St Winifred’s* School, April House Nursery and Before and After School Care First Aid Policy


St Winifred’s* School* aims to provide a safe, caring environment for all members of staff and pupils. The safety and health of all of the community are of great importance.
Aims
· To provide appropriate medical attention to all pupils and staff as required.

· To provide comfort and security 

· To maintain contact and good communication with pupil and parents or carers.

First Aiders are on duty from 8am until 6pm.  We have a designated First Aid / Medical Room on the ground floor adjacent to the main school office where qualified First Aiders are available to administer first aid in the event of any accident or emergency or to help if someone is taken ill.  All First Aiders and Appointed Persons have their qualification updated every 3 years.
First Aiders

Miss J Oakley – First Aid at Work

Mrs B Middleton – Early Years First Aid 

Miss A Harvey – Early Years First Aid

Mr A Humphries – Early Years First Aid 

Mrs L Black – Early Years First Aid 

Mr A Barron – Early Years First Aid 
Mrs N Harrison – Early Years First Aid

Mrs M Collett – Life Saver

Mrs M Drake – First Responder Qualification

Appointed Persons – C A Pearcey, M Vernon, S Read, A Scott, H Green, M Adams, N Carter, S Willbourne, L Morris, L Yerbury, J Oakley, A Florey, M Al Hashimi, S Rye

Child Protection Liaison Officers – Mrs Carole Pearcey & Mrs S Read

Health & Safety  - Risk assessments – Mr Matt Vernon

First Aid boxes are situated in the First Aid Room, Transition Creative Area, Nursery, Art Room, Science Room and School mini bus. They are checked each half term but if stocks are depleted, please see the School Secretary to have them replenished. 

All new pupils (and staff) are given information on where to go for help in the event of an accident as part of their induction into the school.  

In our accident book we keep records of all accidents / injuries and ensure that they reviewed regularly in order, where possible, to minimise the likelihood of recurrence. Appropriate issues and accidents will be reported to the HSE under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

Parents will be contacted if their child suffers anything more than a trivial injury, if he or she becomes unwell or if we have any worries or concerns about their health.  

On admission to the school parents are required to complete the child’s medical information so that an appropriate record can be included in the Health List. This information should be constantly updated when further details are given by parents. Medical questionnaires are also received from parents at the start of the year giving information and consents regarding hospital treatment in preparation for any off site visits.
Parents should contact their child’s Form Teacher or the School Office if they wish to discuss any concern that they may have relating to their child’s health.

Staff should also inform the management of any relevant medical details which the school should be aware of with regard to staff, themselves.

Procedures 

In the event of any pupil or member of staff requiring medical attention, a child or member of staff should be sent or escorted to the Secretary’s office, adjacent to the medical room, depending on the nature of the problem or the age of the child.

In the case of a child in a class lesson, the class teacher at the time is responsible for reporting the incident to the Secretary, the First Aider, or in her absence, another appointed First Aider.

Following an accident of any concern an immediate record will be recorded in the Accident Book, kept in the First Aid room. The Duty Teacher or Class teacher or other member of staff present at the scene is responsible for recording the incident in the Accident Book It is vital that this record be kept so that reference can be made to the record at any later date. Staff will be able to refer to the file if there is a query. Completed forms/books are stored in a file in the First Aid room or school office.
Any treatment administered for illness or injury must also be recorded on this form, kept in the First Aid room. This is the responsibility of the First Aider or any other Appointed First Aider carrying out the treatment. 

The Duty Staff member dealing with a case, after making an initial judgment , must ensure that the child is either seen by the First Aider immediately or will inform the Teacher, who is next responsible for the child’s welfare, regarding any medical concern, so that the child’s condition can be monitored and further action taken if necessary. All staff dealing with the pupil for the remainder of the day will be asked to monitor the pupil.
Should an injury or illness be causing a child extreme distress or it is felt that he/she would be better at home or need the examination of a doctor then the parents or carers of the child will be contacted by the secretary or Form teacher dealing with the incident and the appropriate information given. The child will be kept in the First Aid room and closely observed until the parent arrives.

In the case of a head injury close supervision must be ensured. A letter must be sent home about the head injury and a phone call made to the parent at the time so the situation can be discussed. The letter sent home requires the parent’s acknowledgment.

A telephone call to parents is often required to confirm any further action. It is better to get advice than to make the wrong decision. A Form Teacher or Duty Teacher or After School Carer would speak to the parent at the end of the school day to communicate any details should contact during the day not be possible. 

If a child has suffered a more serious injury or is showing signs of an illness which requires hospital treatment it may be possible to take the child to the Casualty department of the nearest hospital by car with two members of staff or, in the case of an emergency, an ambulance should be called. In either case the parents or emergency contact person will be informed immediately. 

The Head Teacher or Senior Teacher should be advised of the situation but the main First Aider or appointed staff may have to make the decision about calling an ambulance immediately without consulting the senior management first. All relevant staff should be informed, especially the class teacher about to teach the child in the next lesson.

In all cases if there is any uncertainty or suspicion that a child has suffered a serious injury or is seriously unwell then an ambulance should be called immediately and initial first aid given until professional medical assistance arrives.

A record must be kept of any child leaving the school for medical reasons during the day so that all pupils are accounted for in the class registers.

A list of pupils suffering from particular complaints (e.g. Asthma. Eczema, epilepsy, diabetes, allergy, ADHD etc) should be kept in the school and all teaching staff given a copy for reference.

No medicines can be administered unless specific written instructions are given by the parent. This includes Paracetomol, Strepsils, etc.

Any allergy information must be checked in case it involves emergency treatment with drugs or epi-pen. Training for the use of epi-pens will be given to all staff.                                                                

All drugs should be kept in a locked place and the keys held by the School Secretary/ First Aider.

If a pupil has regular medication full written information and consent should be given to the school and the medication held in the medical room in a locked place and the medicine clearly labelled with the child’s name and details of dosage. Asthma inhalers must be clearly labelled with the child’s name and will be kept on the secretary’s desk for easy access by staff or the relevant pupil. In extreme circumstances, inhalers are kept in the classroom on the Form Teacher’s desk. 

Depending on the age of the child and the drug to be administered the child can sign the schedule sheet each time the drug is administered. This would be in consultation with the parent and depend on the particular case involved.

If a pupil is given temporary medication (antibiotics etc) it is expected that the parent also gives written consent and dosage details and the medicine is kept in a locked place in the medical room and the keys held by the First Aider/ Secretary.

It is essential that all treatment is logged on the appropriate sheet in the First Aid room.

When a pupil appears to have a recurring problem at school e.g. regular headaches, stomach aches etc the parent will be contacted and the situation discussed. Together the school (the Head Teacher, Senior Teacher or Form teacher) and the Parent/Carer will attempt to investigate the problem and advise on any further action. In the first instance any questioning of pupils should be done sensitively in order to discover any non medical causes.

A supply of sanitary protection should be kept in the First Aid room for pupils should it be needed.

Stock for the Medical room is ordered at the start of each school year. Checks should be made monthly and new supplies ordered or bought should any stock run low. The St Winifred’s minibus first aid stocks are checked by the caretaker and the Gregg School minibuses are checked by the Gregg School.
 A supply of first aid kit in a bag is kept in the First Aid room, should it be needed for off site activities and trips. A mobile phone is also taken. For school trips a list of emergency numbers from the pupil database should be taken by the trip organizer along with the medical questionnaire forms. It is also usual for the staff member organizing the offsite activity or trip to ensure that an adequate supply of first aid is taken along on the trip. The School secretary ensures that there is sufficient stock available.

When pupils are taken off site appropriate staffing for supervision should provided taking into account the type of activity taking place and allowing for the event of staff being used to deal with emergency situations.
Risk Assessments for all trips and sports events are carried out by the Senior Teacher in charge of Health and Safety. Signed copies of these are kept in the school office.
Hygiene
Plastic gloves are to be worn at all times when administering any form of first aid and dealing with any bodily fluids. Strict hygiene must always be maintained. Any items contaminated with bodily fluids must be disposed of in the yellow bags provided. Any children’s clothing should be placed in a plastic bag and fastened securely ready to take home.
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