
 
 

 

 

 

 

 
 

 

FIRST AID  

POLICY 
Policy Status: STATUTORY 

Person Responsible: Stephanie Shipley 

Issue Date: September 2026 

Review Date: September 2028 

 

 



2 
 

Contents 

Aims ....................................................................................................................................................... 2 

Legislation and Guidance .................................................................................................................. 2 

Roles and Responsibilities ................................................................................................................ 3 

First Aid Procedures ........................................................................................................................... 5 

Bodily Fluid Spillages ......................................................................................................................... 5 

First Aid Equipment ........................................................................................................................... 7 

Record-keeping and Reporting ........................................................................................................ 7 

Training .................................................................................................................................................. 9 

Monitoring Arrangements ................................................................................................................. 9 

Links with other policies ................................................................................................................... 9 

 

 

Aims 

The aims of the Mill Green First Aid Policy is to: 

 Ensure the health and safety of all staff, pupils and visitors 
 Ensure that staff and governors are aware of their responsibilities with regards to 

health and safety 
 Provide a framework for responding to an incident and recording and reporting the 

outcomes 

 

Legislation and Guidance 

This policy is based on legislation and statutory guidance, including guidance from 
the Department for Education on first aid in schools and health and safety in 
schools, together with the following legislation: 

 
 The Health and Safety (First Aid) Regulations 1981, which state that employers 

must provide adequate and appropriate equipment and facilities to enable 
first aid to be administered to employees, and qualified first aid personnel 

 The Management of Health and Safety at Work Regulations 1992, which 
require employers to make an assessment of the risks to the health and 
safety of their employees 

 The Management of Health and Safety at Work Regulations 1999, which 
require employers to carry out risk assessments, make arrangements to 
implement necessary measures, and arrange for appropriate information 
and training 

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR) 2013, which state that some accidents must be reported to the 
Health and Safety Executive (HSE), and set out the timeframe for this and 
how long records of such accidents must be kept 

 DfE (2019) Automated external defibrillators (AEDs) 
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 Social Security (Claims and Payments) Regulations 1979, which set 
out rules on the retention of accident records 

 The School Premises (England) Regulations 2012, which require that 
suitable space is provided to cater for the medical and therapy needs 
of pupils 

 

Roles and Responsibilities 

The school has 11 trained Full First Aid at Work first aiders with 35 Emergency First Aid 
at Work trained staff.  

 Taking charge when someone is injured or becomes ill 
 Ensuring there is an adequate supply of medical materials in first aid kits, and 

replenishing the contents of these kits 
 Ensuring that an ambulance or other professional medical help is summoned 

when appropriate 

 

First aiders are trained and qualified to carry out the role (see section 7) and are 
responsible for: 

 Acting as first responders to any incidents; they will assess the situation where 
there is an injured or ill person, and provide immediate and appropriate 
treatment 

 Sending pupils home to recover, where necessary 
 Filling in an accident report on the same day, or as soon as is reasonably 

practicable, after an incident. 
 Keeping their contact details up to date 

 

Medical First Aiders (Full First Aid at Work) 

Lynne Wood Darcey Ratcliffe 
Suzanne Magee Sara Jones 
Paula Freeman-Leyland Claire Jones 
Tracey Hemmings Stacey Hatton 
Kim Herran-Young Kelly Burke 
Lauren Cathcart  

 

Mill Green also has 5 Youth Mental Health First Aiders and 3 Adult Mental Health First 
Aiders: 

Mental Health First Aiders 

Stephanie Shipley (Adult) Tracey Hemmings (Youth) 
Kim Herran-Young (Adult) Nick Jones (Youth) 
Anne-Marie Markey (Adult) Kylie Lea (Youth) 
 Emily Ryan (Youth) 
 Conor Hatton (Youth) 
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Our Senior Mental Health Lead is Sean Lenahan (Headteacher) 

The Governing Body 

The governing body has responsibility for the strategic management of Health & 
Safety across the school. The governing board delegates operational matters and 
day-to-day tasks to the Headteacher and assigned staff. 
 
 
The Headteacher 
 
The Headteacher is responsible for the implementation of this policy, including: 
 

 Ensuring that an appropriate number of trained first aid personnel are 
present in the school at all times 

 Ensuring that first aiders have an appropriate qualification, keep training 
up to date and remain competent to perform their role 

 Ensuring all staff are aware of first aid procedures 
 Ensuring appropriate risk assessments are completed and appropriate 

measures are put in place 
 Undertaking, or ensuring that managers undertake, risk assessments, as 

appropriate, and that appropriate measures are put in place 
 Ensuring that adequate space is available for catering to the medical needs 

of pupils 
 Reporting specified incidents to the HSE when necessary (see section 6) 

 
 
Staff 

School staff are responsible for: 

 Ensuring they follow first aid procedures 
 Ensuring they know who the first aiders in school are 
 Completing accident reports for all incidents they attend to where a first aider 

is not called 
 Informing the Headteacher or their manager of any specific health conditions or 

first aid needs 
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First Aid Procedures 

In-School procedures 
 
In the event of an accident resulting in injury: 

 
 The closest member of staff present will assess the seriousness of the 

injury and seek the assistance of a qualified first aider, if appropriate, 
who will provide the required first aid treatment 

 The first aider, if called, will assess the injury and decide if further 
assistance is needed from a colleague or the emergency services. They 
will remain on scene until help arrives 

 The first aider will also decide whether the injured person should be 
moved or placed in a recovery position 

 If the first aider judges that a pupil is too unwell to remain in school, 
parents will be contacted and asked to collect their child. Upon their 
arrival, the first aider will recommend next steps to the parents 

 If emergency services are called, the Headteacher or member of 
SLT will make direct contact with the parents. 

 The relevant member of staff will complete an accident report form on 
the same day or as soon as is reasonably practical after an incident 
resulting in an injury 

 

Off-site procedures 
 

When taking pupils off the school premises, staff will ensure they always have the 
following: 

 

 A mobile phone 
 A portable first aid kit 
 Information about the specific medical needs of pupils 
 Access to parents’ contact details 

 

 

Bodily Fluid Spillages 

 

Blood and body fluids (e.g. faeces, vomit, saliva, urine, nasal and eye discharge) may 
contain viruses or bacteria capable of causing disease. It is therefore vital to protect 
both yourself and others from the risk of cross infection. In order to minimize the risk 
of transmission of infection both staff and pupils should practice good personal hygiene 
and be aware of the procedure for dealing with body spillages.  

Staff Contact  

 Site Manager to be contacted initially so that he can arrange for a member of his 
team to clean the area appropriately.  
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 The initial clean-up of the situation should be carried out by the person(s) who is 
at the scene of the incident and follow the ‘Initial Clean Up Procedure’.  

 In the event of a member of site team not being available then there are 
disposable clean up kits available.   

Initial Clean Up Procedure 

 Get some disposable gloves from the nearest First Aid kit. 
 Place absorbent towels over the affected area and allow the spill to absorb. Wipe 

up the spill using these and then place in a bin (which has a bin liner). 
 Put more absorbent towels over the affected area and then contact the Site 

Manager for further help. 
 The bin that has had the soiled paper towels put in, then needs to be tied up and 

ideally placed in the yellow bin or double bagged and put in an outside bin.  
 Any article of clothing that has got contaminated with the spill should be wiped 

cleaned and then put in a plastic bag and tied up for the parent /carer to take 
home.  

 The area then needs to be cordoned off until cleaned.  
 If a site team member is not immediately available then a disposable cleaning kit 

will need to be used.  
 If the spillage has been quite extensive then the area may need to be closed off 

until the area can be cleaned correctly.   

Procedure for Blood and Other Body fluid Spillage 

 Gloves to be worn at all times  
 Any soiled wipes, tissues, plasters, dressings etc. must ideally be disposed of in 

the clinical waste bin (Yellow bag). If not available then the glove being used needs 
to be taken off inside out so that the soiled item is contained within and placed 
in a bin which is regularly emptied. 

 When dealing with a spillage, absorbent paper hand towels need to be place on 
the affected area so absorbing the spill. 

 If a disposable spillage kit is available then the instructions for use should be 
followed.   

 If not then contaminated paper towels need to be placed in a bin with a bin liner, 
tied up and ideally put in a yellow bin or put in another bin liner and put in an 
outside bin. 

 The area must be cleaned with disinfectant following the manufacturer’s 
instructions.  

 A ‘Wet Floor Hazard’ sign then needs to be put by the affected area.  
 The area should then be ventilated well and left to dry.  
 All reusable cleaning up equipment then needs to be appropriately disinfected 

according to the manufacturer’s instructions. 
 Wash hands.  
 All yellow bags to be disposed of in Yellow bins as the school could potentially 

be fined if not adhered to.  

 Management of Accidental Exposure to Blood 
 Accidental exposure to blood and other body fluids can occur by: 

 Percutaneous injury e.g. from needles, significant bites that break the skin. 
 Exposure to broken skin e.g. abrasions and grazes. 
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 Exposure of mucous membranes, including the eyes and mouth.   

Action to Take 

 If broken skin, encourage bleeding of the wound by applying pressure – do not 
suck.  

 Wash thoroughly under running water. 
 Dry and apply a waterproof dressing. 
 If blood and body fluids splash into your mouth – do not swallow.  
 Rinse out mouth several times. 
 Report the incident to the Senior Leadership Team.  
 If necessary take further advice from NHS Direct.  
 An accident form will need to be completed and it may need to be reported to 

RIDDOR. 
 

First Aid Equipment 

A typical first aid kit in our school will include the following: 

 A leaflet with general first aid advice 

 Regular and large bandages 

 Eye pad bandages 

 Triangular bandages 

 Adhesive tape 

 Safety pins 

 Disposable gloves 

 Antiseptic wipes 

 Plasters of assorted sizes 

 Scissors 

 Cold compresses 

 Burns dressings 

No medication is kept in first aid kits. 

First aid kits are stored across school, safeguarding notice display locations together 
with images of first aiders. 

 

Record-keeping and Reporting 

First aid and accident record book 

 First Aid will be recorded in the first aid book. 
 In the event of a head injury or serious accident an accident form must be 

completed on the St Helens Borough Council Accident and Incident Online 
Recording System 

 Accompanying school forms e.g. Serious Incident Form and Book should also be 
completed where relevant.  

 As much detail as possible should be supplied when reporting an accident. 
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 Records held in the first aid and accident book will be retained by the school for 
a minimum of 3 years, in accordance with regulation 25 of the Social Security 
(Claims and Payments) Regulations 1979, an accident form will be kept until the 
child is 21 years old. 

 

Reporting to the HSE 

The Headteacher will keep a record of any accident which results in a reportable injury, 
disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 
4, 5, 6 and 7). 

The Headteacher will report these to the Health and Safety Executive as soon as is 
reasonably practicable and in any event within 10 days of the incident. 

 

Reportable injuries, diseases or dangerous occurrences include: 

 Death 

Specified injuries, which are: 

 Fractures, other than to fingers, thumbs and 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) 
 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 leads to 

hypothermia or heat-induced illness, or requires resuscitation or admittance to 
hospital for more than 24 hours 

Information on how to make a RIDDOR report is available here: 

How to make a RIDDOR report, HSE http://www.hse.gov.uk/riddor/report.htm  

 
Notifying parents 

The class teacher or Learning Assistant will inform parents of any accident or injury 
sustained by a pupil, and any first aid treatment given, on the same day. In addition an 
accident note will be sent home with the student. 

 

Reporting to Ofsted and child protection agencies 

The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death 
of, a pupil while in the school’s care. This will happen as soon as is reasonably 
practicable, and no later than 14 days after the incident. 

The Headteacher will also notify Children / Adult Social Care of any serious accident or 
injury to, or the death of, a pupil while in the school’s care.Risk assessments will be 
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completed by the lead member of staff prior to any educational visit that necessitates 
taking pupils off school premises. 

There will always be at least one first aider accompanying a school trip/visit. 

 

Training 

All school staff are able to undertake first aid training if they would like to. 

All first aiders must have completed a training course, and must hold a valid certificate 
of competence to show this. The school will keep a register of all trained first aiders, 
what training they have received and when this is valid until. 

Staff are encouraged to renew their first aid training when it is no longer valid. 

 

Monitoring Arrangements 

This policy will be reviewed by the School Business Manager in conjunction with the 
governing body at least every 2 years. 
 
At every review, the policy will be approved by the full governing body. 
 

Links with other policies 

This first aid policy is linked to the 
 
 Health and Safety Policy 
 Risk Assessment Policy 
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Mill Green School 

Lansbury Avenue 

St Helens 

Merseyside 

WA9 1BU 

 

Telephone: 01744 678760 

 

Email: millgreen@millgreen.org.uk 

 

Website: www.millgreen.org.uk 

 

 

 

 

 

 


