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1.1

“Kirkbie Kendal School promotes the safeguarding and welfare of children in its care; all
policies and procedures support the Child Protection Policy.”
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KIRKBIE KENDAL SCHOOL
ACADEMY TRUST
FIRST AID AND ACCIDENT PROCEDURES
1

GENERAL STATEMENT
The Governors and Headteacher of Kirkbie Kendal School accept their responsibility under the
Health and Safety at Work etc. Act 1974 and the Health and Safety (First Aid) Regulations 1981 and
acknowledge the importance of providing first aid for employees, children and visitors within the
School.
The Governors recognise their statutory duty to comply with the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013.
These procedures are made in order to support the Section “First Aid” in the School’s Health and
Safety Policy.
These procedures are for general reference – individual student requirements, where identified, are
provided within the student’s Individual Health Care Plan (booklet issued to all staff).

2

STATEMENT OF FIRST AID ORGANISATION
The School’s arrangements for first aid include seven key principles:
a)
b)
c)
d)

Undertake a risk assessment of the first aid requirements of the School (Appendix 1).
To implement and review these procedures regularly.
To ensure staff are appropriately trained, certified and recertified at a 3 yearly interval.
To report, record and, where appropriate, investigate all accidents and incidents of school-related
ill-health.
e) To provide suitable equipment and materials to carry out first aid treatment.
f) Establish a procedure for managing accidents in school which require first aid treatment and,
where necessary, the intervention of professional medical support.
g) Provide information for employees and others on the arrangements for first aid.
3
3.1

ARRANGEMENTS FOR FIRST AID
Materials, equipment and facilities
The location of first aid containers in the school are:
Science Department

2

S9 (Ground floor classroom)
S11 (Upstairs classroom)

Technology Department

2

Technology Staff Room

Art Department

1

E2 (Shelves opposite door)

PE Department

4

Office in outdoor changing rooms
PE Office at Leisure Centre
These are travelling first aid kits for
fixtures

Reception:

1

Large

8

Small travel bag

1

Box

Site Office
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Minibus
3 .2

1

Small Box

Above passenger door

Appointed Persons/ First Aiders
The Headteacher will appoint members of staff to be the Appointed Persons/First Aiders.
The duties of the Appointed Person are to:
●
take charge when someone is injured or becomes ill;
●
look after the first aid equipment e.g. restocking the first aid container;
●
ensure that an ambulance or other professional medical help is summoned when appropriate;
●
complete accident report in accident book.
The Governing Body recognise that the Appointed Persons need not be First aiders. However, they
will support any member of staff who has undertaken a recognised first aid training course and
refresher training. In addition to meeting the statutory requirement placed upon them to provide first
aid for employees, the Governing Body accept their responsibilities towards non-employees. In order
to provide first aid for students and visitors, the Governing Body will undertake a risk assessment to
determine, in addition to the Appointed Persons, how many emergency First aiders are required and,
if appropriate, an employee with a First Aid at Work certificate of competence. In implementing the
outcome of the risk assessment, the Governing Body acknowledge that, unless first aid cover is part
of a member staff’s contract of employment, those who agree to become First aiders do so on a
voluntary basis.
In determining who should be trained in first aid, the Headteacher will consider each individual
against the following criteria:
●
●
●
●

3.3

reliability and communication skills;
aptitude and ability to absorb new knowledge and learn new skills;
ability to cope with stressful and physically demanding emergency procedures;
must be able to leave normal duties to go immediately to an emergency.

Information on First Aid arrangements
The Headteacher will inform all employees at the School of the following:
a)
b)
c)
d)
e)

the arrangements for recording and reporting accidents;
the arrangements for first aid;
those employees with qualifications in first aid;
the location of first aid boxes.
the arrangements for recording and reporting ‘near misses’ which could result in accidents in
the future. See Appendix 3.

In addition, the Headteacher will ensure that signs are displayed throughout the School providing the
following information:
a)

names of employees with first aid qualifications;

b)

location of first aid boxes.

All members of staff will be made aware of the School’s First Aid and Accidentprocedures.
The contents of the first aid box(es) will be checked termly and refilled and out of date items replaced
as required.

Item

Quantity

A leaflet giving general first aid guidance (e.g. HSE’s leaflet ‘Basic advice
on first aid at work).

1

Sterile, individually wrapped adhesive dressings (plasters of assorted
sizes).

20

Medium sized (approximately 12cm x 12cm), sterile, individually wrapped

6
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and un-medicated wound dressings.
Large (approximately 18cm x 18cm) sterile, individually wrapped and unmedicated wound dressings.

2

Individually wrapped triangular bandage (preferably sterile)

2

Sterile eye pads

4

Disposable vinyl gloves – latex free eliminates any risk of allergic reactions.

At least 2 pairs

Individually wrapped moist cleaning wipes

10

Safety Pins

6

Eye Wash

4

Scissors

1

Disposable tweezers

2

Travelling First Aid Kit
Recommended
Quantity

Item
A leaflet giving general first aid guidance (e.g. HSE’s leaflet ‘Basic advice
on first aid at work).

1

Sterile, individually wrapped adhesive dressings (plasters of assorted
sizes).

6

Large sterile un-medicated dressing

1

Individually wrapped triangular bandage (preferably sterile)

2

Individually wrapped moist cleansing wipes

1 packet

Disposable vinyl gloves – latex free eliminates any risk of allergic reactions.

2 pairs

Safety Pins

2

In addition to the items set out for the first aid box in school, the following items will be provided:
a) Disposable drying materials.
b) Plastic bowls – one for cleaning wounds and one for cleaning vomit, excreta, etc.
c) Suitable cleaner for cleaning sinks and bowls and soiled surfaces (kept locked away from
access by children).
In compliance with Part 5 of The Education (Independent School Standards) (England) Regulations
2010 the Governing Body will ensure that a room will be made available for medical treatment
which is near to/has a toilet facility.
This facility will contain the following and be readily available for use:
●
●
●
●
●
●
●

sink with running hot and cold water;
drinking water (if not available on mains tap) and disposable cups;
paper towels and soap;
a range of First Aid equipment (at least to the standard required in First Aid boxes) and
proper storage;
chair;
a couch or bed (with waterproof cover), pillow and blankets;
suitable refuse container.
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3.4

Provision away from the School
Provision for first aid on school visits and journeys will be determined by risk assessment in
accordance with the School procedures.
Review of the First Aid and Accident procedures
The Senior Management Team will review the First Aid and Accident procedures annually or more
often if required and inform the Governing Body of any changes.

3.5

Attending an Injury
a)

b)
c)
d)

First aiders must complete a training course (Emergency First Aid), approved by the Health and
Safety Executive, which is renewed every three years. A programme is in place within school
to ensure this is completed.
First aiders are available in school to 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. NB
no medication will be administered.
Record any injury in the accident book located in reception (separate books are available for
students/staff & visitors).
Details to be recorded:
- the date, time and place of the incident;
- the name (and class) of the injured or ill person.
- details of the injury/illness and what first aid was administered.
- what happened to the person immediately afterwards, i.e. went home, resumed normal
duties, went back to class, went to hospital.
- name and signature of the first aider or person dealing with the incident.

ALL STAFF: In the event of an accident, staff should complete the accident book that is located in
Reception and provide as much information as possible.
4

ACCIDENT AND ILL HEALTH REPORTING
This section of the First Aid procedure supports the ‘Accident Reporting’ section of the School’s
Health and Safety Policy and the requirements of the HSE.
The Governing Body is aware of its statutory duty under The Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013 (RIDDOR) in respect of reporting the following to the
Health and Safety Executive as it applies to employees.
REPORTABLE INJURIES & ILL HEALTH TO PEOPLE AT WORK
Under RIDDOR the following work related accidents are reportable to the HSE, including those
caused by physical violence, if an employee is injured, wherever they are working:
Reportable Specified Injuries
Accidents which result in death or a specified injury must be reported without delay.
●
●
●
●
●
●
●
●
●
●

accidents which prevent the injured person from continuing their normal work for more than seven
days (not counting the day of the accident, but including weekends other than rest days) must be
reported within 15 days of the accident;
fractures other than to fingers, thumbs or 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), which:
- cover more than 10% of the body; or,
- cause significant damage to the eyes, respiratory system or other vital organs.
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:
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- leads to hypothermia or heat-induced illness; or,
- requires resuscitation or admittance to hospital for more than 24 hours.
Reportable Occupational Diseases
●
●
●
●
●
●
●
●

Carpal tunnel syndrome;
severe cramp of the hand or forearm;
occupational dermatitis, e.g. from work involving strong acids or alkalis, including domestic
bleach;
hand-arm vibration syndrome;
occupational asthma, e.g. from wood dust and soldering using rosin flux;
tendonitis or tenosynovitis of the hand or forearm;
any occupational cancer;
any disease attributed to an occupational exposure to a biological agent.

INCIDENTS TO STUDENTS AND OTHER PEOPLE WHO ARE NOT AT WORK
Injuries to students and visitors who are involved in an accident at school or on an activity organised
by the school are only reportable under RIDDOR if the accident results in:
●
●

the death of the person, and arose out or in connection with a work activity; or,
injury that arose out of or in connection with a work activity and the person is taken directly from
the scene of the accident to the hospital for treatment (examinations and diagnostic tests do
constitute treatment).

The list of reportable specified injuries and occupational diseases described above only apply to
employees. If a student injured in an incident remains at school, is taken home or is simply absent
from school for a number of days, the incident is not reportable. If the incident/accident is caused
by poor condition, design or maintenance of the premises or equipment, or because of inadequate
arrangements e.g. sports hall floor too slippery after being polished resulting in a fracture from falling,
this would be reportable.
If an accident or ill health occurs and there is some doubt as to report or not, advice will be sought
from Kym Allan Safeguarding, Health & Safety Consultants Ltd. ( www.kymallanhsc.co.uk ).
5

STUDENT ACCIDENTS RESULTING IN HEAD TRAUMA
The Governing Body recognise that accidents to students resulting in head trauma can be
problematic because the injury may not be immediately evident (e.g. internal) and the effects only
become noticeable after a period of time.
Where a student is reported to have had an injury to the head:
a)
b)

Parents will be contacted in the first instance.
If the head injury is more serious e.g. the person is unconscious, then an ambulance will be
called as well as the parents being contacted.
Staff will follow the Head Assessment Procedure to determine necessary action (Appendix 2).

c)
6

SIGNS OF A LIFE-THREATENING EMERGENCY
If someone is having a life-threatening emergency, they may have:
●
●
●
●
●
●
●
●

loss of responsiveness;
breathing difficulties;
severe bleeding;
severe allergic reaction;
severe burns or scalds;
seizures that are not stopping;
severe, persistent chest pain;
an acute, confused state.
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WHAT TO DO
Call 999 or 112 for emergency help straightaway, if you or someone else is having a lifethreatening emergency.
7

TRANSPORT TO HOSPITAL OR HOME
a)

The School will determine what is reasonable and sensible action to take in the circumstances
of each case. If staff are in any doubt as to what steps to take, consideration must be given
to removing the young person from school to seek professional medical help, either by
contacting parents, using staff vehicles or, ultimately, calling an ambulance. This is a
judgement call that depends on how quickly the seeking of medical help is required (i.e. where
the parent is and how quickly they can attend) and what course of action would ultimately be
in the best interests of the young person.

b)

If the young person’s condition appears to be deteriorating AND they are mobile, consideration
must be given to the use of staff to transport the young person to hospital where medical
professionals will undertake the triage process

c)

Where the injury is an emergency an ambulance will be called following which the parent will
be called.

d)

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

If the parents cannot be contacted, an appropriate member of staff may decide the best way to
transport the student to hospital.
8

PERSONNEL
See Appendix 4 for the names of employees at the school with a qualification in first aid or who have
a first aid responsibility.

Related Policies
Health & Safety
Students with Medical Conditions Policy
Medical Conditions Booklet (students)
Child Protection Policy
THIS DOCUMENT IS AVAILABLE IN THE FOLLOWING FORMATS:

PAPER
ENLARGED PRINT
EMAIL
WEBSITE

REFERENCE
In an Academy, the final responsibility for the health and safety of the students and staff rests with the Academy Trust (Governing
Body) who should acquaint themselves with the following guidelines covering first aid provision:
First Aid at Work (Guidance on Regulations), Health and Safety (First Aid) Regulations 1981 and subsequent guidance.
Guidance note: 'First Aid in Schools' issued by the DfE in August 2000 (updated February 2014)
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APPENDIX 1
SCHOOL FIRST AID RISK ASSESSMENT
School

Kirkbie Kendal School

Assessor’s Name

J S Gee

Assessor’s Signature

Date of Assessment
Reviewed

5th January 2007
18th June 2008
8th June 2011
25th June 2013
6th November 2014
12th June 2017
21st May 2018
20th May 2019

This form is to enable the Governing Body of the School to determine the number of appointed persons/First
Aiders required by the Health and Safety (First Aid) Regulations 1981 and the Approved Code of Practice.
The form allocates weightings to possible replies to the questions. These weightings are shown in brackets.
●
●

Complete Parts 1-16 of the Assessment by placing a tick in the appropriate box. Unless otherwise
stated, choose only one reply for each question.
Calculate the overall total for Parts 1-16 using Table A. Once you have calculated your overall total,
refer to Table B to determine your First Aid requirement.

PART 1
What types of injury to employees have been recorded in the past?
Injury
a)
b)
c)

(Choose one reply only)

✓ (1)
(2)
(3)

Minor cuts and bruises; eye irritation
Lacerations; burns; concussion; serious sprains; minor fractures
Amputations; poisonings; major fractures; multiple injuries; fatalities

PART 2
What are the risks of injury from the work undertaken by employees as identified in your risk assessments?
Category of Risk (Choose one reply only)
a)
Trivial/Tolerable Risk
b)
Moderate/Substantial Risk
c)
Intolerable Risk

✓

(1)
(2)
(3)

PART 3
Does your workplace contain any of the specific hazards listed below? (Choose appropriate reply/replies)
a)
b)
c)
d)

Hazardous substances (cleaning)
Dangerous tools (Tech)
Dangerous machinery
Dangerous loads/animals
Total for Part 3
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✓ (3)
✓ (3)
✓ (3)
(3)
9

PART 4
Are there parts of your establishment where different levels of risk can be identified?
a)
b)

✓

Yes
No

(2)
(1)

PART 5
Type of work undertaken
a)
b)

Offices, libraries, classrooms etc
Construction, work with dangerous machinery, sharp instruments etc (This includes school
workshops and laboratories)

(1)
✓ (2)

Are there any hazards for which additional First Aid skills are necessary? (Choose one reply only)
a)
b)

Yes (sport)
No
Total for Part 5

✓ (2)
(1)
4

PART 6
Are there inexperienced workers on site or employees with disabilities? (This includes NQT’s and students
in specialist subject areas) (Choose one reply only for the following parts)
a)
b)

✓ (2)
(1)

Yes
No

PART 7
Are there several buildings on site or multi-floor buildings?
a)
b)

✓ (2)
(1)

Yes
No

PART 8
Is there shift work or out-of-hours working?
a)
b)

Yes
No

(2)
✓ (1)

PART 9
Is the workplace remote from emergency medical services?
a)
b)

Yes
No

(2)
✓ (1)

PART 10
Do you have employees at work sites occupied by other employees? (eg catering, cleaning)
a)
b)

Yes
No

(2)
✓ (1)

PART 11
Do you have any work-experienced trainees?
a)
b)

✓ (2)
(1)

Yes
No
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PART 12
Do members of the public visit your premises?
a)
b)

✓ (2)
(1)

Yes
No

PART 13
Do you have employees with reading or language difficulties?
a)
b)

Yes
No

(2)
✓ (1)

PART 14
Do you have students with disabilities or special health care needs?
a)
b)

✓ (2)
(1)

Yes
No

PART 15
What is the age range of your students?
a)
b)

✓ (3)
(2)

11-18
11-16

PART 16
What is the Net Capacity of the school?
a)
b)
c)
d)
e)
f)

Under 100 places
101-210 places
211-420 places
421-500 places
501-1000 places
Above 1000 places

(1)
(2)
(3)
(4)
✓ (5)
(6)

TABLE A
Now that you have completed the risk assessment, enter the totals for Each Part in the boxes below and
calculate the overall total.
PART 1
PART 2
PART 3
PART 4
PART 5
PART 6
PART 7
PART 8
PART 9
PART 10
PART 11
PART 12
PART 13
PART 14
PART 15
PART 16
OVERALL TOTAL

1
1
9
2
4
2
2
1
1
1
2
2
1
2
3
5
39
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Having obtained the overall total, refer to Table B to determine to recommended level of first aid personnel.
-

Medium to high risk
Minimum requirement 3
School exceeds this minimum requirement

TABLE B
Recommended First Aid Personnel

LOW RISK
Overall Total 16 to 33
A

Fewer than 50 employees and up to 210 student places:
●
●

One appointed person;
One emergency first aider

OR
B

Few than 50 employees and more than 210 student places:
●
●

One appointed person
One qualified first aider at work

Where no member of staff will volunteer for the first aid at work qualification, then the school should substitute
with employees who have been trained in emergency first aid.

MEDIUM TO HIGH RISK
Overall Total 34 to 51
A
●
●

One appointed person
Two qualified first aiders at work

Where the net capacity of the school is above 1000 places then an additional qualified first aider at work.
B
●

Consideration should be given to having additional emergency first aider at work

The above table is recommended minimum level of provision.
Schools must give additional consideration to the factors when determining the level of provision:
a)
b)

the arrangements when a qualified first aider is not on site due to absence/training;
the design/layout of the site/premises is such that staff who are trained in emergency first aid
should be available.
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ACCIDENT REPORTING FLOW-CHART – VA, FOUNDATION & INDEPENDENT SCHOOLS &
ACADEMIES
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Appendix 2

Head Injury/Bang on the Head - Procedure for staff to follow
1. Visually check the head injury.
2. Signs of injury – i.e. blood/cuts etc. Inform parents or call an ambulance if necessary
NB. If in any doubt call an ambulance.
3. No signs of injury – carry out check list for concussion overleaf.
Negative result – no sign of concussion
Check past.
Inform parents of the situation.
Send a copy of the checklist home to parents.
Student may return to lesson if possible, if not able to do so call parents to come and collect.
4. Positive result – signs of concussion
a. Inform parents to come and collect and issue a copy of the checklist.
b. If the student is unconscious or you are in doubt call an ambulance straight away.

5. PLEASE COMPLETE THE ACCIDENT BOOK AND INSERT THE ORIGINAL CHECKLIST IN THE
HEAD INJURY LOG BOOK LOCATED IN RECEPTION.
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Page 13 of 16

F3 1.4

Bang to the Head Checklist and Procedure
1.

Check for signs of concussion.

Any one or more of the following visual clues can indicate a possible concussion:
Loss of consciousness or responsiveness.

Lying motionless on ground/slow get up.

Unsteady on feet / balance problems or
falling over / incoordination.

Grabbing / clutching of head.

Dazed, blank or vacant look.

Confused / not aware of plays or events.

2.

Questions to ask
Question

Answer

What day is it?
Where are you?
What is your name?
What is your address?
3.

Signs and symptoms of suspected concussion.

Presence of any one or more off the following signs and symptoms may suggest concussion:
Loss of consciousness

Headache

Seizure or convulsion

Dizziness

Balance problems

Confusion

Nausea or vomiting

Feeling slowed down

Drowsiness

‘Pressure in head’

More emotional

Blurred vision

Irritability

Sensitivity to light

Sadness

Amnesia

Fatigue or low energy

Feeling like ‘in a fog’

Nervous or anxious

Neck pain

‘Don’t feel right’

Sensitivity to noise

Difficulty remembering

Difficulty concentrating

Student Name: __________________________________________________ Form: __________
Action Taken: __________________________________________________________________
First Aider: _____________________________________________________ Date: __________
If a student shows signs of any of the above or has loss of memory contact parents immediately. If in any doubt call
999.
In all cases of head injuries, a phone call home to parents should be made, explaining the situation and either they come
and collect or they monitor the child once they arrive home.
PLEASE COMPLETE THE ACCIDENT BOOK FULLY INCLUDING CHECKS CARRIED OUT AND ACTION TAKEN.
FIRST AID AND ACCIDENT PROCEDURES
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Appendix 3

NEAR MISS REPORT FORM
This form may be used to report any near miss occurrence which could have, but did not result in injury.
This form should not be used for reporting accidents or violent incidents including attempted assaults and
threats.
Name of Person Reporting:
Date of Incident:

Time of Incident:

am / pm

Weather conditions:
Where did it happen?
(be as accurate as possible)
Who was involved?
What happened?

Why did it happen?

How could you stop it
happening again?
FEEDBACK
Reviewed by:
ACTION (This section is for SLT / Governor use ONLY)
Is any further action required (including review of any existing risk
assessments)? (Circle)

YES

If Yes, what further action is
required?

By Whom?
COMPLETION
Date
Complete:
FIRST AID AND ACCIDENT PROCEDURES
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Appendix 4

Kirkbie Kendal School
FIRST AIDERS
First Aid Certificate
Expiry Date

First Aid Qualification

Mrs K. Bennett

30th March 2020

Miss A. Nicholls

30th March 2020

Mrs K. Lowther
Mr D Causey

12th November 2020
12th November 2020

16 hour First Aid for Outdoor
Practitioners Inc. EFAW (L3)
16 hour First Aid for Outdoor
Practitioners Inc. EFAW (L3)
8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work
Emergency First Aid & AED Training
(World Challenge)
2 Day Outdoor First Aid
(Lakes First Aid)
16 hour First Aid for Outdoor
Practitioners Inc. EFAW (L3)
8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work

Name of First Aider

Mr I. Patrick

20th May 2021

Mr T. Lounds

7th July 2021

Mrs S. Nicholl

5th December 2021

Mr D. Martin
Mrs N. Oddie
Mrs S. Timms
Miss R. Atherton
(Technician)
Mrs S. Gregg
Mrs K. Williamson
Miss E. Dent

5th December 2021
11th March 2022
11th March 2022

Mrs H. Herbert

11th November 2022

Ms R. Pluckrose

11th November 2022

Miss N. Wade

14th December 2022

11th March 2022
7th October 2022
7th October 2022
7th October 2022

8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work
8 hour Emergency First Aid at Work
16 hour First Aid for Outdoor
Practitioners Inc. EFAW (L3)
16 hour First Aid for Outdoor
Practitioners Inc. EFAW (L3)
2 Day Outdoor First Aid
(Lakes First Aid)

Location of First Aid Kits
Department
Science Department

Number of Kits
2

Technology Department
Art Department
PE Department

2
1
4

Reception:

1 Large
8 small travel
bags
1 Box

Site Office

FIRST AID AND ACCIDENT PROCEDURES











Location(s)
S9 (Ground Floor Classroom
S11 (Upstairs Classroom)
Tech Staffroom
E2 shelves opposite the door
Office in the outdoor changing rooms.
PE Office at the Leisure Centre.
These are also travelling First Aid Kits for
fixtures.
Right hand side cupboard under the work
top.
On the shelf (right hand side shelving unit).
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