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Mission 

Together we love, learn, follow Jesus 

Vision 

At St Joseph’s Catholic Primary School, through an open and generous heart, we learn together as a family in faith, 
following the gospel values of love. 

Values 

Hope    Thankfulness    Collaboration    Compassion    Friendship Resilience    Empathy    Creativity    Justice     Respect 

 

The Aim of our First Aid Policy 

• To ensure the health & safety of all staff, pupils and visitors 

• To ensure that staff and governors are aware of their responsibilities with regard to health & safety 

• To provide a framework for responding to an incident and recording and reporting the outcomes 

• To ensure school has sufficient first aid trained staff available to care for children or adults as the 
need arises 
 

Roles and responsibilities 
St Joseph’s Catholic Primary School has record keeping system that shows when training for each first aider 
needs to be updated (Appendix 1). The list of trained first aid staff is displayed around school – in the staff 
room and with each first aid box. 
As well as staff who have trained in First Aid at Work/For Schools, there are also staff who have completed 
the Paediatric First Aid qualification.  
School has a rolling programme to ensure as many staff as possible have undertaken the appropriate levels 
of first aid training.  
 
Trained staff are responsible for: 

➢ Taking charge when someone is injured or becomes ill including all staff, pupils and visitors to the 
premises 

➢ Summoning paramedics / professional medical help when appropriate  
➢ Acting as first responders to any incident, assessing the situation and providing immediate and 

appropriate treatment 
➢ Completing an accident report as soon as practicably possible after administering treatment 

 
First Aid kits  
First aid kits are stored in the KS2 corridor, in the EYFS/Yr 1 classroom area; by the handwash sink in the 
school hall and in the “grab bag” outside the school office. 
School will ensure there is an adequate supply of materials in the kits. Additional resources are kept in the 
cupboard in the accessible toilet. 
 
Record Keeping / Accident Books  
Accident books are located in the drawers next to the sink in the KS2 corridor and outside the EYFS/Yr 1 
classrooms. All completed accident forms (Appendix 2) are stored in school in a secure and confidential 
manner. Records should include at least the following: 

➢ Name of the patient 
➢ Date, time and circumstances of the accident 
➢ Details of the injury suffered and treatment given 
➢ Name of the First Aider 
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➢ Details of what happened to the person afterwards 
 
If First Aid is administered to a child, a record is sent home (Appendix 3) and a receipt kept with the 
Accident Form in the school office. 
Any bump to the head, no matter how minor is treated as important. Parents and carers are always 
informed by written report or a telephone call detailing that their child has had a bump to the head and the 
signs and symptoms of head injuries they should look out for.  
A copy of the record of the incident is sent home with the child at the end of the school day. (Appendix 4). 
The child’s teacher is informed and advised to monitor the child.  
 
“Work incidents” for staff must be reported via the Oracle Fusion system for employees of LCC or via a 
paper equivalent form for visitors to the premises and none LCC employees. Where appropriate, paper 
forms are kept in the Medical Needs / Forms file in the school office. (Appendix 5). Oracle Fusion forms 
should be completed with the School Business Support Officer. 
For major accidents / incidents, the Headteacher must decide whether it is reportable under the Reporting 
of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR). If so, the form must be 
completed as soon as practicable afterwards. and RIDDOR accidents must be completed online to the HSE 
via https://www.hse.gov.uk/riddor/report.htm 
 
First Aid Procedures 
In School: 

• The closest member of staff will assess the seriousness of any injury and seek the help of a qualified 
first aider who will, if appropriate, administer treatment 

• The qualified first aiders will assess the injury and if they decide further assistance is required for a 
colleague or the emergency services, they will remain on scene until help arrives 

• The first aider will decide whether the injured person should be moved or placed in the recovery 
position 

• If it is deemed a child is too unwell to remain in schools, parents will be contacted using the up-to-
date contact details stored in SIMs and asked to collect their child 

• If the emergency services are called, the Headteacher or School Business Support Officer will 
contact parents if the casualty is a child; next of kin should be called for an adult – contact numbers 
for pupils are kept on SIMS and for staff in the blue box next to the telephone in the school office. 
If the emergency services are to be called, staff are expected to support and assist the trained first 
aider in their decision. If a member of staff is asked to call the emergency services, they must,  
1. Dial 999 – ask for the ambulance service 

2. State whether the casualty is breathing and/or unconscious 

3. Give brief details of the casualty; request an ambulance to attend St Joseph’s Catholic Primary 
School, Bournes Row, PR5 0DQ and ask them to report to the staff car park 

4. Arrange for a member of staff to wait by the staff car park gate and escort the crew to the 
location of the incident 

Off Site: 
When taking pupils off the premises, staff should ensure they have the following: 

• Means of contacting school – either from the location of a school trip / visit or via mobile phone if 
appropriate 

• Portable first aid kit 

https://www.hse.gov.uk/riddor/report.htm
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• Information about the specific medical needs of pupils 

• Inhalers where appropriate 
Risk assessments are to be completed prior to any education visit that involves taking pupils off the school 
premises. As required by the statutory framework for the Early Years Foundation Stage, there will always be 
a least one first aider with a current Paediatric First Aid certificate. 
Staff to inform school as soon as a child’s needs are met if an injury is sustained while on a visit or other off-
site activity. 
 
 
Appendix 1 
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