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1. Purpose
The purpose of this policy is to ensure that students, staff, and visitors are provided with timely and appropriate medical assistance in the event of an injury or medical emergency while on school premises or during school-related activities.
2. Scope
This policy applies to all students, staff, visitors, and volunteers on school grounds, as well as during off-site school activities, including field trips and extracurricular events. All staff will have access to the First Aid Policy- through our online Policy Viewer and the School Server. There is also a hard copy in the school office. 
3. First Aid Equipment and Supplies
· First Aid Kits: The school will maintain well-stocked first aid kits at key locations, including the main office, classrooms, staffrooms, hall, all 3 school minibuses and the nurses room.  The First Aid Kits will be routinely checked by our First Aid Lead TA- Daniel Geary. Staff are also responsible for requesting replenishment of the First Aid supplies in between these times, when required and checking supplies are in date. First aid kits are also required to be taken on any off-site visit. 
· Defibrillators (AEDs): Park Lane School has a defibrillator- which is located in the main office. The routine testing and ordering of the pads is  the responsibility of Daniel Geary, First Aid TA. 
· Specialised Supplies: In certain cases, such as for students with known medical conditions (e.g., asthma, epilepsy), additional supplies may be kept on hand as necessary. Each class has its own safe, with a lock or code entry, this is to be used for the storage of individual pupil medical supplies such as rescue medication or inhalers. These should be stored in the locked safe at all times and ‘signed out’ when taken out of the classroom for any reason. The medication is also stored with the pupils medical care plan, which outlines how trained staff can deliver the medication to the student.  


4. First Aid Personnel
· Designated First Aiders: A list of trained first aid personnel should be displayed in each classroom and in communal areas such as staffrooms, the office and the hall. First Aiders will be responsible for administering first aid when required. The list specifies which staff are trained for Paediatric ( Early Years), child (students) or adult ( staff) First Aid and the appropriate person should be contacted dependent on who the injured party is. 
· Training: Designated first aiders will receive certified training in basic first aid and CPR. Regular refresher courses will be conducted to ensure that staff members remain up-to-date with their training. 
5. Procedures for Dealing with Medical Emergencies
· Immediate Action: In the event of an injury or medical emergency, the relevant first aider will be alerted. If the situation is life-threatening, emergency services will be contacted immediately (999 or local emergency numbers). If any injured party requires being transported in an ambulance a member of staff will accompany the person to the hospital, until parents/carers/next of kin arrive.  
· Where hospital treatment is required but not an emergency, parents will be called. If they are some distance away or not contactable, 2 members of staff will take the injured person to hospital and stay until parents arrive. The car owner/driver must have appropriate business insurance.
· Documentation: All incidents of first aid treatment will be documented in an injury log on our recording system IRIS Adapt. This report should include the nature of the injury, treatment provided, and any follow-up actions required. These are reviewed daily by members of the Senior Leadership Team. 
· Communication with Parents/Guardians: Parents should always be contacted if a child has been involved in an incident or accident involving any kind of injury or first aid treatment. 
Serious Incidences - If it is a serious incident which requires the student to go to hospital, parents/carers should be informed by telephone, immediately. 
Head injuries- All head injuries which occur in school should be assessed by the school nurse. Staff should follow protocol – outlined in Appendix B. A cold pack will be applied to the injured area and the child will be asked to sit quietly with the member of staff for a few minutes. A text message will be sent to the child’s parent/carer to advise them of the incident. This message is for information so that you can check for any signs of concussion developing (see NHS guidance below).If the injury requires further medical attention, such as hospital treatment, a member of staff will contact you by phone to ask for a nominated adult to come and collect the child. The incident will be recorded on Iris Adapt (our incident/accident reporting system)

Physical Injuries- such as cuts or bruises, parents/carers should be told before the student leaves school i.e at the end of the day or at a suitable time for the class teacher e.g break or lunchtime.
Other injuries – For injuries that have not marked but have the potential to create bruising or cause pain/upset for the child concerned, parents should be informed but this could be in the form of an email or the home/school communication book. 
· Communication with Next of Kin: When staff have a serious injury in the workplace their next of kin will be informed. SLT or office staff will contact the next of kin contact number we have on record. Staff should ensure this is kept up to date each year. 
6. Medical Conditions and Individual Health Plans
· Health Records: The school will maintain records of students’ medical conditions (such as allergies, asthma, or diabetes) and ensure that these are communicated to relevant staff members.
· Medical Care Plans- Students with ongoing medical needs or conditions will have an Individual Health Plan outlining the necessary actions and interventions for the staff to follow.
7.  Administration of Medication
Medication consent forms are sent to and completed by parents when a student first joins Park Lane School. They are then renewed annually by the school nurse. These are kept in the Nurse’s room and a copy in the pupil files in the office. 
The School Nurse administers medication in school following the East Cheshire NHS Trust Policies and NMC regulations. 
Pupils who require regular medication in school are given medication in school. This is written up on a prescription sheet. Parents send a supply of this medication in school which is kept in a locked cupboard in the nurse's room. When medication is travelling between school and home it should be handed directly to the student’s parents or escort/driver and NOT placed in the student's bag. If a student does not have a prescription for long term medication needed to be given in school, then it should not be given by staff. 
Any medication to be given by the school nurse or staff must be sent in their original bottle or container as dispensed from the chemist and should show the pupils name, date of dispensing and dosage. 
Medication which is administered on a short-term daily basis should be sent in and returned each day via the students' parent or handed to the escort/driver. Pupils are not permitted to handle, or store medication on their person or in their personal belongings.
All medications like rescue medication and inhalers that are required to be kept in classrooms should be in the locked safe. All staff be aware of the code or where the key is kept. 
Students who are prescribed emergency rescue medications such Buccal Midazolam, can have it administered by the school nurse or by trained members of staff. 
The School Nurse will give analgesia (Paracetamol/Calpol) to students if they have received a completed permission form and had verbal/written consent. 
Injections may only be administered by a qualified nurse or doctor.
The school does not administer homeopathic medicines of any description. 
Educational Visits/ Residentials 
For every off-site visit there will be a named first aider present. They, along with the visit leader, will ensure that all medical care plans are taken and followed and that any medication that is needed whilst on the visit is taken and carried/stored safely throughout the duration visit. The visit leader and first aider will ensure named members of staff are trained to deliver any medications or procedures, such as PEG feeding. If staff are required to give prescribed medication to student, they will have gained prior consent from the students parents/carers, on a Park Lane Medication Consent Form ( see Appendix A). Whenever they are administering medication there will be another person present to witness and all the information about medication, dosage and time of dosage will be recorded and signed by both the administer of the medication and the witness. 
8. Accident and Injury Reporting
· All accidents, injuries, and illnesses, no matter how minor, must be reported and recorded on IRIS Adapt. Every member of staff has a login for this and can type up accidents/injuries 
· Parents/carers are informed of any accident or injury involving their child. 
· If a child has a head injury during the school day, the school nurse must be informed immediately, parents/carer must be informed and school must share a head injury letter with parents and carers which outlines care advice. Head injury letters are given out by the school nurse. 
9. Hygiene and Infection Control
· Infection Control: Protective equipment such as gloves and face masks will be available in first aid kits/classrooms.
· Cleaning and Disinfection: All surfaces and materials used during first aid will be cleaned and disinfected as necessary.
10. School Trips and Extracurricular Activities
· First aid kits will accompany students during off-site activities such as educational visits, sports events, and other extracurricular activities.
· A designated first aider will be assigned to each off-site activity, and the staff will be informed of any student-specific medical concerns prior to the event.
11. Review and Update
This policy will be reviewed annually by Laura Rashleigh. Updates will be made as necessary to ensure the policy remains relevant and effective. A First Aid risk assessment is completed and is updated annually. This is reviewed by Cheshire East Health and Safety Team. 
12. Legal Compliance
The school’s first aid policy will comply with relevant local laws and regulations concerning workplace health and safety, emergency medical procedures, and the welfare of students. Any accidents/incidents are reviewed daily by members of the senior leadership team. Any incident/accident involving an injury will be logged on PRIME (Cheshire East Accident/Incident reporting system). They will forward any documentation to RIDDOR if required. 
13.Linked Policies 
This policy is also linked to the following policies :
Educational Visits Policy 
Health and Safety Policy 
Administering of Medication Policy 
Medical Needs Policy 
No Nurse Policy 



























Appendix A 
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Parental Medical Consent Form for Educational/Residential Visits

Visit Information
· Visit Title: ______________________________________________
· Visit Location: __________________________________________
· Date(s) of Visit: From ____ / ____ / ______ to ____ / ____ / ______

Student Information
· Full Name: ____________________________________________
· Date of Birth: ____ / ____ / ______
· Class: __________

Parent/Guardian Information
· Name(s): _____________________________________________
· Phone Numbers: ________________________________________

Medical Information
· Family Doctor's Name: ________________________________
· Doctor’s Phone Number: _______________________________
· NHS Number (if applicable): _____________________________
Medical Conditions:
(Include asthma, epilepsy, diabetes, allergies, etc.)
Allergies:
(e.g., food, medication, insect stings)
Medications
Please list all medications your child will need during the visit:
	Name of Medication
	Dosage
	Time(s) to be given
	Special Instructions

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


 
Note: All medications must be clearly labelled (prescription label) with the student's name, dosage, and instructions. Please hand medications to staff prior to departure.

Consent and Authorisation
I, the undersigned, being the parent/legal guardian of the above-named student, give permission for them to participate in the educational/residential visit as described above.
I authorise the staff to administer the listed medications as directed and to act on my behalf in seeking necessary medical treatment for my child in the event of illness or emergency. I understand every effort will be made to contact me first. I agree to update the school on any changes to my child’s health or medication before the trip.


Parent/Guardian Signature: ___________________________
 Date: ____ / ____ / ______

Appendix B 
Dear parents and carers,
We would like to outline the procedures we follow, in accordance with our First Aid policy, if your child receives a bump to the head whilst at school:
· Your child’s injury will be assessed by the school nurse.
· A cold pack will be applied to the injured area and the child will be asked to sit quietly with the member of staff for a few minutes.
· The incident will be recorded on Iris Adapt (our incident/accident reporting system).
· A text message will be sent to the child’s parent/carer to advise them of the incident. This message is for information so that you can check for any signs of concussion developing (see NHS guidance below).
· If the injury requires further medical attention, such as hospital treatment, a member of staff will contact you by phone to ask for a nominated adult to come and collect your child.
As with all head injuries, it is important to monitor your child for a few days in case they develop any symptoms of concussion.
Guidance can be via the link below. Please make sure you are familiar with this for future reference.
https://www.nhs.uk/conditions/head-injury-and-concussion/ 
We will share this guidance with you on an annual basis as a reminder and there is also a link on our school website (Parents – School Health Forms and Guidelines).
Yours sincerely,

Laura Rashleigh (Assistant Headteacher) 
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