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Policy Statement

Castle Primary School will undertake to ensure compliance with the relevant
legislation with regard to the provision of first aid for all employees and to ensure
best practice by extending the arrangements as far as is reasonably practicable to
children and others who may also be affected by our activities.

Responsibility for first aid at Castle Primary School is held by Justin Bartlett who is
the responsible manager. All first aid provision is arranged and managed in
accordance with the Children’s Services Safety Guidance Procedure SGP 08-
07(First Aid). All staff have a statutory obligation to follow and co-operate with the
requirements of this policy.

Aims & Objectives
Ouir first aid policy requirements will be achieved by:
e Carrying out a First Aid Needs Assessment to determine the first aid provision
requirements for our premises
o lItis our policy to ensure that the First Aid Needs Assessment will be
reviewed periodically or following any significant changes that may
affect first aid provision
o The Children’s Services First Aid Needs Assessment Form (CSAF-
002) will be used to produce the First Aid Needs Assessment for our
site
e Ensuring that there are a sufficient number of trained first aid staff on duty and
available for the numbers and risks on the premises in accordance with the
First Aid Needs Assessment
e Ensuring that there are suitable and sufficient facilities and equipment
available to administer first aid in accordance with the First Aid Needs
Assessment
e Ensuring the above provisions are clear and shared with all who may require
them

First Aid Training

The responsible manager will ensure that appropriate numbers of appointed
persons, school first aid trained staff, emergency first aiders, qualified first aiders and
paediatric first aid trained staff are nominated, as identified by completion of the First
Aid Needs Assessment, and that they are adequately trained to meet their statutory
duties.

Appointed Persons

At Castle Primary School there are eight appointed persons who are as follows:
Justin Bartlett, Angela Thomas, Nadine Ricketts, Andrew Jackson, Nicola
Murphy, Paul Thomas, Lucy Francis and Katherine Toogood.

Where the first aid needs assessment identifies that qualified first aid staff are not
necessary due to the nature/level of risk, the minimum legal requirement is to
appoint a person (the Appointed Person) to be on site at all times during the working
day. Appointed persons are in place to take charge of first aid arrangements
including looking after equipment and calling emergency services.



Note: Appointed Persons are not First Aiders and should not provide first aid for
which they have not been trained. However it is good practice to provide appointed
persons with some level of first aid training. Such training does not require HSE
approval.

Emergency First Aiders

At Castle Primary School we endeavour to ensure that all staff hold a minimum
recognised qualification in first aid. Currently this is the Emergency Aid in Schools,
provided by an approved trainer. This is part of a rolling programme of first aid
training. There are 32 Emergency Aid in Schools trained staff who are as follows:

Name | Qualified

| Expiry

Teaching Staff

Bailey Richard

18" Oct 2024

17" Oct 2027

Banner Lewis

30t Oct 2023

29t Oct 2026

Barker Kristine

30t Oct 2023

29t Oct 2026

Andrew Jackson

30t Oct 2023

29t Oct 2026

Teaching Support

Banks Kelly

30t Oct 2023

29t Oct 2026

Barron Alison

30t Oct 2023

29t Oct 2026

Bartholomew Jannine

30t Oct 2023

29t Oct 2026

Clothier Megan

18" Oct 2024

17" Oct 2027

Edwards Louise 30t Oct 2023 29" Oct 2026
Gould Danielle 30t Oct 2023 29 Oct 2026
Gutman Ruth 30t Oct 2023 29t Oct 2026
Haines Terasa 30t Oct 2023 29t Oct 2026
Jurd Caroline 30t Oct 2023 29t Oct 2026
Lewis Helen 30t Oct 2023 29 Oct 2026
Lipsham Nicola 30" Oct 2023 29" Oct 2026
White Louise 30t Oct 2023 29 Oct 2026
Merryweather Laura 18t Oct 2024 17t Oct 2027
Withers Laura 30t Oct 2023 29" Oct 2026
Early Years Assistants

Crow Elaine 4% Oct 2024 3 Oct 2027
Martin Nicola 215t Oct 2024 20" Oct 2027
Office Staff

Toogood Katherine

15t Nov 2026

15t Nov 2029

Lucy Francis

15t Mar 2025

14t Mar 2028

Lunchtime Supervisory

Assistants

Carter Alison

2214 Sept 2025

215t Sept 2028

Cooper Caroline

18" Oct 2024

17" Oct 2027

Pearce Teresa

18 Oct 2024

17" Oct 2027

Wilkinson Kerry

18" Oct 2024

17t Oct 2027

Such staff are responsible for administering first aid, in accordance with their
training, to those that become injured or fall ill whilst at work or on the premises.
They may also have other duties and responsibilities which are identified and
delegated as appropriate (e.g. first aid kit inspections).



Paediatric First Aid Trained Staff
At Castle Primary School there are paediatric first aid trained staff who are as
follows:

e Elaine Crowe (Exp 3.10.2027)

e Nicola Martin (Exp 20.10.2027)

e Lucy Francis (16" October 2025 — 16" October 2028)

These staff are in place to meet the Early Years Foundation Stage (EYFS) statutory
obligations for provision of first aid to those children aged 5 years old or younger.

First Aid Provision
Our First Aid Needs Assessment has resulted in the following provision:
e 8 first aid kits on the premises, strategically placed to meet anticipated need;
e 6 wall mounted grab kits. These first aid kits are situated at;
Year 3 door, Year 4 door, year 1/2 door (opposite drinking fountain), Year R (near
entrance door class 14, Hedgehogs), Main Hall (to right of Fire Doors leading to
pond) and Staff Room (exit door to car park)
e 2 travel first aid kits for use in vehicles
e These travel first aid kits will be located in the Medical Room ready for
deployment.
e Additionally, during offsite visits, the responsible adults will carry a
pocket first aid kit to attend to minor cuts and grazes.

In recognition of the large footprint of the school site and the size and weight of
potentially injured persons the school has a collapsible wheelchair sited in the PE
cupboard at the Year 6 door. This is to aid the safe portage of children and adults
through and around the school.

It is the responsibility of Lucy Francis, Admin Asst to check the contents of all first aid
kits every Term and record findings on the Children’s Services First Aid Kit Checklist
(CSAF-003). Completed checklists are stored in Reception.

The contents of first aid kits are listed under the ‘required quantity’ column on the
checklist itself.

The Medical Room is designated as the first aid room for treatment, sickness and the
administering of first aid. The first aid room will have the following facilities:
e First Aid equipment, running water, yellow bag disposal facility, telephone,
dedicated 15t Aid fridge, phone, accident books, blankets and a soft area to lie
down.

Emergency Arrangements
Upon being summoned in the event of an accident, the first aider/appointed person
is to take charge of the first aid administration/emergency treatment commensurate
with their training. Following their assessment of the injured person, they are to
administer appropriate first aid and make a balanced judgement as to whether there
is a requirement to call an ambulance.
The first aider/appointed person is to always call an ambulance on the following
occasions:

e In the event of a serious injury



In the event of any significant head injury

In the event of a period of unconsciousness

In the event of a serious asthma attack

Whenever there is the possibility of a fracture or where this is suspected
Whenever the first aider is unsure of the severity of the injuries
Whenever the first aider is unsure of the correct treatment

In the event of an accident involving a child, where appropriate, it is our policy to
always notify parents of their child’s accident if it:
e is considered to be a serious (or more than minor) injury
requires first aid treatment
requires attendance at hospital
is a bump to the head (Bumped head note)
Any injury causing a visible mark or any serious discomfort/distress to the
child

Our procedure for notifying parents will be to use all telephone numbers available to
contact them and leave a message should the parents not be contactable and to
send the child home with the appropriate note.

In the event that parents cannot be contacted and a message has been left, our
policy will be to continue to attempt to make contact with the parents as soon as
possible and notify others on the contact list. In the interim, we will ensure that the
qualified first aider, appointed person or another member of staff remains with the
child until the parents can be contacted and arrive (as required).

In the event that the child requires hospital treatment and the parents cannot be
contacted prior to attendance, the qualified first aider or appointed person and
another member of staff will accompany the child to hospital and remain with them
until the parents can be contacted and arrive at the hospital. A mobile phone will be
used to maintain contact with the school base.

Out of Hours and Trips

The first- aid arrangements for all school managed and organised after school
activities (parents evenings, school fetes, and sports activities) are considered in this
policy. On occasions where there may be the need for additional provision the school
will carry out a needs assessment for that activity.

Where the school have arrangements to let/hire out buildings to external
organisations there need to be arrangements in place to co-ordinate the first-aid
arrangements with the hirer. This is managed by the Finance & Personnel Officer
who will ensure that these arrangements are recorded in the lettings/hire agreement.

The first-aid arrangements for school organised trips/visit are included in the
individual risk assessment for each trip / activity. These are reviewed for each
trip/visit and the level of first-aid provision is reviewed to ensure adequate cover is
provided for the trip/visit, and that sufficient cover is retained at the school to cover
those who stay at school.



Records
All accidents requiring first aid treatment are to be recorded with (at least) the
following information:

e Name of injured person

¢ Name of the qualified/emergency/school/paediatric first aider or appointed

person

e Date of the accident

e Type of accident (eg. bump on head etc)

e Treatment provided and action taken

Accident books are located in the medical room and RIDDOR reporting is manged
by the admin office. Additionally, accidents at lunchtimes are recorded in
Supervisory Assistant’s notebooks in the first incident and are then transferred to the
school accident book. A nominated member of the SA team will remain after the
lunch session to phone parents and inform them of minor accidents.



