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St Mary Magdalene’s RC 

Primary School, Burnley 

First Aid Policy  

 

 
School Mission Statement: 

St. Mary Magdalene’s is a Roman Catholic School. 
Within our community, we seek to live within the Catholic faith as a family.                                                                               

Each child is a gift valued as a unique individual made in the image of God the father, Son and Holy Spirit.  
We seek to share our ethos through prayer, forgiveness, loving, sharing and caring.  

In all aspects of life, we follow the teachings of Jesus and, through prayer, we are guided by asking ourselves 
‘What Would Jesus Do?’ 

‘Love one another as I have loved you’ 

Review 
This policy will be reviewed annually or in response to Government of LA initiatives/incidents.   
 
Policy reviewed and updated October 2020 by:  
Mrs B Parkinson – Headteacher  
Mrs Jackie Graham - Deputy Headteacher  
 
Governor Ratification:  
 
Date: ________________                            
 
Signed: ________________ 
 
Name: _______________ 
 

To be reviewed October 2021 or before  
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General Statement/Introduction  
It is our policy to ensure that appropriate first aid arrangements are in place for our children, staff and any 
visitors to our premises.  This includes providing sufficiently trained employees for our needs and 
maintaining an adequate supply of first aid equipment.  It also involves providing enough information to 
staff to enable first aid assistance to be sought during normal school hours.  
 
The Legal Position  
Our duty to provide first aid at work is governed by the Health and Safety (First Aid) Regulations 1981. 
These require us to carry out a risk assessment to determine what first aid facilities and personnel are 
necessary to meet the needs of our school.  This policy: 
 

1. Gives clear structures and guidelines to all staff regarding all areas of first aid  
2. Clearly defines the responsibilities of all staff  
3. Enables staff to see where their responsibilities end  
4. Ensures good first aid cover is available in the school and on visits. 

 

First Aid Training  

All staff undertaking First Aid duties will be given full training in accordance with current legal 
requirements.  A copy of their certificate will be held on file in the main office.  Members of staff receive 
regular training in First Aid, with several staff members trained in Paediatric First Aid.   In Reception Class 
there is always at least one staff member with Paediatric first-aid training. The school has nominated first 
aiders for playtimes and lunchtimes.  There is always a designated first-aider onsite.   Information on the 
current first-aider will be provided on staff notice boards.  
 
Appointed Persons  
The Headteacher is the appointed person within the school to take charge when someone is injured or 

becomes ill and call the emergency services if required.  In the absence of the Headteacher the Deputy 

Headteacher will carry out this role.  

 

Procedures & Responsibilities of First Aid Personnel  
To carry out their duties effectively, first aid personnel have the following duties and responsibilities.  First-
aiders are responsible for:  

 Responding promptly to all requests for assistance  

 Summoning further help if necessary  

 Looking after the casualty until recovery has taken place or further medical assistance has arrived  

 Reporting details of any treatment provided.  

 Looking after the first aid equipment and ensuring that containers are re-stocked when necessary.  
 

The following are general first-aid related procedures to be followed by all staff:  

 If you are aware that anyone on the school premise has been taken ill, or has had an accident, call 
another member of staff for assistance.  

 A list of First Aiders can be found on the noticeboard in the staffroom.   

 All accidents need to be recorded in the Accident Book kept in the Year 1 classroom.  

 All cuts and grazes should be washed and if possible left uncovered.  Creams etc. are not 
permitted/necessary.  

Accident and Injury Reporting  
All first-aid incidents are recorded in the first-aid record book whenever any first aid has been 
administered to a child.  Where appropriate parents/carers are informed in person and in the case of head 
injuries a letter is sent electronically to parents.  The child is given a bump to the head sticker to wear to 
inform all staff of the injury should they deteriorate.    
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If the first aider deems it appropriate, they call parents/carers and invite them to come into school to 

decide whether the child needs further medical attention or whether the child needs to go home.  

Where a child has a serious injury or injury to the head, the first aider should inform the Headteacher or 

Deputy Headteacher who will decide whether parents/carers should be contacted immediately.    

Calling the emergency services  
In the case of major accidents, it is the decision of the Headteacher or Deputy Headteacher to decide if the 
emergency services are to be called.  If a member of staff is asked to call the emergency services, they 
must:  

1. State what has happened  
2. The child’s name  
3. The age of the child  
4. Whether the casualty is breathing and/or unconscious  
5. The location of the school  

 

In the event of the emergency services being called, a member of staff should wait by the school gate and 
guide the emergency vehicle.  If the casualty is a child, their parents/carers are contacted immediately and 
given all the information required. If the casualty is an adult, their next of kin are called immediately.  All 
contact numbers for children and staff are clearly located in the school office.  
 
First Aid Kits/Boxes 
First Aid boxes can be found in: 

 Adjacent to the staff toilets in the First Aid cupboard  

 In the old Year 1 Classroom in a labelled first aid box.  

 Any loss or damage to first aid equipment must be reported to our School Bursar. 

 If a first aid kit is poorly stocked, this should be reported to Hollie Hope  

 All staff on visits out of school are always expected to carry a first aid kit with them.  

Dealing with Visitors Requiring First Aid  
It is our policy to offer first aid assistance to visitors on our premises.  Should a visitor feel unwell or have 
an accident, then the employee supervising their visit should call for a first aider/appointed person.  If the 
visitor has had an accident, the employee supervising their visit is responsible for ensuring that an entry is 
made in the accident book/form.  
 
Children with Medical Needs (see also separate Supporting Children with Medical Needs Policy)  
A list of children who have inhalers, epi-pens or who have diabetes etc. is kept in the Blue Folder and a 
copy kept on file in the main office and on the staff server.  The location of each child’s EpiPen or inhaler 
will appear alongside the child’s name.  A green cross identifies the location of inhalers in every classroom. 
 
This school keeps an emergency Salbutamol inhaler & spacer in school for emergencies.  
From 1st October 2014 the Human Medicines (Amendment) (No. 2) Regulations 2014 allows schools to buy 
Salbutamol inhalers, without a prescription, for use in emergencies.  The emergency Salbutamol inhaler 
should only be used by children, for whom written parental consent for use of the emergency inhaler has 
been given, who have either been diagnosed with asthma and prescribed an inhaler, or who have been 
prescribed an inhaler as reliever medication.  The inhaler can be used if the pupil’s prescribed inhaler is not 
available (for example, because it is broken, or empty).  
 
Keeping an inhaler for emergency use will have many benefits.  It could prevent an unnecessary and 
traumatic trip to hospital for a child, and potentially save their life.  Parents are likely to have greater peace 
of mind about sending their child to school.  School staff have been trained by the School Nurse on Asthma 
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and administering inhalers with spacer devices.  (Tipping the inhaler not shaking); ensuring they know what 
to do in the event of a child having an asthma attack.  
 
St Mary Magdalene’s has an Asthma register of children in the school that have been diagnosed with 
Asthma or prescribed a reliever inhaler.  A copy of this is kept on the server, in classroom Blue Folders and 
in the First Aid Folder and includes whether parental consent has been gained. 
  
Review  
We are also required to review this Policy periodically to ensure that current provision is adequate. In 
order to comply with these Regulations, our assessment has considered a number of factors, including the 
following:  

 Size of school  

 Type of school  

 Building layout  

 Past history of accidents  

 Times and activities where most accidents take place  

 

School Defibrillator  

The School’s Defibrillator is mounted on the wall outside the Site Supervisor’s Room.     

You can use an AED (Automated External Defibrillator) with no training. The machine analyses someone’s 

heart rhythm and then uses visual or voice prompts to guide you through each step.  

• First, make sure someone has called for an ambulance, and, if an AED isn’t immediately available, give 

CPR (cardiopulmonary resuscitation) until someone can bring you an AED.  

• As soon as you’ve got an AED, switch it on. It will immediately start to give you a series of visual and 

verbal prompts informing you of what you need to do. Follow these prompts until the ambulance arrives or 

someone with more experience than you take over.  

• Take the pads out of the sealed pack. Remove or cut through any clothing and wipe away any sweat from 

the chest – there are different sizes for adults and children.  

• Remove the backing paper and attach the pads to their chest.  

• Place the first pad on their upper right side, just below their collarbone as shown on the pad  

• Then place the second pad on their left side, just below the armpit. Make sure you position the pad 

lengthways, with the long side in line with the length of the their body  

• Once you’ve done this, the AED will start checking the heart rhythm. Make sure that no-one is touching 

the person. Continue to follow the voice and/or visual prompts that the machine gives you until help 

arrives.  

Sick and unwell children  
If a child is unwell the office staff should be informed.  Parents will be contacted and informed about 
collecting his/her child.  Staff need to take the decision whether to keep the child in class until collected.  
Any child with Covid-19 symptoms must be isolated in the disabled toilet until collected.  A member of staff 
will supervise the child until collected.   If a child has sickness or has diarrhoea then the child needs to 
remain off school for 48 hours – parents to be reminded of this when collecting their child.  


