Meanwood Primary School

First Aid Policy
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Aim of the policy

This policy is written as guidance for all qualified First Aiders at Meanwood Primary School.  It is guidance only and common sense and first aid knowledge should prevail at all times. 
It is recommended that all First Aiders seek the opinion of another First Aider if they are unsure at any time. 
It is also recommended that Parents/Carers are called and advised of the situation, if there is any doubt.  

Reporting procedures for pupils
All pupil first aid incidents which do not need to be reported to the Local Authority Health & Safetey Team treatment must be recorded in a first aid log book log, including when assessments have been made and no treatment has been given.  Each log needs the child’s full name, class, date, time and signature of the first aider. 
Any incident which needs to be reported to the Local Authority Health & Safety Team must be recorded on a School Incident Report form. The forms are available from the office, from Lisa Ripley, or can be found on the O drive/Health & Safety/2023-24/First Aid/Forms and documents. For information on which incidents this includes, see Appendix 1 and Appendix 2.
Serious first aid incidents which required urgent medical assistance or if an incident was caused by a H & S hazard, should also be logged on an Incident form or logged in the Minor Incident log for less serious incidents. (please refer to Location section).

Reporting procedures for adults/staff

All adult first aid incidents which do not need to be reported to the Local Authority Health & Safetey Team treatment on adults/staff must be recorded on the First Aid Log/Minor Injury sheet in a first aid log, including when assessments have been made and no treatment has been given.  If an assessment has been made and no treatment has been given then this should be recorded in the Minor Incident log. This log will be maintained by the School Business Manager (SBM), and the First Aider should email the SBM with full details of the incident.
Any incident which needs to be reported to the Local Authority Health & Safety Team must be recorded on a School Incident Report form. The forms are available from the office, from Lisa Ripley, on the O drive/Health & Safety/2023-24/First Aid/Forms and documents. For information on which incidents this includes, see Appendix 1 and Appendix 2.
If a member of staff reports that they have had an accident and yet did not see a first aider, this must also be logged on the First Aid Log/Minor Injury sheet (see above).   
Location of first aid equipment

First aid boxes

· School office in junior building



· Tuck shop trolley near Year 6 exit

· Year 3 

· Kitchen

· Children’s toilets in canteen

· Nursery

· Reception

· Year 1

· Year 2

· Transco 

First aid bum bags 

· Lunchtime staff

First aid log books 

· With each First Aid box 

Minor incident logs

· Office 

· Year1

School Incident Report form  Major incident forms 

· Office, or Lisa Ripley, or on the O drive/Health & Safety/2023-24/First Aid/Forms and documents
· These need to be completed by the person who was first on the scene, then the first aider needs to add necessary treatment given and the completed form needs to be handed in to the School Business Manager, or the office staff in her absence.  This is then submitted on an electronic Incident form found on the RSI.  This and the written form, is then needs to be filed in the Accident and Incident file which is kept in the SBM’s office.

Defibrillators 
· KS1 Reception area and outside the school office in KS2

· Year 1
Replenishing first aid bags

It is the responsibility of all first aiders to make sure all boxes are replenished after use. If you require any stock you should record it on the spreadsheet which can be found on O Drive/ADMIN/Stationery, First Aid & Book Label Logs/First Aid Log.  Let the office know what you need and for which box.  Some spare items are stored in the office, otherwise they will be ordered by office staff. 
Dealing with a serious incident / emergency

Once it has been determined if an ambulance/defibrillator is needed and these have been sent for                 

· Send someone to fetch another 2 first aiders

· On arrival at the scene these 2 first aiders will assist the initial first aider as needed but they must also:

· Ensure Defibrillator is on hand, if needed

· Ensure an ambulance has been called, if needed

· Send someone to watch for ambulance and escort in

· Ensure all doors/gates are open

· Move bystanders away

· Get blankets, coats, if needed

· Inform SLT to call parents and check SIMs for any medical notes

· Make note of sequence of events and any relevant information 

· Get more first aiders if necessary

ADDRESS FOR EMERGENCY SERVICES:
MEANWOOD PRIMARY SCHOOL 

Juniors -  Roe Street Rochdale OL12 7DF






      arrive via Rooley Moor Road or Rooley Street 


Infants / Field  - Churchill Street Rochdale OL12 7DJ
                             arrive via Phoenix Street or Woodstock Street

Canteen – Churchill Street, Rochdale OL11 5AB

      arrive via Edenfield Road 

      turn Right if travelling  North-West (from Rochdale) on Edenfield Road 

      or Left if coming East (from Norden)  

Head injury procedures
Each child with a head injury, no matter how minor, must be sent home with a duplicate of the first aid log and a green band.  
These should be given to the teacher or first aider in the child’s classroom who will give to the child/parent at home time.  The staff in the classroom will also monitor the child and call for a first aider if they deteriorate at all.  Each classroom has been issued with a Head Injury Advice sheet (see appendix 2)
A text message or phone call should be made to advise parents of situation.  
If there are any concerns about the child, they must be supervised and monitored by a first aider at all times.  If a child is waiting to be collected by a parent because of a head injury they should NEVER be left alone.
Our copy of the First Aid log should be updated accordingly. 
It is the responsibility of the first aider to make sure the ice pack is returned to the freezer.
Disposable ice packs are available from the office to send home with the child if necessary.

How we deal with asthma 

All asthmatic children should have an inhaler in school.  All inhalers should be stored in the medical box in the classroom.  In the box should also be an Asthma Care Plan for each child with an inhaler.  A log sheet should also be stored in the box.  Although children, especially junior children, are capable of taking their own inhalers, the child should be supervised and a log made on the sheet of the date/time.  Always check the log for previous entries for that day.  If a child needs to take their inhaler more often than usual, a phone call home is needed.  A blue wrist band should then be issued showing the date and time of treatment.
If a child is having an asthma attack or if they are waiting to be collected by a parent because of their asthma they should NEVER be left alone.  They should be supervised and monitored by a first aider at all times.  
Use of spare inhalers

Spare inhalers are kept in school, in the office and in the infants.  These may be used for any child, when needed.  Each child’s Asthma Care Plan should have been signed by the parent to say they give authorisation for this.

When one has been used, the Headteacher needs notifying who will then obtain a replacement.  

First aid away from school

We have a travel First Aid kit and sick bucket available for use off-site.  It is the First Aiders responsibility to check contents and replenish as and when necessary. 
All first aid treatment must still be recorded in the same way upon return to school.  If you have reported the incident ‘off-site’ please obtain a copy and attach to the reporting form in school.
In the case of urgent medical attention being called for, away from school, the Headteacher / Deputy must be informed immediately, who will call the parent. 

When to ring home
Children who are looked after – foster carer to be notified by phone and in writing of any injuries, a copy of the first aid log may be sufficient but please cover all other entries and just the appropriate entry copied.
It is at the first aider’s discretion when to advise parents if a child receives an injury, however, it is always better to err on the side of caution.  Always ask another first aider for a second opinion if in doubt.  If time is an issue then ask the office staff to make the calls.
If urgent medical attention is needed that does not require an ambulance, and a parent cannot be contacted, two members of staff, one being a First Aider must take the child to the Urgent Care Centre.  The Headteacher must be informed. 
When to advise SLT

The Headteacher/Deputy must be informed immediately if:

· there is a serious injury ie the injured person is sent/taken to hospital

· the injury is caused by an illegal or prohibited item  

· the incident may be RIDDOR reportable 

· the injury is a result of a H & S hazard

Refreshers / meetings

We have regular meetings for first aiders to get together and chat over any issues, re-check boxes etc. 
If you have any issues to be raised, please add these to agenda or discuss with the School Business Manager.

Payment

First Aiders who have completed the 3 Day First Aid at Work training are paid £104/year, divided into 12 payments, paid directly into your salary.  This is organised by the School Business Manager after you have qualified.  If you do not receive payment please speak with the School Business Manager.

Review of incidents / accidents and reporting procedures

On a termly basis, the School Business Manager will review all first aid books and incident forms.  Any common incidents or concerns will be discussed with SLT. 

Appendix 1
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li-health conditions connected with the school
&.g. carbon monoxide poisoning due to faulty
boiler, contact with chemicals, etc

lii-health conditions unconnected with the school
e.g. epileptic fit, fainting, vomiting, etc.

Incidents due to the way work s organized, (e.g
pupil injuries due to lack of adequate supervision,
staff incidents due to lack of training, supervised
curriculum activity, etc.)

Playground incidents where pupils fall or trip
over their own feet.

Incidents where pupils or staff slip or fall due to
defects in the floor surface e.g. pothole, uneven
paving, damaged carpet, et floor.

Incidents to pupils or staff on their way to or from
school outside of the school premises.

Incidents to pupils on school premises during an
event, even if accompanied by parent

Incidents outside the school site unless part of a
supervised off-site activity.

Incidents due to faulty plant, equipment or
machinery (e.g. bench tools, lifts, chairs, etc.).

Horse-play between pupils — unless due to
inadequate supervision

Verbal or physical assault

Playground incidents due to pupil collisions

Fires — however large or small

Insect bites or stings.

Near-miss — an incident that did not result in an
injury but which had the potential to cause
significant harm

All RIDDOR reportable incidents.





Appendix 2
Incident & Accident Reporting Procedure
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