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Homefield School is an independent preparatory school for boys which provides a broad and balanced curriculum within a small, caring and nurturing environment for its pupils.  Some pupils may have special educational needs which may include specific learning difficulties, Asperger’s Syndrome, dyslexia and dyspraxia.
1.  General Guidelines
Employers of school staff have a duty to protect the health and safety of their staff, students and visitors to the premises, including the responsibility to ensure that the school has a Health and Safety Policy. The Health and Safety (First Aid) Regulations 1981 require employers to provide adequate and appropriate equipment, facilities and qualified first-aid personnel. This should include arrangements for first aid, based on a risk assessment of the school.  The Headteacher is responsible for implementing the policy and for developing procedures.  Parents and carers should also be aware of the school’s arrangements for first aid.  This is made available to all parents and carers on their child’s entry.   The Proprietors and Headteacher should review the school’s first-aid needs at least annually to ensure that provision is appropriate.  This Policy should be read in conjunction with the school’s Health & Safety Policy.
2.  Providing Information
The Headteacher will inform all staff of the first-aid arrangements and this information is included in the staff induction programme.  This should contain the following information: 

· location of relevant equipment

· first-aiders/appointed persons

· procedures for monitoring and reviewing the school’s first-aid requirements
3.  Risk Assessment
Considerations for first-aid provision are: 

· the size of the school 

· any particular features of the location of the school.

· any specific hazards or risks on the site.

· any staff/students with special health needs or disabilities.

· whether accident statistics provide any information about specific areas and/or times of greater than average risk

· the number of first-aid personnel required.
It is important that teachers of practical subjects, including PE, Science and Design & Technology, pay regard to assessing additional risks specific to the laboratory or workshop, such as sports equipment, laboratory apparatus and reagents, and mechanical machinery such as drills and saws.  Risks at playtimes are also to be considered, particularly in cold weather when ice or snow may present additional hazards.
4.  First Aiders
First aiders must complete training approved by the Health & Safety Executive (HSE) which will also include mandatory updates. The main duties of a first aider are: 

· to give immediate assistance to casualties with common injuries or illnesses and those arising from specific hazards within the school.
· ensure that an ambulance or other professional help is called when necessary. 
5.  Appointed Persons
An appointed person is not a first aider but someone who: 

· takes charge when someone is injured or becomes ill until a suitably qualified person is available.
· ensures that an ambulance or other professional medical help is summoned when appropriate.
· checks and restocks first aid containers. 

Please refer to Section 13. for a list of current first-aiders/appointed persons.   This list is also available in the school office, on the notice board in the staff room and in the School Handbook. 

The Health and Safety Executive (HSE) has issued guidance on numbers of first aid personnel in a workplace based on employee numbers. This is referred to in the DCSF publication Guidance on First Aid for Schools: A Good Practice Guide.  The DCSF recommends that for the purpose of assessing first aid personnel numbers, that pupil numbers as well as employee numbers are taken into account. The minimum requirement is that an appointed person must take charge of the first aid arrangements until a qualified first aider can attend. 
6. Administering First Aid

Homefield School recommends that, unless it cannot possibly be avoided, no member of staff should administer first aid without a witness (preferably another member of staff).  No member of staff should administer first aid unless he or she has received proper training.

Staff should take precautions to avoid infection and must follow basic hygiene procedures.   For their own protection and the protection of the patient, staff who administer first aid should take the following precautions. 

· Exposed cuts and abrasions should be covered with a waterproof dressing. Hands should be washed before and after administering first aid. Disposable gloves should be worn. 

· The patient's blood or other body fluids should be washed off with soap and water if the first aider comes into contact with them. Clean cold tap water should be used to wash mouths, eyes or broken skin. 

· Disposable plastic gloves must be worn when first aiders are mopping up blood or body fluids.  
· Paper towels should be used for mopping up and soiled towels should be disposed of in sealed plastic bags and, preferably, incinerated. Clothing may be cleaned in a washing machine using the hot cycle. 

· Surfaces should be wiped down with a solution of a suitable disinfectant.
7.  Emergency Situations

From April 2004 First Aiders must be trained to recognise and respond appropriately to the emergency needs of children with chronic medical conditions the most common being asthma, diabetes, epilepsy and severe allergic reaction. 

· Pupils with asthma need to have immediate access to their reliever inhalers when they need them.  Spare inhalers must be provided by parents and will be kept in an unlocked cabinet in the School Office. 

· Pupils with epilepsy - concerns about safety should be discussed with the pupil and parents as part of the pupil’s induction into school.

· Pupils with diabetes should be able to manage their own medication. This should be discussed with the pupil and parent as part of the pupil’s induction into school. 

· Anaphylaxis – the parents and pupil should discuss allergies as part of the pupil’s induction into school.  Pre-loaded injection devices should be provided by the parents in the correct container, labelled with their child’s name and updated medicines.   If the school has to give this injection, an ambulance must always be called. 
In the event of an accident, the first member of staff trained in First Aid to reach the scene will, as far as he/she is able, assess the injuries sustained by the casualty.

·  Any casualty with a minor injury AND who is judged capable of moving without risk of harm or further injury by the First Aider should be accompanied to the School Office where they may receive appropriate treatment, and their parents notified.   If necessary, arrangements will be made with the pupil’s parents so that the child may be taken to their GP or an NHS “walk in” centre or A&E department as appropriate.
· In the case of a more serious emergency, an ambulance will be called. A person should be detailed to receive the ambulance at the nearest port of entry to the School (Devonshire Avenue or Brighton Road) and to direct the ambulance staff to the casualty.

· Casualties with suspected fractures or back or neck injuries must not be moved unless ambulance personnel are present. For the casualty’s safety and insurance reasons, they must NOT be moved on the instructions of ANY bystander.
· CHILD PROTECTION and SAFEGUARDING: If any concerns are raised that have Safeguarding implications (e.g. unexplained marks or scars), whilst a person is being treated for first aid, the First Aider must inform the designated Child Protection officer who will then take appropriate action. 

8. Issuing medicines

School staff should not administer any medicines unless:

a) a pupil who suffers from a chronic condition, such as epilepsy or ADD/ADHD, could not otherwise attend school or

b) there is a compelling need to administer short-term medication for a serious complaint.

In all cases, appropriate medical, parental or carer authority is required before staff will administer such medication, and identified staff have been given an appropriate briefing.

9.  First Aid Containers
There are first aid boxes located in the School Office, Medical Room, Games Department, the Science Laboratory, Art Room, in the school office and in the school minibus.    The contents should be checked by the appointed first aiders each term.
10.  First Aid Designated Area
In the event of a person being unwell, there is a room which is designated as a “medical room”  where they can lie down pending further appropriate action being taken, such as a parent or carer of a pupil being ‘phoned to collect their sick child or further medical attention requested if required.  This room has a wash hand basin and a chairs large enough for pupils to lie down if necessary and is in close proximity to a WC.
11.  Record Keeping

Records should be kept of any first-aid treatment given by first-aiders and appointed persons.  Parents and carers will also be notified of any incidents involving the administration of first aid, including being ‘phoned if appropriate, for example if a child needs to be taken to a clinic for treatment in the case of an emergency.   They will also be informed of any other significant incidents by letter indicating type of injury, such as a head injury.
All accidents will be recorded in the accident book, which is kept in the Medical Room.

Serious accidents must be brought to the attention of the Headteacher or other authorised person, who will decide on further action including the completion of a RIDDOR ‘Injury or Dangerous Occurrence Report’.  Copies of the Health and Safety Executive Form 2508 are kept in the School Office for the reporting of major injuries.

The person completing the accident record or report will be responsible for investigating the causes of the accident and, if necessary, making recommendations to prevent recurrence.

12.  First Aid on School Visits
When pupils are on approved school trips, first-aid arrangements are detailed in the risk assessment.  A designated member of staff should have a suitably equipped first-aid box.  If first aid is administered the appropriate record must be completed on return to school. The member of staff should use a mobile ‘phone to summon further medical attention if required.
13.  Qualified First Aid Staff
The following staff hold recognised and valid accredited Health & Safety Executive compliant Four Day First Aid qualifications as delivered by St John’s Ambulance Trainers:

Mr M Till Deputy Head Teacher
Mr D Matthews Director of Sport 
Mrs Carol Foran Early Years Unit

Mrs Sue Moylan Superstars/ Catering Staff

There will always be at least one qualified first aider on site when pupils are present.   All qualified first aiders undertake training every three years to maintain their accreditation.
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