
Stratford Preparatory School 
 

First Aid Policy 
 

Policy Statement 

This policy is designed to promote the health, safety and welfare of chidren, 
staff and visitors to this School through the provision of first-aid equipment 
and trained personnel in accordance with the requirements of The Health & 
Safety (First Aid) Regulations 1981.  

This policy is also designed to clarify the School's position with staff, children 
and parents/carers regarding the managing, storing and administration of 
prescribed and non-prescribed medicines and drugs to pupils during the 
normal school day and when on visits out of school. This policy includes the 
Early Years Foundation Stage requirements.  

Aims 

The aims of this policy are that:  

• There is adequate provision of appropriate first aid at all times  
• Where an injury or illness takes place there are suitable mechanisms in 

place to provide remedial treatment.  
• A person (Mrs A. Singleton) is appointed to take charge of first aid 

arrangements.  
• Staff nominated as “first aiders” receive up-to-date training on courses 

by an appropriate provider  
• Suitably stocked and marked first-aid containers are available at all 

appropriate locations throughout the school in accordance with HSE 
advice. 

• All members of staff are fully informed with regard to the first-aid 
arrangements. 

• Relevant members of staff are aware of children with particular medical 
conditions and requirements.  

• All staff are aware of hygiene and infection control procedures.  
• Written records are maintained of any accidents, reportable injuries, 

diseases or dangerous occurrences  
• First aid arrangements are regularly reviewed  

 
First Aid Training 
The First Aid Officer is Mrs. A. Singleton/ The Deputy is Mrs. SJ Davis (EYFS 
officer). The majority of staff in the Nursery, Early Years and Main School are 
trained in Paediactric First Aid 
  
Staff are trained in the administration of 'Epipen' and made aware of potential 
symptoms of allergic reactions, including anaphylactic shock. First Aid course 



revision is conducted every 3 years. Next course to be completed January 
2020. 
 
 
First Aider Course Date of Attendance 
Sara Baker Paediatric First Aid 

course 
4 and 11 January 2017 

Kath Bigland Paediatric First Aid 
course 

4 and 11 January 2017 

Jacqui Burton 
 

Paediatric First Aid 
course 

??? 

Sarah Jane Davis Paediatric First Aid 
course 
 
??? 
 

 

Louise Maher Paediatric First Aid 
course 

4 and 11 January 2017 

Neil Musk Paediatric First Aid 
course 

4 and 11 January 2017 

Annabel Nosworthy Paediatric First Aid 
course 

4 and 11 January 2017 

Michelle Price Paediatric First Aid 
course 

4 and 11 January 2017 

Lisa Quinn Paediatric First Aid 
course 

4 and 11 January 2017 

Nicola Shirley Paediatric First Aid 
course 

4 and 11 January 2017 

Angela Singleton 12 hour Paediatric First 
Aid course 

16 and 18 January 2017 

Linda Thomas Paediatric First Aid 
course 

4 and 11 January 2017 

Lisa Wright Paediatric First Aid 
course 

4 and 11 January 2017 

 
General 
There will always be a Paediatric First Aid practitioner at school when children 
are on site and also on trips.  
 
Medical information is obtained from the parents of each child in the school 
when they register and then following on from that, parents are required to fill 
annual medical information just in case anything has changed. 
  
Staff should be aware of any children with specific illness or allergy.  It is the 
responsibility of each teacher to check the files of children in their class.  Form 
teachers alert all members of staff to any issues during weekly staff meetings. 
Our chef, in agreement with the child’s parents, caters for food allergies. 
 
Allergy sheets for each child are kept in the dinning room, Staff room, 
Aftercare room, these sheets note the allergy, symptoms and treatment. 



 
There is a ‘Medical Alert’ book in the staff room.  All staff members should 
read this at the beginning of each term.  Form teachers should have an in-
depth knowledge of all medical problems in their class. 
 
First Aid Kits 
All First Aid supplies Included scissors, dressings, adhesive strapping and 
sterilized dressings.  It is the responsibility of the First Aid Officer to ensure 
that the First Aid stocks are complete at all times.   
 
First Aid kits are located in the following areas: 

• Each classroom 
• Two kits hanging by cellar door to be used on trips out of school or if 

you go to the paddock 
• Kitchen 
• Playground door 
• Bottom of stairs in EYFS 
• Art Room 
• Science Room 
• Minibus 

 
The School Secretary should be told of any missing items so that she may 
replace them. All larger dressings and triangular dressings are kept in the 
Medical Room. 
 
Prescribed medication can only be given with parental permission. A signed 
form will be kept in the child's school file. The medication is to be 
administered by the Secretary and witnessed by a different member of Staff.  
 
 
In case of accidents: 

1. Ascertain seriousness of injury, in the case of minor injury the First Aid 
Officer or member of staff will clean the wound and dress as 
necessary. 

2. In the case of serious injury, an assistant or two children should inform 
the School Secretary.  She should then telephone the child’s 
parent/doctor/hospital/ambulance (as appropriate). 

3. If a hospital visit is necessary either an ambulance should be called or 
in less serious cases a taxi.  Staff should not attempt to drive children 
to hospital on their own.  

 
All incidents should be recorded on the accident record sheets and signed by 
the parent and Headmaster. Parents will be informed the same day, as far as 
is reasonably practical, if their child has had an accident and received First 
Aid.  
 
Medicines 
The school will not administer any unprescribed medication. If parents request 
administration of prescribed medicine they must complete a “Parental 
agreement Form” which will be counter signed by the Principal. Two adults 



must be present during administration and a record of the timing, person 
administering and quantity must be kept. We must endeavor never to change 
the timing of medicine administration but if it does change for any reason 
Parents must be informed immediately. 
 
Calling an Ambulance 
It is important that you call an ambulance when the following symptoms are 
present: 

• Unconscious 
• Not breathing 
• Fitting 
• Diabetic emergency 
• Persistent bleeding 
• Fume/smoke inhalation 
• Internal bleeding 
• Skull fracture 
• Bleeding from ear following a head injury 
• Crush injury 
• Abdominal wound 
• Back and neck breaks 
• Broken leg, pelvis or elbow 
• Anaphylactic shock 
• Severe Asthma attack 

 
 
Asthma 

• All staff must be aware that Asthma can be life threatening. 
• Children with asthma should never be separated from their inhalers. 
• The children’s inhaler must be named. 
• It is  the parents responsibilities to ensure that inhalers are up to date 

and  that staff are kept informed of any dosage changes. 
• Those under the age of six should hand their inhalers in daily to their 

form teachers. 
• Those over the age of six can be responsible for their own inhalers, but 

should be monitored closely by an adult so that the recommended daily 
dosage is not exceeded. 

• Any problems should be discussed with the Headmaster. 
• A list of children's illnesses is available in the ‘Medical Alert’ book (in 

the staff room) and a copy should be filed in each class curriculum 
folder. 

 
Medical Room 
Our medical room is located by the playground door, next to the resources 
room and has a small space to treat grazes and cuts.  If it is necessary for the 
child to lay down then Red Room (playroom) in the EYFS building is an 
appropriate space with a sink and a bed which can be dedicated as a sick bay 
for the duration it is required with no negative impact on lessons. 
 
 



Record of accidents 
Any accident involving a child should be recorded on the appropriate 
Accident Sheets and the injury dealt with immediately.  The accident record 
sheets should be shown to the parent concerned so they may sign to confirm 
that they have been notified of the accident / injury.   
 
Head injuries must be reported to the Headmaster or, if he is not available, to 
a member of the Management Team or the School Secretary. Parents must 
be informed immediately. 
 
Kitchen staff should not treat any injuries at all unless there is a real 
emergency. 
 
IMPORTANT: Plastic gloves must be worn at all times when 
administering medication or First Aid to an injured person with an open 
wound or when changing wet or soiled clothing. 
 
 
Accidents Involving Staff 
Any accident which involves an ‘on duty’ member of staff, or involves a 
member of staff on School premises should be reported to the 
Headmaster.  Details of the accident and any action taken to alleviate the 
injury or otherwise should be recorded on the same Accident Sheets that 
accidents involving the children are recorded. 
 
Within 48 hours of any accident the matter should be discussed with 
the Headmaster to ascertain whether such accidents can be prevented from 
occurring in the future. 
 
The school reports all serious accidents to the Health and Safely Executive 
0845 300 9920 (RIDDOR). 
  
Accidents or sickness in the classroom 
If a child became ill or had a serious accident in the classroom the teacher 
would send 2 children to the school office. Younger children would be given 
the red triangle for that room to notify the secretary of where help is needed. 
The secretary would reach the Headmaster and call the appropriate services 
and the parents. 
 
Returning to school after illness 
Children who have had sickness or diarrhea must not return to school for 48 
hours after the symptoms have ceased. This part of the policy is enforced at 
the senior management team’s discretion. 
 
EYFS 
All of Stratford Preparatory School’s EYFS practitioners will be trained in 
Paediatric First Aid within three months of starting their position. 
 
Paediatric First Aiders are always present in the EYFS department and on 
trips. 



 

Review  

The Headmaster and School Manager review this policy every two years. The 
Headmaster may, however, review the policy earlier than this, if the 
government introduces new regulations, or if the Management Team receives 
recommendations on how the policy might be improved. 

 
02.05.2019 


