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Heading Details 

Aim of Policy 
To ensure the provision of adequate first aid for pupils, staff, and visitors in 
case of illness or injury and to comply with health and safety regulations. 

Persons Responsible 
Matron, Sharon Saponaro; Deputy Head, Chris Schanschieff; and 
Headmaster, Paul Symes. 

Emergency Services 
In case of serious incidents, emergency services will be contacted 
immediately. The designated first aiders will administer initial care until 
medical professionals arrive. 

Maintaining of 
Records 

First aid incidents are recorded in the school’s medical tracker. Training 
records are maintained, and certification renewals are monitored. 

EYFS (Early Years 
Foundation Stage) 

Dedicated first aiders with Paediatric First Aid training ensure compliance 
with EYFS statutory requirements. 

Staff Training 
Staff members undergo various first aid training sessions, including Blended 
Paediatric First Aid, Emergency First Aid at Work, and Forestry First Aid. 
Training is refreshed every three years. 

Review Date The policy is reviewed every three years.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Introduction 

Title                     First Aid Policy 

Authors Matrons: S. Saponaro, M. Downs, S. Fullarton 

Approved by C. Schanschieff 

Version Version 1 

Reviewed: March 2021, January 2025 

 Note: This policy replaces all previous versions  
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Aldwickbury School recognises its legal duty to make sufficient provision for the health and safety of 

all staff, pupils and visitors including those travelling or working away from the school premises.  This 

policy aims to  

• Plan for and meet these health and safety needs   

• Ensure simple medical treatment is administered in a timely and competent manner to a person 

who is injured or who suddenly becomes unwell 

• Provide a framework for responding to an incident and recording and reporting the outcomes 

• Ensure that staff and governors are aware of their responsibilities with regards to health and 

safety 

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 and health and safety in schools, and the following 

legislation: 

• 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. 

• 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. 

• 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 

• 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 sets this 

timeframe and how long records of such accidents must be kept. 

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

accident records 

• The Education (Independent School Standards) Regulations 2014, which require that suitable 

space is provided to cater for the medical and therapy needs of pupils. 

3. Roles and responsibilities 

In schools with Early Years Foundation Stage provision, at least one person who has a current 

paediatric first aid certificate must be on the premises at all times. Beyond this, in all settings, 

employers must have a sufficient number of suitably trained first aiders to care for employees in case 

they are injured at work.  

The minimum legal requirement is to have an ‘appointed person’ to take charge of first aid 

arrangements, taking into account the nature of employees' work, the number of staff, and the 

location of the school. The HSE advises that at least one First Aider should be provided for every 50 

employees. This is considered when undertaking the School’s first aid risk assessment. First aiders 

must have completed a training course approved by the HSE.  

 

 

3.1 Appointed person(s) and first aiders 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
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
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The Matrons are the school’s appointed persons. They are responsible for: 

• Taking charge when someone is injured or becomes ill, 

• Sending pupils home to recover, where necessary, 

• Ensuring there is an adequate supply of first aid materials and replenishing the contents of 

these kits, 

• When appropriate, ensuring that an ambulance or other medical help is summoned  

• Maintaining a record that ensures first aiders have an appropriate qualification, keep training 

up to date and remain competent to perform their role. 

 

First aiders are trained and qualified to carry out the role and are responsible for: 

• 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 

• Informing Matron and filling in an accident report on the same day, or as soon as it is reasonably 

practicable, after an incident (appendix 2) 

• Keeping their contact details up to date. 

 

The names of school’s appointed person(s) and first aiders are held by the senior matron in electronic 

form. Frequently updated name lists are displayed in key areas around the school. 

 

3.2 The governing board 

The governors have ultimate responsibility for health and safety matters in the school but designate 

operational matters and day-to-day tasks to the Headmaster and staff members. 

 

3.3 The Headmaster 

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

• Ensuring that an appropriate number of appointed persons and/or trained first aid personnel 

are present in the school at all times  

• Ensuring all staff are aware of first aid procedures 

• Ensuring risk assessments are completed and appropriate measures are 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  

 

 

 

3.4 Staff 
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School staff are responsible for: 

• Ensuring they follow first aid procedures 

• Ensuring they know who the first aiders in school are 

• Completing accident reports (see appendix 2) for all incidents they attend where a first 

aider/appointed person is not called  

• Informing the Headmaster or their line manager of any specific health conditions 

4. Facilities 

As well as qualified personnel, employers must provide adequate and appropriate equipment and 

facilities to meet school premises regulations. Suitable accommodation is provided in Matron’s 

office/Medical Room and the Pre-Prep medical rooms in order to cater for the medical and therapy 

needs of pupils, including the medical examination, treatment and the short term care of sick and 

injured pupils. Notices are displayed in prominent places in each building to signpost the medical 

rooms. First-aid information is included in induction programmes to ensure that new staff and pupils 

are told about the first-aid arrangements.  

5. Procedures 

 

5.1 In-school procedures 

At least one Matron is on site 24 hours a day when pupils are in school, unless there is an unforeseen 

circumstance, in which case alternative arrangements will be in place to ensure that there is a 

designated first aider. In the event of anything other than minor injuries, professional medical 

assistance is sought and the Headmaster informed. 

 

5.2 Procedures in the event of injury 

Staff will use their own judgement as to whether an injury is minor enough for them to deal with or if 

the injury requires further medical attention. Should further medical attention be required, Matron 

will be called or the pupils sent to Matron.  

In the event of an accident resulting in injury: 

• The closest member of staff present will assess the seriousness of the injury and seek the 

assistance of Matron who will provide the required first aid treatment. In the rare event that 

Matron isn’t immediately available, a qualified first aider will make this assessment. 

• ALL head injuries in the Prep school must be reported to Matron. In the Pre-Prep all head injuries 

should be reported to the Head of the Pre-Prep who will contact Matron if necessary (Head 

injury and Concussion Policy, 2019). 

• The Matron, 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. 

• Matron will also decide whether an injured person should be moved or placed in a recovery 

position. 

• If Matron judges that a pupil is too unwell to remain in school, parents will be contacted and 

asked to collect their child. Matron will recommend next steps to the parents. 
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• Matron / relevant first aider will complete an accident report form on the same day or as soon 

as is reasonably practical after an incident resulting in an injury 

 

5.3 Procedure in the event of a person suddenly becoming unwell 

When a child, employee or visitor to the school site falls suddenly unwell, Matron will be called. She 

will make an assessment, treat and refer onwards as necessary.  

 

5.4 Emergency Situations 

In the event of a medical emergency an ambulance may need to be called. Emergencies would include 

• A significant head, neck or back injury 

• Fitting, unconsciousness or collapse 

• Difficulty in breathing and / or chest pains  

• Severe allergic reaction, including the use of an adrenaline devices 

• Severe blood loss 

• Severe burns or scalds  

• Possibility of a serious fracture 

 

Calling an ambulance 

From the internal school phone system you must dial (9) for an outside line then 999 and state:  

“Ambulance required at Aldwickbury School, Wheathampstead Rd, Harpenden AL5 1AD” 

School Grid Reference TL151139                                 Latitude: 51.811917     Longitude: -0.33034564 

What 3 words ref..  with.swept.that 

State the: 

• Exact location within the site of the person needing help.  

• Caller’s own name and contact details, including the mobile number they have with them 

• Name and age of the person needing help. 

• A brief description of the person’s symptoms (and any known medical condition).  

The ambulance will be given clear instructions to access the school site from the main road and they 

will be met at the main house and guided to the casualty.  

 

If an ambulance needs to be called, the Headmaster will be informed immediately and then the 

parents contacted. In the vast majority of cases, staff should not call an ambulance directly but must 

call Matron who will make the decision whether to call 999. In very rare circumstances it is 

acknowledged that it might be necessary for a staff member to call an ambulance immediately and 

without referral to Matron but this should only be for the most severe injuries where any delay might 

prove critical in determining the eventual outcome. No casualty will go to hospital unaccompanied 

but Matron will usually remain on site. 
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Aldwickbury School has two Automated External Defibrillators (AED) units. One is located in the 

conservatory and the other is registered with Circuit and is by the sports hall front door, it is external 

in a heated case. All staff are aware of its location. A separate policy (AED, 2020) exists to define its 

indications and safe use.  

 

5.6 Reporting to parents 

When first aid is given for minor injury or illness, parents are informed by way of an email from 

Matrons MEDICAL TRACKER. This is sent following our assessments and treatment if the pupil. For 

more serious events, depending on the circumstances and the timing of any incident, the Matrons or 

the Headmaster/Head of Pre-Prep will be responsible for notifying the parents on the same day when 

reasonably practicable. 

 

5.7 Hygiene Procedure 

School ensures that the correct procedures are maintained to meet COSHH regulations (2013). All staff 

will work within Universal Safety Precautions while administering first aid, for the protection of 

themselves and the pupil. All staff must take precautions to avoid cross infection and must follow basic 

universal hygiene procedures. If COVID secure arrangements or other infectious diseases, are in 

place and necessitate Personal Protective Equipment (PPE) comprising of an apron, gloves, mask 

(and visors if necessary). These must be worn for all contact with children. First Aiders should ensure 

that they wash their hands before and after donning and doffing PPE. If the First Aider is concerned 

about cross infection in dealing with a casualty then they should seek advice from Matron.  

All clinical waste will be disposed of through the correct routes; this includes items used out in the 

field by First Aiders and soiled equipment used by the Matron’s Office. Yellow bio-hazard bags are 

available in all first aid bags for dressings, blood, wound and bodily fluid effluents. ‘Sharps’ boxes are 

available for the disposal of sharp medical equipment (needles). 

 

Dealing with Spillages of Bodily Effluents (e.g.: blood/vomit/soiling and/or wetting) 

The procedure for dealing with bodily spillage is as follows; 

• Arrange for the pupil to be escorted to Matron or call Matron to the incident. 

• Matron will provide the appropriate care for the pupil. 

• Matron will make the area safe, apply an absorbable powder and call the Domestic Services 

Manager to arrange for the bodily effluent to be cleared up. In her absence Mr. Aldridge will 

be called to attend. No bodily fluids will be cleared up without the use of gloves or other 

appropriate protective clothing. There are bodily fluid spillage kits in the Matrons’ Office, in 

the dining area and in the Pre-Prep sick bay. 

• Staff ensure children are kept away from spillage sites until the area is cleared up. 

In the Pre-Prep, staff rather than Matron, will deal with any incidents following the guidelines as 

above. Matron can still be called to give guidance if necessary. The Boarding Matron is responsible for 

cleaning up any spillages out of normal school hours when cleaning staff are not available. In the case 

of a child vomiting or having diarrhea, the child will be sent home in line with infection control 

procedures and the form teacher and parents informed. 

 

5.8 ‘Out of hours’ provision 
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First-aid provision must be available at all times while pupils are on school premises. All staff should 

read and be aware of this policy, know the location of first aid equipment and who to contact in the 

event of any illness, accident or injury when they are on site outside of typical working hours. Best 

practice for lone workers coming onto the site out of hours is for them to inform their line manager 

of their intentions and to sign in and out of the front desk book.  

Contractors on site will in the first instance contact Mr. Martin Aldridge (site manager) and Matron if 

necessary. When boarding or gap students feel unwell out of School hours they should inform the 

boarding Matron or in her absence the Headmaster. All boarding pupils know that Matron can be 

contacted at any time of day or night. Gap students will be given the opportunity to discuss any 

medical needs / concerns with Matron in their induction and they will be registered at the local GPs 

for ongoing care.  

 

5.9 Off-site procedures 

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

• A mobile phone 

• A portable first aid kit  

• A vomit kit  

• Information about the specific medical needs of pupils 

• Parents’ contact details for those children with Individual Health Care Plans. 

Risk assessments will be completed by the lead member of staff prior to any educational visit which 

necessitates taking pupils off school premises. There will always be at least one first aider on school 

trips and visits. They will be explicitly designated as the person in charge of first aid. For Pre-Prep 

children, there will always be at least one first aider with a current pediatric first aid certificate on 

school trips and visits, as required by the statutory framework for the Early Years Foundation Stage. 

6. First aid equipment 

The School has a responsibility under HSE legislation to ensure that pupils, employees and visitors are 

aware of the location of first aid boxes and first aiders. At Aldwickbury the staff and pupils all know 

that Matron is available in the Medical office / on the Matron’s mobile phone (07850 927439) 

whenever pupils are on site. The location of outlying first aid boxes is clearly signed and are marked 

with a white cross on a green background. These boxes are located around the site in accordance with 

departmental risk assessments.  

 

The Matrons’ Office holds sports/trips first aid bags that can be taken off site by first aid trained staff. 

Individuals requesting a bag must do so 48 hours before it is needed. These will be signed out to an 

assigned individual, and signed back in on return from the trip. Additional asthma inhalers and 

adrenaline devices can also be given to trained staff to be taken away for an offsite trip if the needs 

of a pupil has been identified within their individualized heath care plan. 

 

A typical first aid kit in our school will include the following: 

• A leaflet with general first aid advice 
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• A PPE kit 

• Clinical waste bag 

• Notepad and pen to record incidents 

• Disposable gloves 

• Wound cleansing wipes 

• Sterile gauze pads 

• Plasters of assorted sizes 

• Sterile wound dressings 

• Scissors 

• Cold compresses 

• Regular and large bandages 

• Eye pad bandages  

• Triangular bandages and safety pins 

• Adhesive tape 

 

First aid kits are stored in: 

• Matron’s pitch side medical bag  

• Front office 

• The Chidell hall 

• The Coach House 

• Art classroom – upstairs  

• Design and technology classroom 

• The Pre-Prep  ( x3) and medical room 

• All science labs and STEM hub 

• The sports changing rooms 

• The swimming pool office 

• The dining room  

• The library 

• School vehicles x 6 

• Year 2 Foyer 

• Sports Hall  

7. Record-keeping and reporting 

 

7.1 Records 
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It is imperative that accurate documentation of any first aid treatment is recorded. All incidents and 

accidents are recorded on Medical Tracker, this will in turn notify parents electronically. ALL accidents 

that take place to all employees, pupils and visitors within the school, and during authorised trips away 

from the school premises must be recorded in the approved Accident Report Book held by Matron. 

The only exception is record of minor Pre-Prep first aid which is recorded in the Daily Treatment book. 

Matron is informed of anything other than minor illness or injury.  

Accident Report Forms, used to supplement the Book, are held in the Matrons’ Department.  First 

Aiders must ensure that the following information is recorded for any incident:  

• Name of casualty 

• Time and date 

• Presenting complaint/ injury 

• Treatment  

• Any observations taken about the incident  

• Any follow up advice (sent to Matron’s Office / referral to other assessment).  

Old Records held in first aid books in Pre-Prep and Matron’s Office will be retained by the school for 

40 years, in accordance with Employer’s liability insurance, and then securely disposed of. All Accident 

Report Forms are filed and retained by the Bursar. In addition to record keeping, all accidents are 

reported to the Health and Safety Committee for review and action where necessary and to the Senior 

Management Team and the Governors as necessary. 

 

7.2 Reporting to the HSE 

The school bursar will be informed of, 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). The Bursar 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:  

• Death 

• 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 scalping 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 

• 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) 

• Where an accident leads to someone being taken to hospital 
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• 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:  

▪ The collapse or failure of load-bearing parts of lifts and lifting equipment 

▪ The accidental release of a biological agent likely to cause severe human illness 

▪ The accidental release or escape of any substance that may cause a serious injury or 

damage to health 

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

 

7.3 Reporting to Safeguarding Agencies 

The Headmaster will notify relevant safeguarding agencies 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. 

8. Training 

All school staff are able to undertake first aid training if they would like to.  All first aiders complete a 

training course and hold a valid certificate of competence. School keeps a register of all trained first 

aiders, what training they have received and when this is valid until. Staff are reminded to renew their 

first aid training before it expires. At all times, at least 1 staff member will have a current paediatric 

first aid (PFA) certificate which meets the requirements set out in the Early Years Foundation Stage 

statutory framework.  

9. Monitoring arrangements 

This policy will be reviewed by the Matrons every year. At every review, the policy will be approved 

by the Deputy Headmaster.  

Appendix 1: Accident Report Form 
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NAME QUALIFICATION DATES 

Matron / Matron cover    

Sharon Saponaro   

Boarding,  Holiday club,  

&  Senior Matron 

*Paediatric First Aid 

*Emergency First Aid @ 
Work 

 

    22/02/2024 – 21/02/2027 

16/02/2023 – 15/02/2026 

Sarah Fullarton,     

T/A with Matron cover.  

*Paediatric First aid  

*Emergency First aid @ work 

06/05/2022  -- 06/05/2025 

25/06/2023  – 24 /06/2026 

Maggie Downs  

Day Matron 

*Paediatric first aid  

*Emergency First aid @work 

      13/12/23 – 12/12/2026 

      29/04/24 – 28/04/2027 

EYFS / Pre-Prep   

Kailey Estevez 

 

          Paediatric First Aid    26/09/2024 – 26/09/2027 

          

Lucy Keown 

 

          Paediatric First Aid   08/06/2023 – 07/06/2026 

       

Ruth Arpino  

 

          Paediatric First Aid     16/05/2022 - 16/05/2025 

                 

Prep School, Teacher   

Will Bacon  

 

ITC Level 3 Award in Outdoor 
First aid  

 09/10/2024 – 09/10/2027 

Esther Ibbs 

 

ITC Level 3 Award in Outdoor 
First aid 

09/10/2024 – 09/10/2027 

Kian Middleton  

 

Paediatric first aid  26/09/2024 – 26/09/2027 

James Gilyead  Blended Emergency Outdoor 
first aid  

24/09/2022 – 24/09/2025 

Maintenance   

Martin Aldridge 

 

Emergency 1st aid at work  

Forestry first aid.  

   03/08/2022  -  02/08/2025 

  03/08/2022  -  02/08/2025 
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Vivienne Edwards Blended Paediatric First aid 18/05/2023 – 17/05/2026 

John Dyer  Emergency 1st aid at work     09/06/2022 – 08/06/2025 

Support staff   

Sue McKinnon Emergency 1st aid at 
work(RQF) 

13/04/2022 – 12/04/2025 

 

ASC/ EYFS/ Holiday Club   

Charley Booker  

 

Paediatric First Aid     10/06/2024 - 09/06/2027  

           

Glenn Johnson  Paediatric First aid 

 

    13/05/2024 - 12/05/2027 

 

NAME QUALIFICATION DATES 

Teaching staff / Trip staff / 
Away staff 

Blended Paediatric first 
aid 

(6 hr. Online and 6hr. On-
site, group) 

August/September 6th 2022  

To September 5th 2025 

Toby Patrick  As above 

Zoe Joel  As above 

Rachel Benton   As above 

Jack Gibbins  As above 

Tom Brandt  As above 

James Eketone   As above 

Zelia Attzs  As above 

Simon French  As above 

Charlotte Robinson   As above 

Jane Du Plessis  As above 

Natasha Teschmacher   As above 

Corinne Bonnett  As above  
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Amy Norris Blended Paediatric First aid 18/05/2023 – 17/05/2026 

Elizabeth Toplis  Blended Paediatric First aid 18/05/2023 – 17/05/2026 

 

 2 hour Emergency first aid.  

x13 Kitchen staff  Wed. January 4th 2023 

All remaining staff Inset  September 2024 

   

   

 

 

List of appointed person(s) for first aid and/or trained first aiders 

First-aiders hold a valid certificate of competence in either First Aid at Work (FAW) or Emergency First 

Aid at Work (EFAW). Both require renewal after 3 years. EFAW training is delivered over a minimum 

of 6 hours contact time and enables a first-aider to give emergency first aid to someone who is injured 

or becomes ill while at work.  FAW consists of 3 days’ training with continuous assessments. Training 

includes EFAW and also equips the first-aider to apply first aid to a range of specific injuries and 

illnesses. The training log in appendix 2 records the first aider courses. 

Document information  

 

Title First aid Policy 

Authors Olivia Valeny/ Sharon Saponaro  

Approved by Chris Schanschieff 

Version 1.5 

Date 20th January 2025 

 Note this replaces all previous versions and changes are highlighted. 
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Version Change made Reason Date Author 

 1.1 

 

Page 7 Change to domestic services 
cleaning up body effluents so 
Matron can prioritise the child. 

12/10/2020 Olivia 
Valeny 

1.2 Page 7, 5.7 

PPE in first aid 
scenarios 

Update to reflect current COVID 
secure practice 

12/10/2020 Olivia 
Valeny 

1.3 Page 15 

 

Update of staff training  24/03/2021 Sharon 
Saponaro 

1.4  Pages numbered For ease of reference  24/03/2021 Sharon 
Saponaro  

1.5 Wording and 
update 

Change in school wording, update 
of AEDS and Medical tracker.also 
update of QFA’s 

20/01/2025 Sharon 
saponaro  

 

  



16 
 

 

  

Aldwickbury School   

Wheathampstead Road   

Harpenden   

Hertfordshire   

AL5 1AD   

  

T: 01582 713022   

E: office@aldwickbury.org.uk   
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