical Bag on school visits, 

 The school will keep controlled drugs that have been prescribed for a pupil 

securely stored in the medical cabinet and only named staff will have access. 

Controlled drugs will be easily accessible in an emergency. A record will be kept 

of any doses used and the amount of the controlled drug held in school  



5 

 School staff may administer a controlled drug to the child for whom it has been 

prescribed. Staff administering medicines will do so in accordance with the 

prescriber’s instructions. Schools will keep a record of all medicines administered to 

individual children, stating what, how and how much was administered, when and 

by whom. Any side effects of the medication to be administered at school should 

be noted  

 When no longer required, medicines should be returned to the parent to arrange 

for safe disposal.  

Record keeping  

 All parents/carers must complete a consent form identifying the medication, 

dosage etc 

 Staff must complete the record of amount/time of administration and note any 

side effects.  

 Parents will be informed if their child has been unwell at school.  

 

For any child requiring preventative medicine, such as for asthma or diabetes, then these 

may be brought into school and handed to the School Office.  

 

Creams for chronic skin conditions e.g. psoriasis, eczema, will be applied on parental 

request. 

 

Cough sweets (Tunes, Lockets) should not be brought into School. 

 

Medical Forms 

Medical forms are updated by the school at the beginning of each academic year. 

Parents will be asked to check and amend any contact details to ensure that the school 

has accurate and up to date contact information.  

 

OTHER POLICIES 

See Asthma policy; Staffordshire Policy for administration of medicines in schools; DFE 

Early Years Foundation Stage guidelines; May Bank Policy for Supporting Children with 

Medical Conditions; First Aid Policy 

 

Revised November 1999; May 2000; March 2007; February 2009; January 2012; May 2016; 

May 2019 and November 2021. 

 

Signed (Chair of Governors) R. Smith   Date 22.11.2021  

 

Signed (Headteacher) P. Coxon    Date 22.11.2021
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Appendix 1: Reporting an Acccident 

 

Reporting an Accident 

 

1. Employees 

Where an employee is injured they should complete the BI510 Accident Book.  If this is 

not possible (due to their injuries) then someone may do this on their behalf.  

Staff accident books must be retained for a minimum period of three years from the 

date of the last entry. However, it is good practice to retain the book for ten years. 

2. School Pupils 

Where a school pupil is injured, the entry must be made into the Pupil Accident Book by 

the member of staff who was responsible for the child at the time of the accident. 

Accidents involving injury to children on work experience and work placements must be 

reported to the school and recorded in the Accident Book.  

When pupils have sustained an injury at school, they have a right to make a personal 

injury claim until they reach the age of 21. For this reason, schools should try to retain 

pupil accident books for as long as reasonable.  

3. Contractors/Other non employees 

Where a contractor, member of the public, or other non employee is injured on County 

Council premises, managers must record the circumstances of the accident and details 

of the injured person in the BI510 accident book. This may be the same book as 1 above 

or a second copy of the BI510. 

 

Accident books (form BI510) are available from HSE Books (ISBN No. 0-11761384-3). 
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Appendix 2:  

 

Summary of accidents, when and how they should be reported. 

 

The C&LL Health and Safety Team should be informed of accidents on the My Health 

and Safety portal accessed on the SLN or contacted by telephone. 

 

To comply with legal requirements, in certain circumstances, the Health and Safety Team 

MUST report certain types of accidents to the Health and Safety Executive (HSE).  (There 

is no requirement for managers to carry this out for their own work areas, the H&S Team 

deal with all reporting to the HSE). 

 

Event type Immediate telephone 

to H&S Team 

Tel  01785 278855 

SCC My Health & 

Safety Portal 

Completed Accident 

Investigation Form sent to 

C&LL H&S Team 

Accidents 

involving staff 

Required for ALL 

accidents resulting 

in;  

-fatality 

-specified major 

injury  

-over 3 days 

absence from work 

Required for ALL 

accidents to staff.  

For major injuries a report 

must be submitted within 

24 hours.  

Accidents 

involving pupils or 

other non-

employees 

Required for fatalities 

and injuries requiring 

immediate transfer 

to hospital for 

treatment. 

All accidents except 

“trivial playground” type 

accidents.  

Dangerous 

Occurrences 

All To be submitted within 24 

hours 

Occupational 

Diseases 

(e.g. tenosynovitis) 

Not required On receipt of written 

confirmation from 

employees GP that 

disease is attributable to 

occupational activity (e.g. 

work involving prolonged 

periods of keyboard use). 
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If an immediately notifiable event occurs outside normal office hours, say during an off-

site activity, it must be reported to the LEA at the earliest opportunity.  

In certain situations it may not be immediately apparent what the injury is, in these cases 

the reporting must be carried out and further details provided soon as possible after the 

event. 

If there are any additional details which could be relevant in the event of a claim arising, 

or some other investigation being necessary, a brief report on a separate sheet may be 

sent in with the accident report form.  

Injuries Resulting in Absence from Work - (Over 3-day injuries) 

When an employee sustains injury at work which results in them being absent from work 

or being unable to carry out their normal duties for more than three days, this must be 

clearly indicated on the report form. For calculation purposes absence includes 

weekends and holiday periods. 

Where the form has already been submitted by the time it becomes evident that the 

absence is over 3 days, the Health and Safety Adviser must be informed by telephone or 

on the My Health & Safety Portal. 

The definition of employee includes students and pupils on work experience or 

undergoing other work based training. Schools should therefore notify the H&S Team of 

all accidents involving pupils on external training activities. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


