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Introduction 
 
At Brookeborough Primary School we will as far as is reasonably practicable, undertake to 
ensure compliance with relevant Legislation about the provision of First Aid to children, 
staff, and visitors. 
 
The appointed teacher to take charge of First Aid arrangements is Mrs Gould and in her 
absence, Mrs Keys. 
 
All staff are trained First Aiders have up to date training. Designated First Aiders are clearly 
identified on notice boards throughout the school. 
 
The First Aid resources are stored in a marked cupboard in the kitchen/photocopying room.  
The contents are checked and re-stocked regularly.   
 
Each classroom has a small emergency First Aid Kit.  Health & Safety Executive (HSE) 
recommends that as a minimum an off-site First Aid Kit should be taken when travelling 
outside the school grounds.   
 
The recommended contents of the First Aid container is: - 
 

• a leaflet giving general advice on first aid 

• 20 individual wrapped sterile adhesive dressings 

• 2 sterile eye pads 

• 4 individually wrapped triangular bandages (preferably sterile) 

• 6 safety pins 

• 6 medium sized individually wrapped sterile unmedicated wound dressings 

• 2 large sterile individually wrapped unmedicated wound dressings  

• 1 pair of disposable gloves 

• Facemasks 
 

N.B.  

• Tablets and medication must not be stored in the First Aid box 
 
Treatment of Minor Injuries 
 

• The first aider will wear protective disposable gloves when treating cuts/grazes 

• Cuts will be cleaned with alcohol free cleansing wipes 

• Covered with a sterile hypo-allergenic dressing or plasters 
 

Anaphylactic Shock 
 
If someone is suffering from anaphylactic shock, a first aider may treat them with an Epipen 
if:- 
 

• They feel they are dealing with a life-threatening situation 

• If the casualty has been prescribed and is in possession of the Epipen 

• The first aider has been appropriately trained in Epipen use 
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Emergency Arrangements 
 
The First Aider is to always call an ambulance on the following occasions: - 
 

• In the event of a serious injury 

• In the event of any significant head injury 

• In the event of any period of unconsciousness 
 
Transportation to Hospital  
In consultation with the First Aider 
 

• The Principal will determine what is a reasonable and sensible action to take  

• Where the injury is an emergency an ambulance will be called following which 
parents will be called 

• Where hospital treatment is required but it is not an emergency, then the Principal 
will contact the parents for them to take over responsibility for the child 

 
Procedure for Notifying Parents 
 
Our procedure for notifying parents will be to use all telephone numbers available to contact 
them and leave a message should parents not be available. 
 
If parents cannot be contacted a message has been left, our policy will be to continue to 
attempt to make contact with the parents at regular intervals.  In the interim, (in the event 
of a significant injury) we will ensure that a qualified first aider, appointed person or another 
member of staff remains with the child until parents can be contacted and arrive (as 
required).   
 
In less serious cases the child will remain on the blue chairs, outside the office under the 
supervision of a first-aider or remain in the classroom. 
 
 
Medical Records 
 
Medical records for all pupils are updated annually.  Data is kept in pupil profiles and 
alongside registration books.  All staff are made aware of children with special medical 
conditions and appropriate course of action to be taken in an emergency. 
 
Security 
 

• All visitors report to the school Secretary at the front entrance and sign in before 
being given access through the security door.  If the secretary is not in the office, 
they use the buzzer, and a member of staff will be responsible for their admittance 

• When a parent/guardian requests that a pupil leaves or is re-admitted during school 
hours they must sign the child in and out of the building 

• In the case of a child being collected from school by a person who is not regularly 
responsible for doing so the parent/guardian must notify the school either in person 
or in writing 



3 

 

 
 

• The immediate school area is covered by a security camera 

• An intruder alarm is set by the building supervisor/member of staff, depending on 
who is taking responsibility for leaving the school secure after hours.  The front gates 
are also locked 

 
Safety Equipment 
 

• Fire safety equipment is located at key areas throughout the school.  Staff were 
trained in their appropriate use in August 2021. 

 
Hazardous Substances 
 

• Cleaning materials are stored and locked securely in the Building Supervisors’ store. 
 
Legal Requirements 
 

• All workplaces need to appoint someone to take charge of first aid arrangements 

• Employers are required to provide “adequate and appropriate equipment, facilities 
and personnel”.   What is adequate will depend on the workplace situation 

• Employers are required to carry out an assessment of their first aid needs every 3 
years 

• First aiders need to re-qualify every 3 years 

• The HSE strongly recommends that anyone who holds a first aid qualification should 
attend a bi-annual update course to refresh their skills and maintain their confidence 
to perform them correctly 

• The minimum First Aid equipment that any workplace must provide is a suitably 
stocked first aid box 

• First aid at work does not cover giving out tablets or medicines 
 

 
Reporting Injuries 
 

• Small injuries and incidents eg.  Grazes, minor cuts and bruises will be recorded in an 
accident book which each class will have, copy sent to parents. 

• Any knocks, bumps or incidents involving the head will be recorded in a class head 
inury book, copy sent to parents.  

• More serious injuries will be reported using Education Authority (Western Region) 
Accident Report Form. 

 
 

 
 
 
 


