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1. INTRODUCTION 

At Al-Ashraf Primary School & Nursery we endeavour to provide the very best possible care for our 
pupils.  Many of our Teaching Assistants and Mealtime Assistants are First Aid trained in order to 
deliver this care & attention to the children under our care. 

2. PURPOSE 

� To limit worsening of the condition. 

� To promote recovery. 

� To promote health and safety awareness in children and adults, in order to prevent first aid 
being necessary. 

� To preserve life. 

3. LEGAL ASPECTS 

Staff are not legally allowed to administer medicines, even with parental consent. A first aider will 
only administer medicine if there is a threat to life or if the patient is not of sound mind. 

There is no legal duty on first-aid or non first-aid staff member to supervise a child taking it. This is 
purely a voluntary role and voluntary service offered by the school. Staff should be particularly 
cautious agreeing to supervise a child administer their medicines where:  

� the timing is crucial to the health of the child;  
� where there are potentially dire consequences if medication or treatment is missed;  
� or where a degree of technical or medical knowledge is needed.  

All parents must be encouraged to administer their child’s medicine before and after school hours. 
In the event a child is required to take medicines during school hours, then the parents need to 
make necessary arrangements to attend school to administer the medicine.    

Under no circumstances must any medication, even non-prescription drugs such as Paracetamol, 
Ibuprofen or Aspirin be administered by staff. 

4. FIRST AID PROVISION 

An appropriate ratio of Teachers, Teaching Assistants and Midday Supervisors will train as First 
Aiders, to acquire a Paediatric First Aid Certificate. Training will be carried out by an organisation 
whose training and qualifications are approved by the Health and Safety Executive. The certificate 
is valid for three years after which a refresher course is required before further re-certification. It 
will be the responsibility of the First Aiders to identify when they need to refresh training and 
inform the Deputy Head. A list of qualified first aiders is displayed in the office. 
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At present the First Aiders in school are: 

Primary Nursery 
Mrs Asma Kathrada 
Mr Abdullah Patel 
Mrs Rubyna Nanabawa 
Mrs Shamim Girach 
Mrs Hanifa Bham 
Mrs Shenaz Khalifa 
Mrs Latifah Ebrahim 
Mrs Runara Begum 
Mrs Sana Aly Piperdy 
Mrs Umme Kulthoom Nakhuda 
Miss Habibah Veshmia 
Mrs Khaleda Sheikh 

Mrs Khadija Panchbhaya (NM) 
Mrs Hajra Gangat 
Mrs Aisha Patel 
Mrs Farida Pandor 

All the above First Aiders have paediatric First Aid training. 

The Designated Lead First Aiders will oversee the implementation of this policy; The designated 
First Aider is Mrs Khadija Panchbhaya (Nursery Manager)  

The designated lead person for First Aid will ensure that there are sufficient first aid boxes for the 
number of pupils and adults in the school, for the number of pupils and adults participating in a 
school trip, and for use by the community when letting the school premises. There is a legal 
requirement for first aid equipment for each person in the school community; this should be 
regularly checked on the NHS website.  

The designated lead person for First Aid will ensure the maintenance of the contents of the first 
aid boxes and other supplies. 

All staff will be trained in any aspects of First Aid deemed necessary to support a care plan for a 
pupil e.g., asthma, epilepsy, the use of an EpiPen or other specified medical needs. 

The designated lead person for First Aid will monitor the frequency of accidents, their location, 
and age group to see if patterns emerge. They will bring this to the attention of the School Deputy 
Head or Nursery Manager who will plan a course of action to address the matter. 

5. FIRST AID BOXES 

Labelled First Aid Boxes are located: 

� In each classroom. 

� In office. 

� There are plans for a screened treatment area in our staff room with rest & refresh 
facilities. 

� All first aid boxes meet BS standards, which are identified by a white + on a green 
background. 

A First Aid Box contains: 

� Micropore/ wound dressings/plasters/ sterile cleansing wipes. 
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� Scissors/safety pins. 

� Triangular bandage/eye pads. 

� Large / medium bandages and gloves. 

� No medicine/tablets are to be kept in the first aid boxes. 

In the event of educational visits, full name and address including post code of place visiting 
should be placed in first aid box before visit takes place. 

6. PROCEDURES IN SCHOOL/NURSERY 

� In the event of injury or medical emergency, pupils /staff will be directed to an appointed 
First Aider. At lunch time, this will be a qualified Midday Supervisor. 

� Consent to treat pupils/staff must be obtained before treatment, unless the situation is life 
threatening or the pupil/staff is not of sound mind, treatment without consent can result in 
common assault. 

� Any pupil complaining of illness or who has been injured will be sent to the School/Nursery 
Office for the qualified First Aider(s) to inspect and, administer appropriate, treatment. 
Constant supervision will be provided. If appropriate, parents will be contacted so that the 
child can be collected and taken home. 

� IF THE SITUATION IS LIFE THREATENING THEN AN AMBULANCE SHOULD BE CALLED AT 
THE EARLIEST OPPORTUNITY BY DIALLING 999. 

� Unless it cannot be avoided, members of staff should administer first aid with another 
adult present or in a public area. Whilst respecting the dignity of the child, adults should 
not put themselves in vulnerable situations on their own with a child.  

� Members of staff or volunteer helpers should not administer first aid unless they have 
received proper training. 

� 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 cleaned 
under running water and patted dry with a sterile dressing, or cleaned with sterile wipes. 
CHECK FOR ALLERGY TO PLASTERS BEFORE USE. Hands should be washed before and after 
administering first aid. Disposable gloves should be worn. 

� All serious accidents should be reported to the Deputy Head or First Aider who should call 
an ambulance and the child’s parents ASAP (pupil contact numbers located in the Data File 
Folders in the in the office). A member of staff will accompany the pupil to the hospital if 
the parent is not able to come to school immediately. 

� If staff are concerned about the welfare of a pupil they should contact the School 
Office/First Aider immediately. If an injury has been sustained, the pupil should not be 
moved. 

7. PROCEDURES ON SCHOOL TRIPS 

� Whenever possible, staff should take a MOBILE TELEPHONE on trips out of school or be 
aware of the closest location from where emergency services can be contacted. 
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� Full name and address including post code of place visiting should be placed in first aid box 
before visit takes place. 

� Teachers to check that pupils who have asthma take their inhalers. 

� Teachers must take an adequate number of first aid kit/s for the number of pupils 
participating. 

8. PROCEDURES ON EDUCATIONAL VISITS 

� The Deputy Head has responsibility for ensuring staff have adhered to the school’s 
‘Educational Visits Procedures’ (as set out in the Health & Safety on Educational Visits 
Policy) when organising a visit. 

� Risk Assessments will be carried out as part of an educational trip. Particular attention 
needs to be paid to the Health & Safety on Educational Visits Policy. 

� Full name and address including post code of place visiting should be placed in first aid box 
before visit takes place. 

9. ACTION IN AN EMERGENCY 

Dial 9 then 999 

The following should only to be undertaken by trained First Aider 

� Assess the situation: Are there dangers to the First Aider or the casualty? Make the area 
safe, look at injury: Is there likely to be a neck injury? 

� Assess the casualty for responsiveness: Does the casualty respond? 

9.1 IF THERE IS NO RESPONSE: 

� Open airway by placing one hand on the forehead and gently tilt the head back. Remove 
any obvious obstructions from the mouth and lift the chin. 

� Check for breathing. If the casualty is breathing assess for life threatening injuries and then 
place in the recovery position. If the casualty is not breathing send a helper to call an 
ambulance and give 2 rescue breaths making 5 attempts at least. 

� Assess for signs of circulation. Look for breathing, coughing or movement. If present, 
continue rescue breathing and check signs for circulation every minute. If breathing is 
absent begin Cardio Pulmonary Resuscitation (CPR). 

10. INCIDENT REPORTING 

All incidents, injuries, head injuries, ailments and treatment will be reported in the Accident Book, 
kept in the office. Serious incidents where a child has had to be taken to hospital must also be 
reported to the Health and Safety Representative. 

Parents will be informed of a head injury by ParentMail. The form outlines the injury and 
symptoms to look out for. Parents will be contacted by phone if there are any concerns about any 
injury. 
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Staff should complete the Accident (RIDDOR) form if they sustain an injury at work. An injured 
member of staff or other supervising adult should not continue to work if there is any possibility 
that further medical treatment is needed. The member of staff or other supervising adult 
concerned should seek medical advice without delay. 

ADMINISTRATION OF MEDICINES 

NO STAFF WILL ADMINISTER INHALER OR ANY OTHER MEDICATION TO CHILDREN, unless the 
situation is judged as critical or life threatening. A record must be kept of all drugs administered at 
school. Children suffering any medical condition, should complete relevant forms and inform staff 
on arrival to the school. All medicines must be prescribed by a registered medical practitioner, 
copy of prescription from GP must be obtained, and Medicines from any other source must not be 
given. Schools should ensure that medicines held on the pupil’s behalf are ‘in date’. If medicines 
become out of date, parents should be notified and the medicine returned to them. If the 
medication is required then the child will be responsible to administer it, under the supervision 
of staff, or parent will be called to dispense it. 

11. RECORD KEEPING 

All information regarding the administration of medicine must be recorded in the medicine record 
book 

For each medicine there shall be parent consent form: 

The following information must be completed by the parent: 

� Name, class, and date of birth of the child. 

� Name of parents/guardian, contact address and telephone number. 

� Name, address, and telephone number of GP. 

� Copy of prescription from GP. 

� Date medicine has been handed into school. 

� Name of medicines. 

� Details of prescribed dosage to be given. 

� Date and time of last dosage given. 

� Expiry dates of the medicines. 

� Storage details. 

� Name of staff who accepted medicine. 

� Date the medicine container was handed back to parent or disposed. 

� Confirmation signature & date from parent that school no longer hold the medicine. 

� Name of staff who withdrew medicine. 

The Parent Consent form, providing all the information above, will be copied and retained in a 
central file as a record for future reference. 
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12. SAFE STORAGE AND DISPOSAL OF MEDICINES 

Medicine should be stored in the original container or by a monitored dosage system such as a 
blister pack. The designated member of staff should not sign the medicine record book unless they 
have personally assisted, or witnessed the administration of the medicines. 

When medicines are used, staff will need to ensure that they fully understand how each medicine 
or drug should be stored (which must be recorded on the consent form). Storage details must be 
provided by parents. 

All medicines should be stored in the original container, be properly labelled, and kept in a secure 
place, out of reach of children. Arrangements may be needed for any medicines that require 
refrigeration. These should be clearly labelled and kept separated from any foodstuff. 

Medicines should only be kept while the child is in attendance. 

13. ASTHMA INHALERS 

Any medication required for the child’s condition e.g. inhaler, must be clearly labelled and can be 
given to the teacher, who will store it safely for the child until it is required. However, asthma can 
be a life-threatening disease and attacks can start very rapidly. Inhalers must be clearly labelled 
and can be given to the teacher, who will store it safely within easy reach of the child until it is 
required. Children are required to administer the inhaler themselves under supervision of the 
teacher. It is recommended that an additional inhaler is kept centrally in the office.  

The School’s H&S policy provides further guidance for children suffering with asthma.  

14. ANALGESICS - (PAIN KILLERS) 

Staff should never administer analgesics in school. 

15. CHILDREN WITH SPECIAL MEDICAL CONDITIONS 

Details of children with specific conditions and their treatment are kept on a list by the class 
teacher (also located in the school office) and this information is at hand for the teaching 
assistants. 

16. BODY SPILLAGES/HIV 

� No person must treat a pupil who is bleeding, without protective gloves. 

� Protective gloves are stored in the First Aid cupboard outside the office. 

� Sponges and water buckets must never be used for first aid to avoid the risk of HIV 
contamination. 

� All body fluid spillages (Vomit, Diarrhoea and Blood) must be cleaned immediately. This is 
vital so spread of infections is reduced. Gloves should be worn. Disposable gloves (are 
suitable for dealing with this. They must be kept for this purpose only. Following use, 
gloves must be carefully discarded in black bin liner. 
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� Absorbent granules should be dispersed over the spillage and left to absorb for a few 
minutes then swept up into newspaper. A designated dust pan and brush is available for 
body spillages and is kept in the Cleaner’s Cupboard. Wash the affected area with warm 
water and detergent and dry. Once spillages have been put into newspaper, put into a 
black bin liner and dispose of in the external bin. 

� Hands must be washed and dried after removal of protective gloves. 

� Any blood-stained wipes, bandages and sharps must be disposed of in clinical waste bags 
(Yellow) and disposed of in the Sanitary Waste Disposal bins in both adult toilets. 

17. HEALTH AND SAFETY RESPONSIBILITIES 

The Health and Safety Executive take the view that provided the school management and staff act 
in accordance with the schools health and safety policy and guidelines issued by the DCSF asking 
advice when in doubt, then there should be no difficulty in meeting Health and Safety obligations. 
This approach will also ensure that Head teacher, Governors and staff remain within the 
protection of the schools insurance policies. 
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18. VERSION HISTORY 

Issue Date Version Number Approved By 
 1.0  
 2.0  
 3.0  

03/12/2017 4.0 HS governor, SLT, GB, Nursery 
Manager, Admin Team  

20/11/2019 5.0 HS governor, SLT, GB, Nursery 
Manager, Admin Team 

24/02/2021 6.0 HS governor, SLT, GB, Nursery 
Manager, Admin Team 

   
   

 


