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FIRST AID POLICY
The First Aid procedure at Belvue School is in operation to ensure that every student, member of staff and visitors will be well looked after  in the event of an accident, no matter how minor or major.

It is emphasised that the team consists of qualified First Aiders and not trained doctors or nurses.

In the event of an accident all members of the school community should be aware of the support available and the procedures to activate this.

The purpose of the Policy is therefore:

· To provide effective, safe First Aid cover for students, staff and visitors.

· To ensure that all staff and students are aware of the system in place.

· To provide awareness of Health & Safety issues within school and on school trips, to prevent, where possible, potential dangers or accidents.

· To make explicit staff and governors responsibility with regards to Health and Safety (First Aid) Regulation 1981.
NB The term FIRST AIDER refers to those members of the school community who are in possession of a valid First Aid at work certificate or equivalent.
Roles and Responsibilities
1.  FIRST AIDERS will:
· Ensure that their qualifications are always up to date.

· Always attend a casualty when requested to do so and treat the casualty to the best of their ability in the safest way possible. This includes wearing gloves where any loss of blood or body fluid is evident, calling for help from other First Aiders or Emergency Services.

·  Help fellow First Aiders at an incident and provide support during the aftermath.

· Act as a person who can be relied upon to help when the need arises.

· Ensure that their portable first aid kits are adequately stocked and always to hand.

· Insist that any casualty who has sustained a significant head injury is seen by professionals at the hospital, either by sending them directly to hospital or by asking parents to pick up a child to take them to hospital; ensure that parents are aware of all head injuries promptly.

· Ensure that a child who is sent to hospital by ambulance is either:

Accompanied in the ambulance at the request of paramedics.

Followed to a hospital by a member of staff to act in loco parentis if a relative cannot be contacted.

Met at hospital by a relative.
The First Aider need not be the member of staff to accompany the casualty to hospital, however, an appropriate person should be sent. 

Liaison must occur with Tamsin in the school office, to ensure that lessons are covered in the event of an absent TA.

· Keep a record of each student attended to, the nature of the injury and any treatment 

     given, in the book provided in the First Aid Room. In the case of an accident, the 

     Accident Book must be completed by the appropriate person.

· Ensure that everything is cleared away, using gloves, and every dressing etc. be put in a yellow bag for contaminated/used items and sealed tightly before disposing of the bag in a bin. Any bloodstains on the ground must be washed away thoroughly. No contaminated or used items should be left lying around.
1.2 THE GOVERNING BODY will:
· Provide adequate First Aid cover as outlined in the Health & Safety [First Aid] Regulations 1981.

· Monitor and respond to all matters relating to the health and safety of all persons on school premises.

· Ensure all new staff are made aware of First Aid procedures in school.

1.3 HEADS AND ASSISTANT HEADS OF SCHOOL will:

· Ensure that on admission to the school, parents/carers complete student information forms

· Ensure that they always obtain the history relating to a student not feeling well, particularly in the cases of headaches, to ensure that no injury has caused the student to feel unwell.

· Ensure that in the event that an injury has caused a problem, the student must be referred to a First Aider for examination.

· At the start of each academic year, provide the first aid team with a list of students who are known to be asthmatic, anaphylactic, diabetic, epileptic or have any other serious illness.

· Have a file of up to date medical consent forms for every student in each year and ensure that these are readily available for staff responsible for school trips/outings. 
1.4 TEACHERS will:
· Familiarise themselves with the first aid procedures in operation and ensure that they know who the current First Aiders are.

· Be aware of specific medical details of individual students when published

· Ensure that their students/TAs are aware of the procedures in operation.

· Never move a casualty until they have been assessed by a qualified First Aider unless the casualty is in immediate danger.

· Send for help to Reception as soon as possible either by a person or telephone, ensuring that the messenger knows the precise location of the casualty. Where possible, confirmation that the message has been received must be obtained.

· Reassure, but never treat, a casualty unless staff are in possession of a valid Emergency Aid in Schools Certificate or know the correct procedures; such staff can obviously start emergency aid until a First Aider arrives at the scene or instigate simple airway measures if clearly needed.

· Send a student who has minor injuries to the medical room if they are able to walk where a First Aider will see them; this student should be accompanied by a TA..
· Send a student who feels generally ‘unwell’ to their respective V Tutor and not to a First Aider, unless their deterioration seems uncharacteristic and is causing concern.

· Ensure that they have a current medical consent form for every student that they take out on a school trip which indicates any specific conditions or medications of which they should be aware.

· Have regard to personal safety.
2.  Medical Records 
All parents fill in a medical questionnaire when a child is admitted into the Junior 

School, the medical questionnaire is filed in the pupil’s file, which is kept for three 

years after the child has left the Junior School. All records are then destroyed. The 

information on the medical questionnaire is tallied to any medical questionnaire 

completed for Off Site Visits/Educational Trips and is updated if necessary.
3.  Medical List 
The medical list names children whose medical circumstances require special notice 

and is issued and updated termly and also when a new child joins the school, or when 

a parent alerts us to a medical change in a current pupil, by and office staff sotre this information on the system. The list is circulated to all staff at the beginning of each term. 

Staff should consult the medical list in order to know which children in their classes 

suffer from allergies, asthma, epilepsy, diabetes and so on. Information concerning 

children who may suffer from anaphylactic shock is circulated to all members of staff 

and is displayed in the First Aid Room and the Staff Room.
4.1  First Aid Room 
Belvue has a designated First Aid room for the treatment of minor cuts and 
abrasions, and has a bed, should it be required. Cotton wool, and plasters are kept in a 

cupboard. Safety gloves are provided and must be used for any dealings with a 

bleeding wound or other body fluid (faeces, urine and vomit). Clear hygiene 

arrangements are in place and guidance is available from the Mr Byrne. Gloves 

are provided in First Aid kit. All used items should be placed in a plastic bag and disposed 

of in a clinical waste bin. If possible the area should be cleaned with neutral detergent 

such as washing up liquid. 
4.2  An accident book is kept in the First Aid room to record all accidents and First Aid interventions and includes the following information:  

· Date and time of the incident
· Student’s name

· Occurance

· Action taken

· Diary entered and teacher informed

· Accident form given to Mr Byrne

  This must be completed in full after each interval and signed.
4.3  The room also contains a fridge in which medicines are stored. If a child has been prescribed short-term medication to take during the day, an indemnity form is completed by the parent. Permission to administer analgesics is given when a child starts at the school. 

There is also a lockable medicine cabinet in which asthma inhalers and epi-pens are 

kept (the key is kept in the key cabinet in the school office) If a child 

suffers from an allergy and has been prescribed an epi-pen, their photograph and the 

medical protocol to be followed in the event of an emergency, is taped to the wall of 

the First Aid room and the Staff Room. The same medical protocol and photo are 

given to the Catering Manager if the child suffers from a food allergy.  

If it is thought necessary that a child is sent home, the vertical tutor, in consultation 

with the Head of House , will make the final decision. The child must be collected 

through the main office to ensure that the child is signed out.
5.  Information for staff relating to the administration of medicine in school

No medicine can be administered unless clear written instructions to do so have been obtained from a doctor

Medical Form 2 (see appendix 1) must be completed.

The school reserves the right to refuse responsibility for the administration of medicine in some instances

Children who are acutely ill and who require a short course of medication e.g. antibiotics, will normally remain at home until the course is finished. Antibiotics in liquid form cannot be administered at school

Medicines can only be administered by named individual members of school staff in order to prevent any errors occurring

Each dose given must be recorded in the file for that purpose and countersigned

All medication must be clearly labelled with the child’s name, mode of administration, dosage, frequency and the name of the medication being given.

Any changes to medication must be reported to the school in writing.
Form 3 must be completed and signed by the Headteacher before any medication can be administered

Copies of Form 2 and 3 must be kept in the child’s main file in the office.
6.  Accident Reporting.
The Governing body will implement the LA’s procedures for reporting:
• all accidents to employees

• all incidents of violence and aggression.
The Governing body is aware of its statutory duty under RIDDOR in respect of reporting

the following to the Health and Safety Executive as it applies to employees.
• An accident that involves an employee being incapacitated from work for more

   than three consecutive days.

• An accident which requires admittance to hospital for in excess of 24 hours.

• Death of an employee.

• Major injury such as fracture, amputation, dislocation of shoulder, hip, knee or

  spine.
For non-employees and pupils an accident will only be reported under RIDDOR:
• where it is related to work being carried out by an employee or contractor and the

   accident results in death or major injury, or;

• It is an accident in school which requires immediate emergency treatment at   

Hospital.
For each instance where the Head teacher considers an accident to a visitor or pupil is

reportable under RIDDOR the advice of the authority will be sought.

Where a pupil has an accident it will be reported to the LA using the ___________ form..

All accidents to non-employees (e.g.) visitors which result in injury will be reported to

the authority, using the ____________form.
7.  Pupil accidents involving their head.
The Governing body recognise that accidents involving the pupil’s head can be

problematic because the injury may not be evident and the effects only become

noticeable after a period of time.

· Where emergency treatment is not required, parents will be contacted by phone a ‘Head bump’ letter will be sent home with the child.

· Head bump forms are kept in the school office.
· The child’s TA will be informed to keep a close eye on the child incase of deterioration.
· The child’s passenger assistant will be informed to keep a close eye on the child incase of deterioration.

8.  Transport to hospital or home.

· The head teacher will determine what is a reasonable and sensible action to take

            in each case.

· Where the injury is an emergency an ambulance will be called following which

           the parent will be called.

· Where hospital treatment is required but it is not an emergency, then the Head

           teacher will contact the parents for them to take over responsibility for the child.

· If the parents can not be contacted then the Head teacher may decide to transport

           the pupil to hospital

Where the Head teacher makes arrangements for transporting a child then the following

points will be observed:

· Only staff cars insured to cover such transportation will be used.

· No individual member of staff should be alone with a pupil in a vehicle.

· The second member of staff will be present to provide supervision for the injured

           pupil.
9.  Personnel.

9.i Appointed persons:
· Helen smith

9.ii Emergency First Aiders:

Ronnie Byrne – Premises Manager

Claire Preston – School Business Manager
Sukhveer Virdee – Teaching Assitant
Julie Bell – Teaching Assistant

Adiba choudry – Teaching Assistant

Umi Patel – Teaching Assistant
Chris Van Santen – Teaching Assistant

Annette Hennessy – Teaching Assistant

Debbie Powell – Teaching Assistant

Mike Murray – Teaching Assistant

Sandra Stapleton – Teaching Assistant

Pauline Lee – Teaching Assistant

Leigh Dron – Teaching Assistant

Madeline Attorre – Teaching Assistant

Agnieska Grodzka – Teaching Assistant
Debbie Bloomfield – Teaching Assistant

Mark Squire – Teaching Assistant
Simon Roberts – Teacher

Mike Futtit – Teacher

Jackie Hennessey – Teaching Assistant/SMSA

Pat Chaiboub – SMSA/Passenger Assistant

Carol Hulusi – SMSA

Aqlima Mohabzadeh – SMSA

Marina Attorre – SMSA

Emma Spry – Teaching Assistant/SMSA

Rosalie Franklin – Teaching Assistant/SMSA

 

 


















