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1. Aims
The aims of our first aid policy are to:

e Ensure the health and safety of all staff, pupils and visitors
e Ensure that staff and governors are aware of their responsibilities with regards to health and safety
e Provide a framework for responding to an incident and recording and reporting the outcomes.

2. Legislation and guidance

e The Health and Safety (First Aid) Regulations 1981, which state that employers must provide adequate and
appropriate equipment and facilities to enable first aid to be administered to employees, and qualified first aid
personnel

e The Management of Health and Safety at Work Regulations 1992, which require employers to make an
assessment of the risks to the health and safety of their employees

e The Management of Health and Safety at Work Regulations 1999, which require employers to
carry out risk assessments, make arrangements to implement necessary measures, and arrange for
appropriate information and training

e The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, which state that
some accidents must be reported to the Health and Safety Executive (HSE), and set out the timeframe for this
and how long records of such accidents must be kept

e  Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of accident
records

e The School Premises (England) Regulations 2012, which require that suitable space is provided to cater for the
medical and therapy needs of pupils

3. Roles and responsibilities

3.1 Appointed person(s) and first aiders

The school’s appointed persons are Gill Ellis (Library Supervisor) and Billy Abbot-Vickers (Head of Year 9 — Pastoral).
They are responsible for:

e  Taking charge when someone is injured or becomesiill.

e  Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the contents of
these kits.

e  Ensuring that an ambulance or other professional medical help is summoned whenappropriate.

e  First aiders are trained and qualified to carry out the role (see section 7) and are responsible for:

e  Acting as first responders to any incidents; they will assess the situation where there is an injured or ill person,
and provide immediate and appropriate treatment.

e  Coordinating the sending home of students to recover, where necessary.

e  Filling in an accident report on the same day, or as soon as is reasonably practicable, after an incident (see the
template in appendix 1).


http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/2012/1943/regulation/5/made

3.2 The local authority and governing board

The London Borough of Barking and Dagenham has ultimate responsibility for health and safety matters in the
school, but delegates responsibility for the strategic management of such matters to the school’s governing board.

The governing board delegates operational matters and day-to-day tasks to the Headteacher and staff members.

3.3 The Headteacher

e  The Headteacher is responsible for the implementation of this policy, including:

e  Ensuring that an appropriate number of trained first aid personnel are present in the school at all times.

e  Ensuring that first aiders have an appropriate qualification, keep training up to date and remain competent to
perform their role.

e Ensuring all staff are aware of first aid procedures.

e  Ensuring appropriate risk assessments are completed and appropriate measures are put in place.

e Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that appropriate
measures are put in place.

e  Ensuring that adequate space is available for catering to the medical needs of pupils.

e  Reporting specified incidents to the HSE when necessary (see section 6).

3.4  Staff

School staff are responsible for:

e Ensuring they follow first aid procedures.
e Ensuring they know who the first aiders in school are.
e Informing the Headteacher or the School Business Manager of any specific health conditions or first aid needs.

4. First aid procedures

4.1 In-school procedures

In the event of an accident resulting in injury:

e The closest member of staff present will assess the seriousness of the injury and seek the assistance of a
qualified first aider, if appropriate, who will provide the required first aid treatment.

e The first aider, if called, will assess the injury and decide if further assistance is needed from a colleague or the
emergency services. They will remain on scene until help arrives.

e  The first aider will also decide whether the injured person should be moved or placed in a recovery position.

e If the first aider judges that a pupil is too unwell to remain in school, parents will be contacted and asked to
collect their child. Upon their arrival, the first aider will recommend next steps to the parents.

e Ifemergency services are called, the first aider or school office on their behalf will contact parents immediately.

e  The first aider or supervising member of staff will complete an accident report form on the same day or as
soon as is reasonably practical after an incident resulting in an injury.



During coronavirus: first aiders will follow Health and Safety Executive (HSE) guidance for first aid during
coronavirus. They will try to assist at a safe distance from the casualty as much as possible and minimise the time
they share a breathing zone. Treating any casualty properly will be the first concern. Where it is necessary for first
aid provision to be administered in close proximity, those administering it will pay particular attention to sanitation
measures immediately afterwards including washing their hands.

4.2 Off-site procedures

When taking pupils off the school premises, staff will ensure they always have the following:

e A school mobile phone
e Information about the specific medical needs of pupils
e The school will adhere to the first aid procedure of the place that is being visited

Risk assessments will be completed by the lead member of staff prior to any educational visit that necessitates
taking pupils off school premises.

Where the Risk Assessment deems it necessary a first aider will be allocated to go on school trips and visits.

During coronavirus: we will take account of any government advice in relation to educational visits during the
coronavirus pandemic.

5. First aid equipment
A typical first aid kit in our school will include the following:

e A leaflet with general first aid advice

e 20 individually wrapped plasters of assorted sizes

e 6 medium sized (approximately 12cm x 12cm) individually wrapped sterile unmedicated wound dressings
e 6 large sized (approximately 12cm x 12cm) individually wrapped sterile unmedicated wound dressings
e 2 Sterile eye pad bandages

e 4 individually wrapped triangular bandages

e Adhesive tape

e 6 Safety pins

e Disposable gloves

e Antiseptic wipes

e Scissors

e Burns dressings

No medication is kept in first aid kits.

First aid kits are stored in:
e The medical room


https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-coronavirus.htm

e  Reception (at the desk)

e  The school canteen

e School minibus

e Onein each year group classroom

6. Record-keeping and reporting
6.1 First aid and accident record book

e Anaccident form will be completed by the first aider or supervising member of staff on the same day or as
soon as possible after an incident resulting in an injury.

e  As much detail as possible should be supplied when reporting an accident, including all of the information
included in the accident form at appendix 1.

e A copy of the accident report form will also be added to the pupil’s educational record by the school office.

e Records held in the first aid and accident book will be retained by the school for a minimum of 3 years, in
accordance with regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then
securely disposed of [You should check whether your insurer requires accident records to be retained for a
longer period of time].

6.2 Reporting to the HSE

The School Office will keep a record of any accident which results in a reportable injury, disease, or dangerous
occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7).

The School Office on behalf of the Headteacher will report these to the Health and Safety Executive as soon as is
reasonably practicable and in any event within 10 days of the incident.

Reportable injuries, diseases or dangerous occurrences include:

e Death

e  Specified injuries, which are:

Fractures, other than to fingers, thumbs and toes.

Amputations.

Any injury likely to lead to permanent loss of sight or reduction in sight.

Any crush injury to the head or torso causing damage to the brain or internal organs.

Serious burns (including scalding).

Any scalding requiring hospital treatment.

Any loss of consciousness caused by head injury or asphyxia.

Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced

illness or requires resuscitation or admittance to hospital for more than 24 hours.

e Injuries where an employee is away from work or unable to perform their normal work duties for more than 7
consecutive days (not including the day of the incident).

e  Where an accident leads to someone being taken to hospital.

VVVVYVYVVYYVY

6.3 Notifying parents



The first aider or school office on their behalf will inform parents of any accident or injury sustained by a pupil,
any first aid treatment given, on the same day, or as soon as reasonably practicable.

6.4 Reporting to Ofsted and child protection agencies
The Headteacher or Designated Safeguarding Lead will notify Ofsted of any serious accident, illness or injury to, or
death of, a pupil while in the school’s care. This will happen as soon as is reasonably practicable, and no later than

14 days after the incident.

The Headteacher or Designated Safeguarding Lead will also notify the relevant local child protection agencies of
any serious accident or injury to, or the death of, a pupil while in the school’s care.

7. Training

All school staff are able to undertake first aid training if they would like to.
All first aiders must have completed a training course, and must hold a valid certificate of competence to show this.
The school will keep a register of all trained first aiders, what training they have received and when this is valid

until.

Staff are encouraged to renew their first aid training in good time before it expires

8. Monitoring arrangements

This policy will be reviewed by the Headteacher and appointed lead/s for first aid every 2 years.

At every review, the policy will be approved by the Governing Body

9. Links with other policies

This first aid policy is linked to the:

e Health and safety policy

e Policy on supporting pupils with medical conditions
e Trips and Visits Policy
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Accident / Incident Report Form Barking & Dagenham

Pleese call 020 724 5233 for 8 Lerger Font

This farm is to be used for all fypes of hazardous incidents including work related illness, disease, stress, violence and |
aggression, race’hate and motar vehicle accidents. When complefed your mangger should scan and email this to the
HRServices @ sd.lbbd.gov.uk ar send vis post to HR, Maritime Houwse, Barking, &s scon as possible [ideally within 24
heurs). Vielent or aggressive incidents should also be reported to the Securidy section. Any serious accidentfincident
must be reported immediately to your manager and the HR Service Centre on 020 3724 5233

Eﬁﬂ_& Ta.be completed by or for the person involved. (Please printin block capitals).

1. Injured Person Involved 3. Where and when did it
Flesse complete all sections an the farm oL Fom—mmmmmmmmmmm———m 1
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Irllame prinf} I —I : ! !
i | i i i i
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i Humber{s] 1 | 4. Injury Details
P . - e Sabatal st s s e mmm e 1
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| Department  Children end Young Feaple i I-—F;—rln——l ————————— T 4

i Injury Type H H

(= o -
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i
I
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| Member of Public/Visitar [ | e
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i Agency/Contracior O :Gccupahun i T Essm e
| e e
i - i 1
:_riflnii________________|_____________: ' Sentltakan tn hnanidal? : Tes D :
|_ _______________ J_!E____IZ_I ____________ 4
2. WhatHappened? A brief description. 1 Qutecome af visit : :
Continue an another sheet if necessary. : (f kpown! : :
i_ _________________________________ .: e e e e e e e e e e e e e e e e
i i
I i
| ! 5. Witness
| Y ety it 1
: . \ Mame L !
: : e o i
| | jCentegtmumbersl__L_______________ i
i : i Furtherinfarmetion and ! or statements ires 1]
i ! LAttasbad? e [ |
. I
: i
: : Ferson Complaeting Part A
i
| | Hame
e i (Block capitals)
O you consider this to be a hate fes ] Signature . ) .
mativated incident? Mo |:| Fleaze check box if sent vis email D
: — [Date
If yes, pleasze fill oud the hate incident form -
gvailable from the intranat: Involved person received a copy of this report? ]




EE_ELE_ Tg be completed by Manager/SupervisorlHead Teacher. (Fleaze printin block capitals).
Please ensure senior management are notified of serious accidentis, incidenis, danpgerous occcurrences

1. Investigation of the accidentlincident
As par of your investigations, are vou satisfied
that the incident occurred:

[~~~ -~~~ -—-------————————--—- r-——--

i At the date. time and locafion :’fes

y stated averlzaf? i Mo
o |_____

i Wers they authorised {o be :’fes

i daing this at the locafion? LNI}

2. Risk Assessments, Procedures of safe
waorking practice

|rI5 there 8 valid risk gssessment r’fes
: For the task? i Mo
m—m——mm e mm e m i m -
| Is there & current code of safe working | :is
: practice or procedurs for this wark and :
i has the employes been given a copy? :
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I .
L Date Givep: S
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Has instruction or training been
) . fes
given for the tazsk/eguipment atc. Mo
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Eguipment being used? He
If sa, what type
Did the injured person report fg. Yes

Wark the next werking day? Mo
If not, (and if known) how long
will they be absent from work?
Did the injured person finish their Ve
shift? Mo

If the emplayee is absent from work for 7 days or

mare {including gaa.saiking days) Flease contact
the HR Service Centre an 020 8724 5233,

4. Violence & Apggression only

Has & capy of this reparf been sent to the, ¥ 25
Security Manager, Finance & Resources Ne

Has counselling ar ather suppart Yes
been affered? Ho
Date Reaferrad

Were the police invalved? Yes
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Crime Reference Number

When were the police called?

When did the police armive?

5. When was the incident reported?
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o= e I
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Signature

Plagse check box if send via emsil [

Date




Office Use Only: Advisors Notes
Conly print if necessary

Please use the space below if you need to provide further information for any section of the form, or
if you hiave any additional comments.

Injured Person
Involved: Date of
Birth:
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