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Mission Statement

At Red Lane we believe that all our children can achieve, becoming successful future citizens that
contribute positively to a society in which all members are equally valued.

High aspirations, high motivation and high outcomes for all, ensure that achievement gaps wherever
they exist are narrowed in order to improve pupils’ life choices and future prospects.

We strive for all of our children to be safe, feel valued, develop resilience and continually learn within
our nurturing and supportive community.

At Red Lane, our children BELIEVE, ACHIEVE and SUCCEED!

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

This policy is based on the Statutory Framework for the Early Years Foundation Stage, advice from the
Department for Education on first aid in schools, health and safety in schools and actions for schools during the
coronavirus outbreak, and the following legislation:

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 Education (Independent School Standards) Regulations 2014, which require that suitable
space is provided to cater for the medical and therapy needs of pupils

This policy complies with our funding agreement and articles of association.


https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak
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/2014/3283/schedule/made

3. Roles and responsibilities

3.1 Appointed person(s) and first aiders

The school’s appointed persons are Rhian Driver, Tracy Cornick, Charlotte Moran and Nicola Thompson. They
are responsible for:

Taking charge when someone is injured or becomesiill

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

Ensuring that an ambulance or other professional medical help is summoned when appropriate

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

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

Sending pupils home to recover, where necessary

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

Keeping their contact details up to date

Our school’s first aiders are listed in appendix 1. Their names will also be displayed prominently around the

school.

3.2 The Trust Board

The Academy Trust Board has ultimate responsibility for health and safety matters in the school, but delegates
operational matters and day-to-day tasks to the Head of School and staff members.

3.4 The Head of School

The Head of School is responsible for the implementation of this policy, including:

3.5 Staff

Ensuring that an appropriate number of trained first aiders are present in the school at all times

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

Ensuring all staff are aware of first aid procedures
Ensuring appropriate risk assessments are completed and appropriate measures are put in place

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

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

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

School staff are responsible for:

Ensuring they follow first aid procedures
Ensuring they know who the first aiders in school are
Completing accident reports for all incidents they attend to or are witness too

Informing the Head of School 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

o 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

¢ If emergency services are called, the school office will contact parents immediately

e The first aider, first responder and any witnesses will complete an accident report form on the same day or
as soon as is reasonably practical after an incident resulting in an injury

All staff within the EYFS hold a paediatric first aid qualification. In addition to this there are at least 2 staff
members within each unit across school with paediatric first aid as well as a number of staff who work across
the school.

The safe disposal of clinical waste is the responsible of the first aider. Any waste will be disposed of in an
approved ‘yellow bag’ and within designated clinical waste bins. Disposal will be in accordance with HSE
guidance — Cleaning up bodily waste https://www.hse.gov.uk/pubns/guidance/oce23.pdf

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 Risk assessment
Risk assessments are in place across the school for all aspects and activities related to Health and Safety as per:

o 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

o 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

4.3 Off-site procedures
When taking pupils off the school premises, staff will ensure they always have the following:
e A school mobile phone
e A portable first aid kit
¢ Information about the specific medical needs of pupils
e Parents’ contact details

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


https://www.hse.gov.uk/pubns/guidance/oce23.pdf
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
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made

There will always be at least 1 first aider with a current pediatric first aid (PFA) certificate on school trips and
visits, as required by the statutory framework for the Early Years Foundation Stage. This is replicated in all year
groups as part of best practice.

5. First aid equipment
A typical first aid kit in our school will include the following:
o A leaflet with general first aid advice
e Regular and large bandages
e Eye pad bandages
e Triangular bandages
e Adhesive tape
e Safety pins
¢ Disposable gloves
e Antiseptic wipes
e Plasters of assorted sizes
e Scissors
e Cold compresses
e Burns dressings

No medication is kept in first aid kits.

First aid kits are stored in:
e The first aid room (KS2)
e Staff rooms
e School kitchen
e Site manager office
e KS1 &KS2 Hall
e Each classroom will also hold a basic first aid kit

e Grab bags for the playground

The school has 2 defibrillators, one in each building. These are located in the KS1 staff room and the KS2 first
aid room. The battery is checked weekly and a poster located next to the station indicates the expiration of
pads and batteries. The checks are carried out and recorded by Tracy Cornick.

6. Record-keeping and reporting

6.1 First aid and accident forms

e An accident form will be completed by the first aider and any relevant responders or witnesses 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



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

e Analysis of all incidents is carried out at least half termly in order to identify trends and any possible courses
of action

e For any individuals, where additional support is required, a Pupil based risk assessment will be carried out,
together with a Health Care Plan and PEEP where deemed necessary.
6.2 Reporting to the HSE

The school will seek advice from Comply at Work, the school’s named advisor for Health and Safety and 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).

Comply at Work will report these on behalf of and support the school with submission and any subsequent
investigation from 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:
e Fractures, other than to fingers, thumbs and toes
e Amputations
e Any injury likely to lead to permanent loss of sight or reduction in sight
e Any crush injury to the head or torso causing damage to the brain or internal organs
e Serious burns (including scalding)
e Any scalding requiring hospital treatment
e Any loss of consciousness caused by head injury or asphyxia

e 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

e Near-miss events that do not result in an injury, but could have done. Examples of near-miss events relevant
to schools include, but are not limited to:

e The accidental release or escape of any substance that may cause a serious injury or damage to health

e An electrical short circuit or overload causing a fire or explosion

Information on how to make a RIDDOR report is available here: http://www.hse.gov.uk/riddor/report.htm

6.3 Notifying parents

The first aider will inform parents of any significant accident or injury or head injury sustained by a pupil, and
any first aid treatment given at the time of the incident. Where an injury is minor such as a scrape, graze, minor
bump, parents will be informed at the end of the day by the staff in class.

6.4 Reporting to Ofsted and child protection agencies

The Head of School 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.
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http://www.hse.gov.uk/riddor/report.htm

The Head of School will also notify Bolton’s Safeguarding Children Board 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.

All staff within the EYFS hold a pediatric first aid qualification. In addition to this there are at least 2 staff
members within each unit across school with pediatric first aid as well as a number of staff who work across the
school.

8. Monitoring arrangements

Analysis of all incidents is carried out at least half termly in order to identify trends and any possible courses of
action. The school also commissions an annual Health and Safety review from_Comply at Work, the school’s
named advisor for Health and Safety

This policy will be reviewed by the Head of School annually. At every review, the policy will be approved by the
local governing board.

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



APPENDIX 1 - Actions

Actions to be completed
by the first aider who
administers the first aid
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APPENDIX 2 — FIRST AIDERS

Year cpe an . .
group Staff Role Qualification Provider Completed | expiry
. Paediatric First Dec-
U3's Julie Band support Aid Comply at work Dec-21 "
Paediatric First
u3's Kim Gahan support Aid Comply at work 21/01/2022 | Jan-25
Paediatric First
U3's Anita Jones support Aid Buff Sep-19 | Sep-22
Paediatric First
u3's Vicky Conchie support Aid Comply at work 21/01/2022 | Jan-25
Paediatric First
Nursery | Sharon Spilsbury support Aid Buff Jun-19 | Jun-22
Paediatric First
Nursery | Rebecca Rosser support Aid Comply at work Feb-21 | Feb-24
Paediatric First
Nursery | Anne Stoneheuer support Aid Comply at work Feb-21 | Feb-24
Paediatric First
Nursery | Georgina Leigh support Aid Buff Apr-19 | Apr-22
Paediatric First
Ashley McClell
Nursery | AShiey McClelland 1 Aid Comply at work 21/01/2022 | Jan-25
Paediatric First Dec-
Rec Vicky Marshall Teacher Aid Comply at work Dec-21 24
Paediatric First Mar-
Rec Jenna Johnson Teacher Aid Comply at work 04/03/2022 25
Paediatric First Dec-
Rec Carl Fothergill support Aid Comply at work Dec-21 24
Paediatric First Highfield (Paul
Rec Kylie Whittaker support Aid Kenny) Jul-19 | Jul-22
Caroline Paediatric First
Rec Humphries support Aid Comply at work Feb-21 | Feb-24
Bianca Spencer Paediatric First Mar-
v1 P Teacher Aid Comply at work 04/03/2022 25
Paed First Aid
Y1 Megan Broadhurst Teacher (TE) Training Express May-20
Paediatric First
L
Y1 Andrea Longworth support Aid Comply at work Feb-21 | Feb-24
Zoe Garland Paediatric First
Y1 support Aid Comply at work Feb-21 | Feb-24
Paediatric First
Y1 Zanetta McArdle support Aid Comply at work Feb-21 | Feb-24
Annabel Brown Paediatric First
Y2 Teacher Aid Comply at work 21/01/2022 | Jan-25
. Paediatric First
Y2 Mairead Greenall support Aid Comply at work Feb-21 | Feb-24
Madeline Dawson Paediatric First
Y2 support Aid Comply at work Feb-21 | Feb-24
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Paediatric First

Y3 Jan Ebrahim support Aid Comply at work Feb-21 | Feb-24
Kerrv Evans Paediatric First Mar-
Y3 ¥ support Aid Comply at work 04/03/2022 25
Duane Tavlor Paediatric First
Y4 4 support Aid Comply at work 21/01/2022 | Jan-25
Daniel Hurst Paediatric First Mar-
Y4 support Aid Comply at work 04/03/2022 25
Bev Winter- Paediatric First Mar-
Y5 Hardman support Aid Comply at work 04/03/2022 25
Sobhie Foster Paediatric First
Y5 P support Aid Comply at work 21/01/2022 | Jan-25
Vicky Entwistle Paediatric First
Y5 y support Aid Comply at work 21/01/2022 | Jan-25
. Paediatric First Dec-
VS5 Andrew Nicholson support Aid Comply at work Dec-21 ”
Rob Hudson Paediatric First Mar-
Y6 Teacher Aid Comply at work 04/03/2022 25
Paediatric First Mar-
Vicky Griffith
Y6 icky Griffiths support Aid Comply at work 04/03/2022 25
Paediatric First
harl H
Y6 Charlotte Hurst support Aid Comply at work 21/01/2022 | Jan-25
Lisa Crossle Paediatric First
Thrive ¥ support Aid Buff Apr-19 | Apr-22
Nic Thompson Paediatric First Mar-
Hub P support Aid Comply at work 04/03/2022 25
Helen Durrington Paediatric First
Hub & support Aid Comply at work Feb-21 | Feb-24
0 Paediatric First Dec-
TA Gillian Stanworth support Aid Comply at work Dec-21 ”
. . Paediatric First
HLTA Geraldine Smith support Aid Buff Oct-13 Oct-22
Kerrv Evans Paediatric First Mar-
LTM y LTM Aid Comply at work 04/03/2022 25
. Paediatric First Highfield (Paul
E
LTM wa Michalak LTM Aid Kenny) Sep-21 | Sep-24
Lindsey Goldstraw Paediatric First Comply at work Dec-21 Dec-
00SC Y 00SC Aid Py 24
Paediatric First Dec-
D i Dec-21
00SC eb Collier 00SC Manager | Aid Comply at work ec ”
SN Kitchen
Kitchen Gill Miller Manager EFAAW Comply at work 21/01/2022 | Jan-25
Kitchen | Lisa Fielding kitchen EFAAW Comply at work 25/02/2022 | Feb-25
Site
staff Stephen Monks Site Manager EFAAW Comply at work Feb-21 | Feb-24
Site
staff Lyall Monks Asst site mngr EFAAW Comply at work Feb-21 | Feb-24

12




Site

Cleaning

Office

Charlotte Moran

Manager

EFAAW

Comply at work

staff Zena Hill manager EFAAW Comply at work Feb-21 | Feb-24
i‘lgif Cath Denton cleaner EFAAW Comply at work Feb-21 | Feb-24
i':a\?‘f Anne Mather cleaner EFAAW Comply at work Feb-21 | Feb-24
i':a\?‘f Karen Mills cleaner EFAAW Comply at work Feb-21 | Feb-24

Feb-21

Feb-24

Office

Tracy Cornick

Admin

EFAAW

Comply at work

Feb-21

Feb-24

APPENDIX 3 — DEFIBRILLATOR CHECKLIST

StJohn

Ambulance
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APPENDIX 4 — MINOR HEAD INJURY FORM

RED LANE
PRIMARY SCHOQ, Pupil Minor HEAD INJURY form
@ o
g ALL PARTS TO BE COMPLETED
Injured person Class
Accident date time
Accident location (class/upper yard/hall etc) Footwear
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If outdoor — weather conditions

Description of accident

Details of injury:

Details of First aid treatment:

Witness Name of first aider

Time parent/guardian was contacted by phone:

Or Parents signature upon collection or if taking early:

If collected early, signature from parent/carer to confirm OK to return next day:

Has the accident been investigated? YES / NO
Any behavioural issues? YES / NO
Does Risk Assessment require reviewing? YES / NO

Details reviewed (office use):

APPENDIX 5 — ACCIDENT/INCIDENT REPORTING FORM

R}%’\EA?IYUS‘(':’-:EO
o) . .
Aan Accident/Incident Form

m-\A (including occurrences of violence or aggression)

BELIEVE * ACHIEVE *SUCCEED

This form is to be used by all Departments for the recording of all accidents. A copy of the 1% page must be given to the injured person if requested.
The form is intended for accident prevention and statistical purposes, and to comply with the Department for Work & Pensions requirements.

Department

Section/School/Establishment:
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1. Injured Person
" Employee I~ Public " Agency I~ Contractor [ Volunteer [~ Service User [ Pupil

Forename: Surname:
Address: Age:
Contact No:

Postcode: Occupation:

2. Accident/Incident Details
[ Accident [~ Incident (e.g. Violence & Aggression) [ Near Miss

[ Cyber Abuse

Date: Time:
Location (inc. address& postcode).
Description of accident/incident (please continue on separate sheet if needed):

Was the employee engaged in work at the time of the accident/incident? [ Yes [ No
Has the.injure.d person been off or unable to do their ngrmal work for more than ™ Ves ™ No
7 days, including weekends, as a result of the accident/incident?

Dates of absence: from: to: or still absent? [ Yes [ No

3. Injury Details

Nature of the injury (e.g. fracture, sprain, cut etc...):

Part of the body (indicate L or R where necessary):

First aid given by (inc post):

First aid treatment given(i.e. compress, plaster):

Was the injured person taken to hospital from the scene? [ Yes [ No
Were they detained: " Yes I No If yes, how long for, in days?

Name: Name:

Address: Address:

Contact No: Contact No:

5. Report Details

Accident reported to (i.e. Manager, supervisor, 1%t Aider (inc name)):
Contact details of person reported to (dept & tel no):
Accident reported by (if different from section 1, inc post):

Reported on (date): Time:

Signed by injured person:

For social care only CQC informed: " Yes I No Date:

Name of Trade Union Safety Representative informed and date: -

6. Signature of Manager/Supervisor/Responsible Person

Signed: Print:
Date:
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This page is CONFIDENTIAL to the Department and to the Health Safety and Wellbeing team (HSWT)

7. Accident Investigation (to be completed by manager/supervisor/responsible person)

Carried out by:

Position/occupation:

Contact No:

How did the accident/incident happen, and what has been done to prevent reoccurrence?

Does the risk assessment require updating? Do you need to provide additional

. L . - I B
information instruction or training to the member of staff? Yes No
If Yes, what additional control measures are needed / recommended?
In cases of violence/aggression/threats or cyber abuse, has action been

g6 Y " Yes " No

taken to support the individual / prevent a reoccurrence?
If Yes, detail what action has been taken:

Signed: Date:

Please forward this form and any attachments to the Health, Safety and Wellbeing Team

8. For Internal HSWT use only

Accident Code: Department  Division Subdept  Category

Reported to the HSE: ' Yes " No If Yes, report reference no:
Reported by: Officer Date: Date.
Comments:

Signed by HSWP: Date: Date.

This form can be emailed to: CHST@bolton.gov.uk Helpline: 01204 33(6968)
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