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First Aid Policy  
(SAH Reviewer: SMT 15/03/2.  Date for Next Review: Sept 2022) 
Background 

• This policy is primarily concerned with the first aid provision for all pupils and staff, 
including our EYFS children.  However, the College has an equal duty of care for visitors and 
hence the arrangements detailed below will apply equally to others.  

• The Bursar has overall responsibility for health and safety.  Day to day responsibility for the 
implementation of health and safety policy, including first aid arrangements, is delegated 
to the Health and Safety Manager and to certain Heads of Department as set out below. 

• The need for first aid is minimised if hazards are recognised and addressed, and hence risk 
assessments are in place for all activities and are reviewed annually or whenever there is a 
significant change which could result in new hazards.  First aid arrangements – including 
the provision of qualified personnel and first aid boxes – are put in place according to the 
assessed level of risk.  The College Health and Safety Policy Manual outlines the 
responsibilities for risk assessment and accident reporting, as well as listing the personnel 
with first aid qualifications and the location of first aid boxes. 

• If a pupil suffers anything more than a trivial injury, or if he or she becomes seriously 
unwell during school day, or if we have any worries or concerns about his or her health, we 
will contact his or her parents.  Parents may be asked to collect their child if he or she 
becomes ill during the school day.  We will inform parents of children in the Prep School or 
Pre-prep (including EYFS pupils) if he or she has a minor accident at school. 

Medical Centre 
• The facilities of the Medical Centre are available to boarding pupils and to all other pupils 

and staff of the College, in the event of an accident or other medical emergency during 
term times.   

• The centre will provide emergency first aid cover for all pupils (including EYFS children) and 
staff in the College, as well as acting as a surgery for boarders registered with the school 
Doctors.   

• Walk-in care will be provided for pupils in the Senior School.  Pupils in the Pre Prep and 
Prep Schools will be taken to the centre by a member of staff.   

Senior School 
• Pupils in the Senior School requiring first aid will generally be referred to the Medical 

Centre.  A qualified nurse is on duty in the Medical Centre from 7:30am until 7:00pm on 
Monday through Thursday, and from 7:30am until 6pm on Fridays.   

• Pupils who become unwell between 7:00pm and 7:30am and at weekends will report to 
their House Parent, who should consult NHS 111 as appropriate and, in extremis, refer the 
pupil direct to A&E.  A trained first-aider is available to look after sick boarders resident in 
the Medical Centre.   

• The school doctors are available for boarders registered with them by appointment twice 
weekly.  Surgery times will be published by the Medical Centre.  A female doctor is 
available for girl boarders if needed.  Day pupils and flexi-boarders should see their own 
G.P.  

• The nurse on duty is available for consultation throughout the school day.  Pupils requiring 
medical treatment or off games may attend for the administration of their treatment. 

• The medical centre will stay open 24hrs a day to look after any sick boarders who cannot 
go home.  

• Day pupils will be accommodated in the Medical Centre if they are unwell or are injured 
until such time as they are collected by their parents or guardian.   
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• If necessary, the Medical Centre nursing staff will contact the school doctor for specialist 
advice. 

• Pupils who return to school bringing a supply of homely remedies – such as paracetamol or 
ibuprofen; indigestion or anti-nausea remedies; antihistamines; or topical treatment 
creams – for personal use will give these to their Housemaster for safe keeping and for 
monitoring its/their administration.  

• Pupils with non-controlled prescribed or other medication or personal medical items 
(including antibiotics, asthma inhalers, epi pens and diabetic medication) must attend the 
Medical Centre in the first instance for an assessment, following which they may be given 
consent to self-administer.  Where such consent is given, the Medical Centre will advise the 
pupil’s House Parent, who will be responsible for ensuring that the medication or items are 
stored securely. 

• Pupils with controlled medication must always attend the Medical Centre in the first 
instance.  Controlled medication will be stored securely and either administered by 
Medical Centre staff or, where appropriate, the Medical Centre will advise the pupil’s 
House Parent who will be responsible for ensuring that the medication is stored securely 
and for monitoring its administration in line with the specific requirements for the 
medication concerned. 

• Boarders are escorted to hospital A & E, out-patient clinics, and for admission to wards.  
Parents are always informed of illness and accidents at the earliest opportunity. 

• Boarders can be provided with escorts for visits to hospital or for medical appointments.   
Dental appointments are best arranged for the school holidays as local dentists no longer 
take NHS patients.   

Prep School 
• Pupils in the Prep School will be attended to in the first instance by a qualified first-aider 

who will administer emergency first aid and dispense basic household medicines.  He/she 
will contact the parents and will enlist the assistance of the nurse on duty in the Medical 
Centre as necessary.  

• On arrival at the Medical Centre a decision will be made as to who will be responsible for 
the care of the pupil.  In order to ensure continuity of care, that person will only release 
the pupil into the care of the child’s parent or another member of staff.     

• The Head of the Prep School is responsible for ensuring that adequate numbers of staff 
have the necessary first aid training both within the school and on outings. 

Pre-Prep School (including EYFS children) 
• In the Pre-Prep, there will be at least one person who has a current paediatric first aid 

certificate on the premises at all times when children are present, and one person who has 
a current paediatric first aid certificate on all outings.  He/she will administer first aid and 
dispense basic household medicines (including assisting pupils using inhalers); will contact 
the parents on the same day; and will enlist the assistance of the nurse on duty in the 
Medical Centre as necessary.  

• On arrival at the Medical Centre a decision will be made as to who will be responsible for 
the care of the pupil.  In order to ensure continuity of care, that person will only release 
the pupil into the care of the child’s parent or another member of staff.     

• The Head of the Prep School is responsible for ensuring that adequate numbers of staff 
have the necessary first aid training, which will be approved by the local authority and 
consistent with guidance set out in the Practice Guidance for the Early Years Foundation 
Stage. 

• A first aid box is located in Reception and in each classroom.   
• Where a pupil has prescribed medication, this must be passed to the form teacher for safe 

storage and for administration.  Specific written permission must be obtained from parents 
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before individual medicines are given.  All medicines must be in the original container as 
dispensed and showing the prescriber’s instructions for administration. 

• Where pupils have personal medical items (e.g. epipens or inhalers) these are clearly 
labelled and stored in the pupil’s classroom or at Reception.    

Pupils with particular medical needs 
• Pupils with particular medical needs will have an individual care plan which will be drawn 

up by the Senior Nurse in consultation with the parents and other medical professionals as 
appropriate. 

• Where appropriate a risk assessment will also be undertaken for these pupils in accordance 
with the College’s Accessibility Plan and Policy Statement on SENDA. 

• The Medical Centre issues a list of pupils with specific medical conditions/needs on a 
regular basis.  The list is displayed in staff rooms and on the College intranet.  

Visitors 
• The College’s responsibility for first aid extends to visitors to the campus. 
• Visitors to the campus should be accompanied at all times and it is the responsibility of the 

person accompanying them to ensure that anyone in need receives the necessary first aid, 
either by providing it themselves (if qualified to do so), enlisting the help of a qualified first 
aider, accompanying them to the Medical Centre, or summoning the emergency services as 
appropriate. 

Emergency First Aid 
• Instructions on how to proceed if you are the first person at an accident are included as 

Appendix 1. 
• Instructions on the recognition and treatment of severe allergic reactions (Anaphylaxis) are 

included as Appendix 2.   

Reporting Accidents 
• All accidents requiring medical attention are reported to the Health and Safety Manager 

using the College’s Incident/Accident reporting system.   
• The Health and Safety Manager is responsible for complying with the College’s obligations 

under RIDDOR.  
• Medical emergencies must also be reported to the Medical Centre so that the pupil’s 

records can be updated. 

First Aid Boxes 
• First aid boxes are placed in all the areas of the College where an accident is considered 

possible or likely and we always take first aid boxes with us when groups of pupils go out of 
school on organised trips or to participate in sporting events.   

• All boxes are checked by a member of the Medical Centre staff on a regular basis and the 
contents replenished as necessary. 

Adrenaline Auto-injectors (aka Epi Pens) 
• All teaching staff receive basic training in the use of Adrenaline Auto-injectors.  Instructions 

on the recognition and treatment of severe allergic reactions (Anaphylaxis) are included as 
Appendix 2.   

• Pupils in the Senior School who require auto-injectors are recommended to carry a pen 
with them at all times and to have a spare one stored securely in their House.  

• In the Prep School, injectors for those pupils requiring them will be stored in the school 
office. 
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• Supplies of generic injectors for general use in the case of emergencies will be kept in the 
Medical Centre and at the Dining Hall servery (where they may be accessed at any time).  
The storage containers will include basic instructions on the use of the injectors and a 
record of usage. 

• Any member of staff administering an Adrenaline Auto-injector must treat it as a medical 
emergency and report the incident in the usual way (see paragraph 9).   

• Pupils with injectors will be asked to present them at the Medical Centre on a regular basis 
to check that they in date.  Supplies of generic injectors will be checked by a member of 
the Medical Centre staff on a regular basis to ensure the injectors are in date and 
replacements provided as necessary.   

Defibrillators 
• There are two defibrillators, one located outside the Medical Centre and the other outside 

the main entrance to the Sports Hall. 
• These machines may be used by anyone to treat anybody on campus who appears to be 

experiencing a cardiac arrest.  
• The Senior Nurse is responsible for ensuring the maintenance of the machines and for 

ensuring that staff have received basic training in their use (although such training is not 
essential).   

Bodily fluids and Bio hazards 
• It is good policy to treat all spills of body fluids as infectious in order to protect personnel 

from becoming infected with any germs and viruses.  
• The procedures outlined below offer protection from all types of infection, and should be 

followed routinely: 
o Wear disposable gloves while attending any injury.  
o Treat all body fluids as if they are contaminated with the Hepatitis B Virus (HBV), 

Human Immunodeficiency Virus (HIV) or other blood-borne pathogens.  
o Place soiled bandages, materials, and gloves in a bio-hazardous container.  
o Wash hands immediately with an anti-bacterial soap and water. 
o Never pick up broken pieces of a container with our hands; rather use gloves, broom 

and dust pan.  Dispose of broken pieces properly in a bio-hazardous container. 
o If cleaning vomit or other bodily fluids, wear disposable gloves and clean equipment 

used with a cleaner composed of one part bleach to ten parts water.  Dispose of paper 
towels and absorbent materials in proper bio-hazardous containers.  

o Teach pupils and colleagues never to touch another person’s blood or bodily fluids 
without a protection barrier between them and that person’s bodily fluid.  

• Bags for bio-hazardous waste will be kept in a central location.  Sealed bio-hazardous bags 
should be taken to the Medical Centre for safe disposal.  

First Aid Arrangements for Specific Areas of the College 
• Boarding Houses 

o Houseparents are responsible for health and safety in their Houses including risk  
assessments. 

o A first aid box is available in each House. 
o At least one member of the House staff has basic first aid training. 

• Teaching Block, Music School and Art Department 
o The Director of Studies has overall responsibility for health and safety in these 

areas. 
o In these areas the risk of accident is minimal.  However, a first aid box is available 

in the Art Department.   
• Design/Technology Workshops, Science Laboratories 
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o Each Head of Department is responsible for assessing the risks and first aid 
requirements appropriate to their own department.  The Head of Science has 
overall responsibility for health and safety in the science laboratories and prep 
rooms. 

o At least one technician holds an appropriate first aid qualification.  The senior 
technician ensures the provision of first aid boxes, eyewashes and emergency 
action signs for DT and the science departments. 

• Sports  
o Sports Facilities including the Sports Hall, Swimming Pool and Sports Playing Areas 

o The Director of Sport has responsibility for these areas including all health and 
safety matters.  (The Security Manager has responsibility for health and safety 
in relation to the external letting of these facilities).  

o The sports hall and swimming pool have first aid boxes available and visible. 
o An emergency sign is displayed in these locations giving first aid details.   
o Staff supervising children by themselves hold a first aid qualification. 
o The provision of first aid for sporting events on and off site comply with 

guidelines published by the National Governing Bodies.  In general, staff 
accompanying pupils have an emergency first aid qualification. 

o The Director of Sport is responsible each year for bringing to the attention of 
staff the relevant guidelines for responding to accidents both during 
matches/events and in training sessions.   

o The College will use a recognised commercial supplier of emergency first aid 
services if a risk assessment indicates that this is appropriate. 

• Sports First Aid Arrangements 
o The risk control measures for sports, including the first aid and immediate care 

arrangements, are set out in the College’s Sports and Games: Health and 
Safety Information booklet.   

o There are specific arrangements in place for rugby.  The College will at all 
times comply with the RFU guidelines for first aid provision and with the RFU 
Reportable Injury Event Protocol.  

o First aid during sporting fixtures and on Saturdays is provided by members of 
the Player Welfare team (see below) who will be located in the Player Welfare 
Centre or, on Saturdays, in the Medical Centre. 

• Player Welfare 
o From time to time, pupils sustain sporting injuries which require treatment to speed 

up recovery or prevent further injury.  The College engages a Player Welfare team of 
qualified personnel to provide first aid cover at matches and follow-up care, 
including physiotherapy and sports massage, for injured students. 

o The following protocol applies to pupils who require the services of the Player 
Welfare team: 
o Treatment is limited to soft tissue injuries only. 
o Treatment should always be given in the Player Welfare Centre or at another 

appropriate location. 
o Treatments are only given at fixed times during games sessions. 
o Pupils may not self-refer themselves for treatment.  The treatment will only be 

undertaken when there has been a recommendation from the Medical Centre, 
Sports Department or Houseparent. 

o The Player Welfare team will produce an individual treatment plan for each 
pupil, report this to the Medical Centre who will report to the pupils’ 
Houseparent, and record the injury and the treatment given in the pupil’s 
medical records.  
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o The Medical Centre will monitor the on-going care of injured students and 
produce ‘Off games’ reports as required.   

• Support Staff 
o The Chief Operating Officer is responsible for ensuring that the first aid provision for 

support staff (including the maintenance, grounds, IT, household and administration 
teams) is adequate throughout the year. 

o Maintenance Staff and Maintenance Workshops 
o The Chief Operating Officer is responsible for risk assessments regarding the 

activities of his staff including the work undertaken in the school’s workshops and 
for ensuring that the first aid provision is adequate throughout the year. 

o Workshops are provided with first aid boxes.  Emergency action notices are 
displayed and include the name and location of first aiders.   

o Maintenance staff working in other areas are aware of the first aid provision in 
these areas. 

• Grounds Department 
o The Head Groundsman is responsible for risk assessments regarding the 

activities of his staff wherever they work and for ensuring that the first aid 
provision is adequate throughout the year. 

o The Grounds Department’s working areas are provided with first aid boxes.  
Emergency action notices are displayed and include the name and location of 
first aiders.   

o Reception and Administration Areas 
o The Chief Operating Officer has responsibility for health and safety in these areas. 
o In these areas the risk of accident is minimal.  First aid boxes are not therefore 

provided.  

  
• College Catering 

o The College employs a contractor, Sodexo, to undertake the provision of all catering 
services.  The contractor is responsible for all health and safety and first aid 
arrangements in respect of their staff working in kitchens and other catering areas, and 
for complying with legislation regarding food labelling and allergies. 

o The contractor is responsible for providing the Bursar with details of its health and 
safety arrangements as they apply to catering staff working in the College. 

Summary of Specific First Aid Training Requirements 

High Level –  
First Aid at Work 

Standard Level – Emergency First Aid at Work or Equivalent 

Senior School Prep School Pre-prep Support teams 

Medical centre nurses 
Prep school 
secretary/ies 
Resident matron – 
Pelican/Prep 
Director of Outdoor 
Education 

All PE/games 
staff  
Boarding Houses 
Science 
DT 

 

All PE/games 
staff 
 

Head’s 
secretary/ies 
PE/swimming 
teachers 
PLUS 
At least one 
member of staff 
with Paediatric 
first aid 
certificate 

At least one 
member of each 
team: 
Grounds 
Maintenance 
Services / 
Cleaners 
Night cleaners 
 

• The list of personnel with first aid qualifications, including paediatric first aid training, is 
available on GRS. 

• The Health and Safety Manager is responsible for co-ordinating First Aid training 
requirements across the College.   
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