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1. Introduction 
 

1.1 Paddington Academy is committed to ensuring that every pupil, every member of 
staff and every visitor to the School will be provided with adequate first aid in the 
event of an accident or illness, no matter how minor or major.  

1.2 As the employer United Learning retains overall responsibility for Health and Safety 
of all staff, students and visitors including parents and contractors. 
 

 
2. Statutory framework and other guidance 

 
2.1 This policy complies with the guidance contained within: 

- DfE Guidance on First Aid in Schools update 2014 
- Managing Medicines in Schools and Early Years Settings (Department for 

Education and Skills / Department for Health) 2004 
- Health and Safety at Work etc Act 1974 (HSWA) 
- The Health and Safety (First-Aid) Regulations 1981 
- Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 

(RIDDOR) 
- DfE Guidance ‘Supporting Pupils at Schools with Medical Conditions’ 2014 

 
 

3. Links to other policies and practice 
 

3.1 The First Aid Policy should be read in conjunction with the following areas of School 
policy: 
- Health and Safety Policy 
- Supporting Pupils with Medical Needs Policy  
- Safeguarding and Safer Recruitment Policy  
- Equality Objectives 
- No Excuses Behaviour Policy  
- SEND Policy  
- Use of Restraint Policy 
- Educational Trips and Visits Policy 

 
 
  



4. Principles 
 

4.1 The following framework underpins the approach to First Aid at Paddington 
Academy : 

- Safety is paramount at all times; 
- All members of the school community are aware of the procedures to 

follow in the event of an accident, the support available and the role that 
they play; 

- Pupils and staff are familiar with the first aid procedures in operation and 
know who the current First Aiders are and how they can be located; 

- Effective management systems are in place to support individual students  
with medical needs; 

- First aid provisions are available at all times while pupils or employees are 
on school premises, and also off the premises whilst on visits or trips; 

- All incidents involving medical assistance are properly recorded 
- Students should feel valued and cared for as individuals at all times at 

Paddington Academy. 
 
 
 

5. Roles and responsibilities for First Aid Policy 
 

Pupils - To report any accident or illness to a member of staff as soon as 
possible to ensure that appropriate provision can be made 
swiftly. 

Parents - provide sufficient and up-to-date information about their 
child’s medical needs, including details care requirements; 

- provide medication as required and collect medication that has 
passed its expiry date; 

- update the School with any changes to medical care 
requirements as soon as known. 

All staff - To use their best endeavors at all times, particularly in 
emergencies, to secure the welfare of students in the same way 
that parents might be expected to act towards their students . 
In general the consequences of taking no action are likely to be 
more serious than those of trying to assist in an emergency; 

- To be familiar will the information provided on First Aid as part 
of their induction programme, in the staff handbook and on the 
notice board in the staff room which is regularly updated by the 
Health and Safety Appointed Person; 

- To take precautions to avoid infection and follow basic hygiene 
procedures; 

- If agreed to, administer medical procedures as part of an IHCP 
only when trained in the appropriate procedures; 

- Read and familiarise themselves with IHCPs for pupils. 

First Aiders - First aiders must be trained on a course approved by the Health 
and Safety Executive (HSE); 

- First aiders must refresh or re-train at least every 3 years; 
- Give immediate help to casualties with common injuries or 

illnesses and those arising from specific hazards at school; 



- When necessary, ensure that an ambulance or other 
professional medical help is called; 

- Carry a school phone at all times when on duty; 
- In the case of serious injury or illness, contact the parent/carer 

of the student requiring First Aid on the day that the incident 
occurred, before the student goes home; 

- Complete the First Aid Record after every incident; 
- Administers prescribed medicines as outlined in this policy. 

Unless it is specified in a contract being a first aider is a voluntary activity 
and no employee can be required to undertake training. 

Lead First Aider - Takes charge when someone is injured or becomes ill; 
- Looks after the first-aid equipment e.g. restocking the first-aid 

containers, ensuring the location of equipment is appropriate;  
- Ensures that an ambulance or other professional medical help 

is summoned when appropriate; 
- Liaises with Business Manager in organising training for First 

Aiders, and ensures that they are sufficient in number at all 
times; 

- Informs staff of any pupils for whom medical conditions may 
impact on participation, in particular PE; 

- With Business Manager - re-assess the First Aid requirements 
on an annual basis, and ensures there are appropriate 
procedures for monitoring and reviewing the School’s 
requirements; 

- Responsible for ensuring all aspects of this policy are 
implemented; 

- Reviewing the effectiveness of this policy annually and 
amending as appropriate. 

School Nurse  
(external 
position)  

- Provide advice and guidance to academy staff on dealing with 
student medical needs and first aid when appropriate; 

- Meet with students and advise of any concerns to the 
appropriate staff member; 

- Ensure student confidentiality at all times; 
- Adhere to academy safeguarding policy.   

Principals  - Responsible for ensuring this policy is adhered to, and that all 
staff are trained appropriately; 

- Responsible for communicating First Aid arrangements to 
parents and carers 

- Responsible for communicating the contents of this Policy to all 
staff 

Local Governing 
Body 

- Responsible for ensuring that Health and Safety policies are in 
place and up to date, and adhered to. 

United Learning - As the employer, makes sure that their insurance arrangements 
provide full cover for claims arising from actions of staff acting 
within the scope of their employment; 

- Retains overall responsibility to ensure that the statutory 
requirements for provision of first aiders are met, that 
appropriate training is provided and that correct procedures are 
followed for all Health and Safety matters. 

 
 



6. Implementation 
  

 
Assessment of First Aid Requirements 
 

6.1 The Health and Safety Co – ordinator or deputy carries out risk assessments of the 
whole school and all related activities (see Health and Safety Policy).  These take 
place at least annually and when circumstances alter either personally or by middle 
leaders. Recommendations on measures required to prevent or control identified 
risks must be forwarded to the Principal/Business Manager. 

6.2 The Principal/Business Manager considers the findings of the annual risk 
assessment in determining appropriate first aid provision including the number of 
first aid personnel required (there is no set number for size of school, but rather 
depends on the risk  assessment). Particular consideration is given to issues arising 
from: 

- the current size of the School, and it’s future growth; 
- the age range of the pupils; 
- the accommodation of all parts of the School; 
- the proximity of pupil activity to any building works, both within the 

building and in outside space; 
- the needs of staff and students with special health needs or disabilities; 
- off site P.E.; 
- residential activity and off site visits; 
- the number and location of Science labs, DT and Art rooms; 
- adequate cover in case of absence; 
- adequate cover at breaks and lunchtimes: 
- out of hours provision e.g. clubs and events. 

6.3 Arrangements are made to ensure that the required level of cover of both First 
Aiders and Appointed Persons is available at all times when anyone is on the school 
premises. 

6.4 Following the current risk assessment the Principal has determined that there 
should be first aid personnel, on each of the three main floors of the Academy 
building. These are: 
 

- Lead First Aider Year 9 Office - Second Floor – Yellow Side  
- First Aider 1 – Inclusion Corridor Second Floor or Isolation Office Ground 

Floor   
- First Aider 2– Careers First Floor  
- First Aider 3– Careers First Floor 
 
In addition other staff have undertaken the St Johns Ambulance (September 
2016 and January 2018) short first aid course and can be called upon should 
there be a requirement. These comprise of staff in pastoral/support roles who 
are working primarily in the Key Stage teams.  

 
  
 
 
 
 
Communication about First Aid Provision 



 
6.5 All staff, pupils and visitors at Paddington Academy must be clear on about First 

Aid provision, including: the location of equipment, facilities and first-aid 
personnel, and the procedures for monitoring and reviewing the school's first-aid 
needs. 

6.6  First Aid notices are on display in prominent places around the School, including 
at least one on each floor of each phase of the building, as well as in the staff room 
and communal pupil areas. 

6.7 First Aid information is included in the Staff Handbook which is given to all 
members of staff as part of their induction, and the Blue Book which is given to all 
parents annually. 

6.8 The receptionist should be notified of any First Aid concerns immediately (by staff 
or pupils).  He/she will contact the First Aider on duty (either physically locating 
them, or via mobile phone). 

 
 
First Aid Provision 
 

6.9 First Aid Containers are located throughout the academy, with at least one on each 
floor of the academy.  A travelling container is available from Reception and must 
be taken on all trips and visits, including off-site PE. Each year team office also has 
a small first aid kit.  

6.10 All first-aid containers are marked with a white cross on a green background. The 
minimum provision of first-aid items in each container is: 
- a leaflet giving general advice on first aid  
- 20 individually wrapped sterile adhesive dressings (assorted sizes); 
- two sterile eye pads; 
- four individually wrapped triangular bandages (preferably sterile); 
- six safety pins; 
- six medium sized (approximately 12cm x 12cm) 
- Individually wrapped sterile unmedicated wound 
- dressings; 
- two large (approximately 18cm x 18cm) sterile individually wrapped 

unmedicated wound dressings; 
- one pair of disposable gloves. 

6.11 The travelling First Aid container contains a minimum of: 
- a leaflet giving general advice on first aid.  
- six individually wrapped sterile adhesive dressings; 
- one large sterile unmedicated wound dressing approximately 18cm x 18cm; 
- two triangular bandages; 
- two safety pins; 
- individually wrapped moist cleansing wipes; 
- one pair of disposable gloves. 

6.12 The Lead First Aider is responsible for checking and re-stocking the First Aid 
containers at least termly.  Spare stock should be kept in the academy in the 
medical room at all times. 

6.13 No student should ever be left alone in a medical room.  
 
 
 
 



Hygiene/infection control 
 

6.14 All staff should take precautions to avoid infection and must follow basic hygiene 
procedures. Staff have access to single-use disposable gloves, antiseptic gel and 
hand washing facilities, and should take care when dealing with blood or other 
body fluids and disposing of dressings or equipment. 

 
Reporting 
 

6.15 Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
1995 (RIDDOR) some accidents must be reported to the Health and Safety 
Executive (HSE).  

6.16 The academy First Aid Record in completed for any reportable injury, disease or 
dangerous occurrence. This includes: the date and method of reporting; the date, 
time and place of the event; personal details of those involved and a brief 
description of the nature of the event or disease, and what happened immediately 
afterwards, and the name and signature of the first aider. These reports are stored 
for at least 3 years.  The record is normally completed by the First Aider dealing 
with the incident.  It is the responsibility of each member of staff to ensure that 
the record is completed if they are involved in dealing with an incident.  

6.17 The following accidents must be reported to HSE if they injure either the school's 
employees during an activity connected with work, or self-employed people while 
working on the premises: 
- accidents resulting in death or major injury (including as a result of physical 

violence); 
- accidents which prevent the injured person from doing their normal work for 

more than three days (including acts of physical violence). 
6.18 HSE and the Group Health and Safety Manager must be notified of fatal and major 

injuries and dangerous occurrences without delay (e.g. by telephone). This must 
be followed up within ten days with a written report on Form 2508. Other 
reportable accidents do not need immediate notification, but they must be 
reported to HSE within ten days on Form 2508. 

6.19 In the case of serious injury or illness, the First Aider/Student Support Mentor 
contacts the parent/carer of the student on the day that the incident occurred, 
before the student goes home. 

 
 
 
Appendices (to follow): 
 

1. Local Management Arrangements for First Aid and Accident Reporting  
2. Accident or incident Form  
3. Risk assessment  

 
 
 
 
 
 



Appendix 1 

 

Local Management Arrangements for First Aid and Accident Reporting Accident 

Reporting and Investigation 

When an accident/incident occurs which requires attendance of a first aider please contact reception 
who will send a first aider to assist.  
All accidents must be reported to Mark Nembhard and an accident form completed by a first aider. The 
academy uses the United Learning ARMS system for recording this information.   
All accidents involving students and staff must be reported without delay. Accidents involving students 
must be reported to the Head of Year/ SSM immediately who will contact parents/carers.  Accident 
forms must be completed and forwarded to the health and safety coordinator within 24 hours. Where 
an accident appears to be RIDDOR reportable the first aiders are to work with the health and safety 
coordinator to ensure a RIDDOR form is completed and sent within 36hrs. Please note any RIDDOR 
applicable injuries that fell within the 3days criteria, this will change from 12th of April so that the 
individual will have to be incapacitated for 10 days before reporting 
Where accidents, dangerous occurrences and occupational ill health occur, their causes will be 
investigated by the first aider and action, where appropriate, will be taken to minimise the 
aforementioned from happening again. 

The Academy first aid team are: 

                                                                                   

    Laura Snow             Michelene Hinkson                         Claire Newport                   Ann Murphy 

       3939                              3954                                             1004                                       3978           

The First Aid Room is based on the 1st Floor, yellow side. 
In addition the academy has a number of staff who have undertaken the short programme in 
emergency first aid training. These staff can be called upon should the First Aiders not be available in 
the event of an emergency only. Student Support Mentors have first aid kits in year team offices and 
will provide first aid for minor incidents.  
 
They are: 
Ruksana Begum   Reception 
Parbin Khan    Reception  
Rana Honeini   SSM  
Patrick Oleh    SSM  
Sherif Obeid    PE   
Margaret Murnane  Community and Administration 
Mark Nembhard  Facilities 
Faye Reilly   Attendance and Admissions  
Joseph Henry   Facilities 
Natalie Riordan   Attendance and Admissions 



Shabeer Ahmad Security 
Marc Posner  PE 
Beth Lloyd  PE 
Thaddeus Rivett  PE 
Naghmana Habeeb  Science Tech 
Jacqueline Showell  Sixth Form  
Hina Malik  Professional Centre  
Kewal Ragbir  Inclusion  
Jane Darlington  Inclusion  
Hugh Bernard  Inclusion  
Samir Bolayon Isolation Office  
Egal Osman  Inclusion  
Mohammed Boualam Inclusion  
Godwill Chikunda  Inclusion  
Siobhan Ryan  Inclusion  
Tamba Gborie Cover Office  
 
 
 
 
 
 
 
First Aid Rota  
 
The rota is for guidance only and will be subject to change dependent on activities in the 
academy.  
 
All requests for first aid should be made to reception  
 

Period  First Aider  

Period 1  Laura Snow  

Break  All 

Period 2  Michelene Hinkson 

Tutor  Claire Newport 

Lunch  All 
Period 3  Ann Murphy  

 
 
  
Prevention of accidents 
Maintaining a safe environment for staff and students will lessen the risk of accidents 
occurring.  
Always attending your duty and being vigilant during duty periods will help keep students safe. 
All staff have a legal duty and must ensure that we have a safe and tidy workplace.   Staff must 
check that the workplace and work equipment is safe before work starts.  Any significant 
Health and Safety maintenance issues must be reported immediately to the Facilities Manager 
by telephone or the Padd Facilities group email.  
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 2  

Accident or Incident Report and Investigation 

Report 

Number 

 

Injured or affected persons if any 

Surname and forenames   

Address   Age & Date 

of Birth 

 

(and tel. no. if employee)  Class or 

form if pupil 

 

Nature of injury  

Part of body  

No treatment  First Aid  Attended GP  Sent to 

hospital 

 Resumed 

work/school 

 

 

Other (Specify)  Total days off work excluding day of 

accident/incident 

 

Description of accident/incident including circumstances leading up to accident/incident 

 

(For pupil accidents include name of supervisor)  

Include name and address of any witness 

 

Location  Time  Date  

Report completed by 

Signature   Date  

Name in blocks   Position  

Possible cause of accident 

 

continue on separate sheet if necessary 

Recommendations to prevent reoccurrence 

 

 

Action taken (By whom & target date for completion) 

 

     



 

Notifiable to parent in writing Yes  No  By whom  Date 

Sent 

 

Written head injury information to 

parents  

Yes  No  By whom  Date 

Sent 

 

Notifiable to HSE/other   Yes  No  By whom  Date  

 Ref No  

Investigation report completed by 

Signature   Date  

Name in blocks   Position  

Patient Report Form  
  
1. Incident details.  6. Secondary Survey 

Date:  First Contact 
time: 

  

Location.  

  
  

2. Patient details. 
First Name(s)  

Surname:  

Address:  

 

 
 

Post Code:  

DOB:  Form 
Group: 

 

3. Initial findings – Problem 7. Treatment / Action 

  No 
Treatment 
Required 

 Support 
Dressing 

 Adhesive 
dressing 

 Sling 

 Wound 
Cleaned 

 Fracture 
supported  

 Wound 
Dressed 

 Cervical 
spine 
control 

 Ice Pack 
applied  

 Airway 
opened 

 



 Rest in 
Medical 
room 

 Recovery 
position 

Pastoral Leader Contacted               Y - N  8. Treatment 
by: 

 

Parent – carer Contacted                 Y - N        
4.  Primary Survey. Name:   

Response Airway Breathing Circulation Date:   
 Alert  Clear   Normal  Normal  

 Voice  Obstructed  Shallow  Pale 

 Pain    Agonal  Flushed 
 Unresponsive    Absent  Cyanosed 

 Time treatment finished. 

Signs of external bleeding                 Y – N   

Loss of Consciousness                        Y - N  Time of handover to 
Paramedics: 

5. Medical History:  

Any Known Allergies: Signature : 
  

Any Medication (s)  

  

  
Description of Incident / Additional Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 



Appendix 3  
 
Risk Assessment  

Department  

Brief description of issue  

Name of Assessor and  Date  

Signed  

 

Hazards  

Persons who might be 

harmed 

 

Risk identified Risk controls Further action necessary to 

control risk  and action plan – 

name employee responsible, 

target date and completion date 
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