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Parsons Down Partnership of Schools 

First Aid and Managing Medicines Policy 
December 2014 

 
General 
The Health and Safety (First Aid) regulations 1981 set out the requirements for First Aid 
provision and the level will depend on the assessment of need undertaken in the Partnership.  
Health and Safety procedures should be followed, in line with advice and training given at 
qualification, or subsequently updated, by an appropriate authority such as The British Red 
Cross, St John’s Ambulance, the School Nurse or Local Authority.   

 
First Aid 
 

a) Only staff who are qualified First Aiders and authorised by the Partnership can 
administer First Aid.  The list of First Aiders is displayed in the Staff Room and at the 
First Aid points in Reception at the Junior School and in Reception and the Staff 
Room at the Infant School. 

 
b) Whenever new pupils with a medical condition start at the Partnership the Pupils 

Medical Conditions List must be updated. Copies are kept in Reception, the Staffroom 
and by all Class teachers at the Junior School and in Reception, the Staff Room, by the 
First Aiders and in the First Aid cupboard at the Infant School. 

 
c) First Aid supplies are stored in designated cupboards in the Reception Area at the 

Junior School and in the First Aid cupboard in Year 1 at the Infant School.  Basic First 
Aid kit, i.e. gloves, plasters and tissue roll are kept in each area.  Supplies are regularly 
checked. A cold pack is kept in the freezer section of the fridge in the Staff Room at the 
Junior School and in the servery fridge at the Infant School. 

 
d) Epipens are stored in Reception in a marked locker at the Junior School and in 

Reception in a marked box at the Infant School, together with a photograph of the 
pupil and the action plan for emergency epipen administration. Photographs of these 
children are also displayed in the Staff Room in each school. See Appendix 6. 

 
e) All accidents and injuries should be recorded on the Accident/Incident form 

(Appendix 1) and a copy must be sent home with the child.  Parents should be notified 
of any head injury in writing or by telephone (see also dedicated section overleaf).   In 
the event of serious injury, such as a broken limb or an injury that results in 
hospitalisation, or that involves more than 3 days off school, then the LA and the 
Health and Safety Executive (RIDDOR) should be informed.  Refer to RIDDOR 
Reporting Guidance (Appendix 2). See Appendix 7 for paper copy of information 
collection form. 

 
f) If an incident results in a pupil or member of staff being injured offsite, the First Aid 

Protocols shared with each member of staff must be followed (see Appendix 3).  Call a 
qualified First Aider.  Avoid moving the casualty, unless they are at risk of further 
injury.  Reassure the casualty and where appropriate keep the casualty warm.  The 
First Aider will then follow the procedures outlined in this policy and in their 
recognised training. 

 
g) When a pupil is injured and the qualified First-Aider is not sure of the seriousness of 

the injury then further advice should be sought from the hospital.  See Appendix 5.If 
in doubt, an ambulance should be called.  Parents should be contacted and informed 
as soon as possible, particularly in cases needing referral outside school.  It is 
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important to communicate the urgency of the incident but without causing excessive 
anxiety to the parent / carer.  The school only acts in loco parentis until the parent is 
present. 

 
h) A member of staff will be nominated as being responsible for First Aid on any school 

trip or offsite activity. A portable First Aid kit (kept in the Reception area in the Junior 
School and in the First Aid cupboard at the Infant School) must be taken on every 
offsite activity/trip and organisers must familiarise themselves with First Aid 
arrangements, the venue they are going to and list of any pupils requiring medication. 
 

Head Injuries 
Most childhood head injuries are minor and hurt only the outside of the head. On rare 
occasions, a severe head injury can cause bruising or bleeding to the brain.  This type of 
injury requires immediate medical attention.  Our Partnership will always notify parents 
when a child has had a reported head injury and will take the following action; 
 
Type   Action 
Minor There are no marks e.g. bumped by 

soft foam ball. Child reports no ill 
effects. 

Parents are routinely contacted and 
informed that their child will be 
monitored for the remainder of the 
day and notified of any change. 

Intermediate There is minimal marking to the 
injured area and no physical 
symptoms. 

Parents are routinely contacted as for 
minor injury but are given the option 
to take their child home. 

Serious May result in bleeding, stippling, 
obvious bruising, and swelling to the 
scalp and physical symptoms such as 
disorientation or headache. 

Parents are routinely contacted and 
asked to come and collect their child 
for closer monitoring as further 
symptoms may be delayed in 
presentation. 

Extreme Child loses consciousness or 
presents with abnormal behaviours. 

An ambulance will be called and 
Parents contacted to enable them to 
meet the ambulance. 

 
 
Managing pupils’ medicines 
The LA, as employer, is responsible for health and safety of staff and pupils. Our Partnership 
aims to meet the needs of, and provide equal opportunities for all the pupils. In trying to fulfil 
this aim it is accepted that some children may require medication in order that they can 
continue to attend school. Therefore medication should only be brought onto a school site 
where it would be detrimental to a pupil’s health not to be able to take the medicine during 
the school day.  The medication should be prescribed by an appropriate professional, such as 
a GP or dentist, and should be provided in the original named container describing the 
contents and instructions for administration.  
 

Non-prescription medicines and short term medical needs  
Under certain circumstances and in order to allow the pupil continuing access to education, 
the Executive Headteacher may agree for staff to administer non-prescription medicine on a 
short-term basis.  In these circumstances written agreement should be sought from the 
parents prior to accepting the medication.  (e.g. Year 4 and 6 Residential Trips) 
 
Long-term medical needs 
Information about the medical condition of any pupil with long-term medical needs will be 
provided by the parent/carer, when the pupil is admitted or when the pupil first develops the 
medical need.   
In certain circumstances, a written health care plan, involving the pupil (as appropriate), 
parents and relevant health professionals should be drawn up. The aim of the plan is to 
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ensure that the necessary arrangements are in place to adequately support the pupil and to 
ensure that all aspects of care have been covered.  
 
Administering medication 

Parents must complete an ‘Administration of Medicines/Treatment’ (Appendix 4) consent 
form before medication is given to a pupil.  When seeking consent consideration should be 
given to the arrangements required for administering and managing the medication 
concerned. No child may take any form of medication in school without written consent of 
the parent/guardian. Only qualified First Aiders may administer First Aid or medicines to 
pupils, staff or visitors. 
  

When administering the medication the member of staff must check: 

• The pupil’s name 

• Prescribed dose 

• Expiry date 

• Written instructions on the packaging  

• Record the time and day a dose was given and by whom 
 
Training for administering more specialised medication, such as Epipens or asthma inhalers, 
is to be arranged annually with the school nurse. The Administration Team at both schools 
keep training records.  
 

Storing Medication 
Medicines should be stored in accordance with the product instructions and preferably in the 
original packaging. The labelling should clearly state the name of the pupil, the dose, 
frequency of administration, name of the medicine and be stored securely in a lockable 
cupboard at the Junior School and in the Reception office at the Infant School.  Staff and the 
pupils concerned should know the location of the medication and who has access to it.  
Medicines needing refrigeration should be clearly labelled and stored separately in the 
staffroom medical fridge at both schools.   Access to the refrigerator is restricted and 
inaccessible to pupils.  The medicine storage cupboard is located in the reception area. 
 
Disposal of Medicines 
Once medicines are no longer required they should be returned to the parent for suitable 
disposal. It is not the responsibility of the Partnership to arrange disposal and should be 
included in the arrangements agreed with the parents when consent is sought.  The 
Partnership will return all medicines to parents/carers on the last day of term 6.  Any 
uncollected medicines will, however, be disposed of on the first day of the summer holiday. 
 

Emergency Procedures 
Procedures for dealing with emergencies are in place. 
Each class teacher has an ‘emergency alert card’ which in the case of a medical emergency 
occurring can be brought to the reception area to summon the assistance of a First Aider.  
 
Qualified First Aiders 
A list of qualified First Aiders is displayed in the Reception area and the Staffroom of each 
school.  A record of all personnel undergoing First Aid training, together with copies of their 
certificates, is kept and maintained by the Heads of School. 
 
Legal Position 

• Staff undertaking duties associated with the administration of medicine do so on a 
voluntary basis. 

• The Local Authority will indemnify staff who volunteer to administer medication to 
pupils. The Local Authority will likewise indemnify any member of staff acting in good 
faith for the benefit of a pupil in an emergency situation. 
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• Where staff  have been trained and act in accordance with training and medical advice, 
no question of liability will arise. 

• It is vital that responsibility for pupil safety and wellbeing is clearly defined and that 
each person involved with pupils with medical needs is aware of what is expected of 
them. Close co-operation between schools, parents, health professionals and other 
agencies will help to provide a suitable supportive environment for pupils with 
medical needs. 

 
Other Relevant Documents 
Parsons Down Partnership of Schools Asthma Policy 
Supporting children with Medical Needs in School Policy. 
 
 
 

Policy agreed: January 2015     Policy review date: January 2018
  
 
  
 
Chair of Governors ………………………………………………………………………………….. 
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Appendix 1  
PARSONS DOWN PARTNERSHIP OF SCHOOLS 

ACCIDENT/INCIDENT FORM 
 

NAME……………………………………DATE…………………………….TIME…………… 
 
CLASS……………………………………. 
 
LOCATION; ADVENTURE PLAYGROUND, PLAYGROUND, FIELD, 
CLASSROOM,  OTHER………………………………………………………………………………… 
DETAILS OF 

ACCIDENT/INJURY 

INJURY SUSTAINED TO ACTION TAKEN BY THE 

SCHOOL 
BUMP HEAD   BACK/FRONT 

 
ICE PACK APPLIED 

GRAZE KNEE   LEFT/RIGHT 
 

COLD COMPRESS 

BRUISE ARM   LEFT/RIGHT COLD RUNNING WATER 

CUT LEG LOWER    LEFT/RIGHT PLASTER APPLIED 

SCRATCH LEG UPPER   LEFT/RIGHT REST IN FIRST AID 

NOSE BLEED WRIST   LEFT/RIGHT FIRST AID GIVEN AS FOR NOSE 
BLEED 

SORE ANKLE   LEFT/RIGHT ELEVATED 

HURT HAND   LEFT/RIGHT INFORMED PARENT 
TELEPHONE/IN PERSON 

BLISTER FINGERS   LEFT/RIGHT CHILD BEING COLLECTED 

SPLINTER KNEE   LEFT/RIGHT CLOTHES CHANGED 

WINDED BODY UPPER/LOWER 
BACK/FRONT 

OLD INJURY 

BENT BACK SHOULDER   LEFT/RIGHT TEACHER AWARE 

RED MARK FACE   LEFT/RIGHT APPLIED BANDAGE/  OTHER 
DRESSING 

OTHER 
 
 

OTHER OTHER 
 

ADDITIONAL 
INFORMATION 
 
 

  

Details of your child’s injury/accident are as above. During the next 24 hours please keep an eye on your child and arrange 

for appropriate medical treatment if required. This is particularly important where a head injury is concerned. If you have 

questions about the matter please contact the school. 

 

Report 

number 
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SIGNED ON BEHALF OF THE 

PARTNERSHIP………………………………………PRINT……………………………. 

 
 

 

 

 

Complete this box if the accident is reportable under the reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations 1995 [RIDDOR] 

For office use only 

Reported by 

 

Print name 

………………………………………………………Sign……………………………………………..Date……………….. 
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Appendix 3 
 
 
 
 
 
Emergency Telephone 
Numbers: 
Infant School  
01635 862475 
 
Junior School  
01635 866700 
 
Petrina Winsor  
07976 766956 
 
Lindsay Burnett 
07971 827356 
 
Catherine Bull 
07899 845822 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Parsons Down 
Partnership of 
Schools 

 
 
 
 
 
 
 
 
 
 

FIRST AID PROTOCOL 
 

For 
 

OFFSITE VISITS  
AND 

EXTRA CURRICULAR 
ACTIVITIES 
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Please follow these safety 

points 
 

1. The teacher in charge should 
make sure that there are enough 
First Aid kits for the number of 
children on the outing. 

 
2. Each First Aid Kit must be signed 

out from the First Aid Area 
before departure, and signed in 
again upon return to school. This 
is to ensure that First Aid Kits are 
not lost and can be used by other 
classes. 

 
3. The First Aid Kits must be 

accompanied by a bottle of water, 
this can be used with tissues for a 
cold compress. 

 
4. Each First Aid Kit contains: 

plasters, dressings, micro pore 
tape, tissues, crepe bandage and 
a triangular bandage and gloves. 
 

5. The outing organiser must be 
aware of all medical details of the 
children attending the outing and 
communicate this as appropriate 
to the smaller group leaders. 

 
6. All children’s medication, 

including inhalers, should be 
collected from the 
Administration Office by an adult 
and handed to the class teacher 
before departure. 

 
7. The class teacher should 

distribute the medication to the 
adult responsible for that child. 

 
 

 
8. There should be an identified 

First Aider on each outing. All 
group leaders on the outing 
should be made aware of the 
First Aider on the trip, and 
how to find them if necessary. 

 
9. At the end of the trip all 

medication should be collected 
from the small group leaders 
and returned to the 
Administration Office by the 
teacher, on return to school. 

 
10. Any incident which occurs on 

the trip, must be reported and 
followed up in line with the 
school’s First Aid Policy.  A 
written record should be kept 
with the following 
information: 
What happened? 
To whom? 
Where?  
When? 
What happened next? 
Treatment given? 
By whom? 
 

A working mobile phone 
must be taken on the trip, 
switched on and able to be 
heard at all times. 
The number must be supplied 
on the Risk Assessment form, 
completed before the trip is 
undertaken. 
 
 
Emergency telephone numbers 
are listed overleaf. 
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**Appendix 4** 
**TO BE PRINTED ON A5 GREEN PAPER** 

    Parsons Down Partnership of Schools 
Executive Headteacher: Mrs P Winsor B.Ed (Hons) NPQH 

 
Administration Consent Form 

 
Child’s Name: 

 

Class Teacher: 

Address: 
 
 
 
 

Child’s Date of Birth: 

Parent’s Home Tel: 

 

Work Tel / Mobile: 

GP’s Name: GP Tel Number: 

 

 
 

I understand that I am responsible for providing medicine in date, clearly labeled with contents, 

dosage, child’s name and delivered personally to the school office and accept that this is a 

service, which the school is not obliged to undertake.  I am also responsible for the disposal of 

any medication supplied. 

 

I agree to members of staff administering medicines / providing treatment to my child as 

directed below or in the case of an emergency, as staff consider necessary. 

 
 
Signed:  __________________________ Date:  _______________ 
 
 

Name of Medication 

 

Dose Time (s) 

 

 

  

 

 

  

 

 

  

 

 

  

 
Medication will not be accepted by the school unless this form is completed and signed by the 

parent or legal guardian of the child and administration of the medicine is agreed by the 

Headteacher, who reserves the right to withdraw the service. 
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**Appendix 4** 
**TO BE PRINTED ON A5 GREEN PAPER** 

Parsons Down Partnership of Schools 
Executive Headteacher: Mrs P Winsor B.Ed (Hons) NPQH 

 

Date Quantity 
Given 

Given By Time Given Signed 
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Appendix 5 
 

IMPORTANT  
FIRST AID NOTICE  

FOR  
ALL STAFF 

 
In the event of an accident either in the 
playground or inside, where a child complains 
of injury, please follow these steps: 
 
 
1. DO NOT MOVE THE CHILD, but reassure 
with kind words and keep warm if 
appropriate. 
 
 
2. Send for a qualified First Aider. DO NOT 
LEAVE THE CHILD ALONE. 
 
 
3. The qualified First Aider will diagnose the 
injury and then follow the First Aid Policy and 
Administration of Medicines Policy guidelines. 


