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Firs t  a id  h a s  th re e  a im s : -  

• to  p r e s e r v e  life   
• to  p r e v e n t  in ju rie s  wors e n in g  a n d   
• to  p r o m o t e  th e  in d ividu a l’s  re cove ry   

Th e  He a lth  a n d  S a fe ty (Firs t -Aid )  Re gu la t ion s  1 9 8 1  re qu ire s  e m ploye rs  to  e n s u re  th a t  
th e re  a re  a de qu a te  a n d  a ppropria te  e qu ipm e n t  a n d  fa cilit ie s  for p rovid in g  firs t  a id  in  th e  
workp la ce .   

h t tp s : / / www.h s e .gov.u k/ firs ta id / le g is la t ion .h tm  

 

Th e  policy s h ou ld  be  u s e d  a s  a  s ta rt in g  poin t  a n d  cu s tom is e d  to re fle ct  m a n a ge m e n t ,  
t ra in in g ,  a n d  a ccide n t  re cord in g  p roce du re s  of th e  bu s in e s s .   

Section 1 - Introduction 

https://www.hse.gov.uk/firstaid/legislation.htm
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P o o ls b r o o k  P r im a r y  Ac a d e m y  w ill : -  
 
• form u la te  a n d  im ple m e n t  e ffe ct ive  p roce du re s  for in cide n ts  re qu irin g  firs t  a id ,  

e n s u rin g  th a t  a ll re s p on s ib le  a n d  p ra ct ica l s t e ps  a re  t a ke n  to  m e e t  th e  n e e ds  of a ll 
s it e  u s e rs .   

 
• e n s u re  th a t  a ppropria te  t ra in in g  is  p rovide d  a n d  th a t  corre ct  p roce du re s  a re  

fo llowe d ,  s o  th a t  s ta ff h a ve  s u fficie n t  u n de rs ta n d in g ,  con fide n ce  a n d  e xpe rt is e .  
 

• e s ta b lis h  a  p roce du re  to  e n s u re  th a t  a ll a ccide n t  t re n ds  a re  m on itore d  by th e  Boa rd  
of Dire ctors  a n d  a ct ion s  t a ke n  wh e re  n e ce s s a ry.  
 

• e s ta b lis h  s u ita b le  in ve s t iga t ion  m e th ods  for s ign ifica n t  a ccide n ts / in cide n ts / n e a r 
m is se s .  
 

• e n s u re  th a t  a ppropria te  a u th orit ie s  a re  n ot ifie d  of s ign ifica n t  a ccide n ts / in cide n ts .  
 

• e n s u re  th a t  a ll re a s on a b ly p ra ct ica b le  s te ps  a re  t a ke n  to  m a in ta in  th e  h e a lth  a n d  
we lfa re  of a ll pe rs on s  u s in g  th e  p re m is e s .   
 

• e s ta b lis h  a n d  m a in ta in  s a fe  workin g  p roce du re s  a m on gs t  e m ploye e s .   
 
• e n s u re  th a t  in s u ra n ce  a rra n ge m e n ts  p rovide  fu ll cove r for cla im s  a ris in g  from  a ct ion s  

of s ta ff a ct in g  with in  t h e  s cope  of th e ir  e m ploym e n t .  
 

 
 
 
 
 
S ig n e d       Da t e     
 
 
 
 
 

Section 2 - First Aid and Accident Reporting Policy Statement  
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Ch ris  S te wa rt  (He a d te a ch e r)h a s  a ccou n ta b ility a n d  re s pon s ib ility  for h e a lth  a n d  s a fe ty 
m a t te rs  with in  th e  com pa n y.   Re s pon s ib ilit ie s  a re  de le ga te d  to  th e  S e n ior Le a de rs h ip  
Te a m  a n d  s ta ff.  

Ch ris  S te wa rt  is  re s p on s ib le  for pu t t in g  t h e  com pa n y’s  policy in to  p ra ct ice  a n d  fo r 
de ve lop in g  de ta ile d  p roce du re s .   Ch ris  S te wa rt  m u s t  e n s u re  th a t  th e  firs t  a id  p rovis ion  
doe s  n ot  fa ll be low th e  re qu ire d  s ta n da rd .  Ch ris  S te wa rt  m u s t  e n s u re  th a t  p rovis ion  for 
s ta ff a n d  o th e rs  com plie s  with  o th e r re le va n t  le g is la t ion  a n d  gu ida n ce .  Ch ris  S te wa rt  
s h ou ld  a ls o  m a ke  s u re  th a t  s t a ff a re  a wa re  of th e  h e a lth  a n d  s a fe ty policy,  in clu d in g  
a rra n ge m e n ts  for firs t  a id .      

 
S TAFF 
 

Ge n e ra l con d it ion s  of e m ploym e n t  do  not  in clu de  g ivin g  firs t  a id ,  a lth ou gh  a n y m e m be r 
of s ta ff m a y volu n te e r to  u n de rta ke  th e s e  t a s ks .    

Ch ris  S te wa rt  m us t  a rra n ge  a de qu a te  a n d  a ppropria te  t ra in in g  a n d  gu ida n ce  for s ta ff 
wh o volu n te e r to  be  firs t  a ide rs / a ppoin te d  pe rs on s .  Ch ris  S te wa rt  m u s t  e n s u re  th a t  
th e re  a re  e n ou gh  t ra in e d  s ta ff to  m e e t  th e  s ta tu tory re qu ire m e n ts  a n d  a s s e s se d  n e e ds ,  
a llowin g  for s ta ff on  a n n u a l/ s ick le a ve  or off- s it e  

 

AS S ES S MEN T O F NEED  
 

Th e  Ma n a ge m e n t  of He a lth  a n d  S a fe ty a t  Work Re gu la t ion s  1 9 9 9  re qu ire  e m ploye rs  to  
m a ke  a  s u ita b le  a n d  su fficie n t  a s se s sm e n t  of th e  ris ks  to  th e  h e a lth  a n d  s a fe ty of th e ir 
e m ploye e s  a t  work a n d  o th e rs  wh o m a y be  a ffe cte d  by th e ir  u n de rta kin g ,  to  ide n t ify 
wh a t  m e a s u re s  th e y n e e d  to  t a ke  to  p re ve n t  or con t ro l th e s e  ris ks .   Ch ris  S te wa rt  will 
con s ide r a ll u s e rs  of th e  bu s in e s s  to  in clu de  s ta ff,  vo lu n te e rs ,  vis itors  a n d  con t ra ctors .     

Ch ris  S te wa rt  s h ou ld  re gu la rly re vie w th e  firs t - a id  n e e ds  ( a t  le a s t  a n n u a lly) ,  a nd  
pa rt icu la rly a fte r a n y s ta ff ch a n ge s ,  to  e n s u re  th a t  th e  p rovis ion  is  a de qu a te .   Wh e re  
m in im um  n um be rs  of t ra in e d  firs t  a ide rs  a re  s e t ,  th e se  s h ou ld  be  m on itore d  to  e n s u re  
th a t  th e s e  s ta n da rds  a re  be in g  m e t .  

 
TRAI N I NG 
 

A firs t  a ide r m u s t  h old  a  va lid  ce rt ifica te  of com pe te n ce ,  is s u e d  by a n  orga n is a t ion  
wh o ca n  de m on s t ra te  h ow th e y s a t is fy ce rt a in  crit e ria  s e t  by th e  He a lth  a n d  S a fe ty 
Exe cu t ive  (HS E) .   Th e s e  crit e ria  in clu de :  
 

Section 3 - First Aid Arrangements 
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• th e  qu a lifica t ion s  re qu ire d  for t ra in e rs  a n d  a s s e s sors  
• m on itorin g  a n d  qu a lity a s s u ra n ce  s ys te m s  
• t e a ch in g  a n d  s ta n da rds  of firs t - a id  p ra ct ice  
• s ylla bu s  con te n t  
• ce rt ifica t ion  

 
Le ve l 3  Firs t  Aid  t ra in in g  cou rs e s  cove r a  ra n ge  of firs t  a id  com pe te n ce s : -  

• Firs t  Aid  a t  Work (1 8  h ou r cou rs e )  
• Em e rge ncy Firs t  Aid  a t  Work (6 -hou r cou rse )  
• Pa e d ia t ric Firs t  Aid  (1 2 -h ou r cou rs e )  
• Em e rge ncy Pa e d ia t ric Firs t  Aid  (6 -h ou r cours e )  

Th e  HS E p rodu ce  gu ida n ce  on  th e  s ta n da rds  a n d  re qu ire m e n ts  of th e  a bove  cou rs e s .  

Ch ris  S te wa rt  a n d  Ca ra  Ba rbe r  will a rra n ge  for th e ir  s t a ff to  u n d e rta ke  a n  a p propria te  
firs t  a id  cou rs e ,  ba s e d  on  th e ir  r is k a s s e s s m e n t ,  to  e n s u re  a de qu a te  cove r for both  
pu p ils  a n d  a du lt s  for a ll on - s it e ,  a n d  off- s ite  a ct ivit ie s .   

All s t a ff wh o h a s  ob ta in e d  a  le ve l 2  / le ve l 3  ch ildca re  qu a lifica t ion  s in ce  Ju n e  3 0 ,  2 0 1 6 ,  
m u s t  ob ta in  a  fu ll Pa e d ia t ric firs t  a id  ce rt ifica te  with in  th re e  m on th s  of s ta rt in g  th e ir  job ,  
to  be  in clu de d  in  the  s ta ff to  ch ild  ra t ios .  Th is  ce rt ifica te  m u s t  be  re n e we d  e ve ry th re e  
ye a rs .  ( in se rt )  m u s t  e n s u re  th a t  a t  le a s t  on e  pe rs on ,  h old in g  a  cu rre n t  Pa e d ia t ric firs t  
a id  ce rt ifica te  is  a lwa ys  on  th e  p re m is e s  a n d  a va ila b le  wh e n  th e re  a re  ch ild re n  p re s e n t  
a n d  wh e n  on  ou t in gs .  ( in s e rt )  m u s t  e ns u re  th a t  wh ile  ch ild re n  a re  e a t in g  th e re  is  a lwa ys  
a t  le a s t  on e  m e m be r of s ta ff with  a  cu rre n t  fu ll Pa e d ia t ric firs t  a id  ce rt ifica te  in  th e  room .   

Firs t  a id  ce rt ifica te s  is s u e d  by a n  Ofqu a l Awa rd in g  Body a re  va lid  for th re e  ye a rs .  Ch ris  
S te wa rt  a n d  Ca ra  Ba rbe r will a dh e re  to  be s t  p ra ct ice  a n d  a rra n ge  re fre s h e r t ra in in g  a n d 
re te s t in g  of com pe te nce  be fore  ce rt ifica te s  e xp ire .   If a  ce rt ifica te  e xp ire s ,  th e  in d ividu a l 
will h a ve  to  u n de rta ke  a n oth e r fu ll cou rs e  of t ra in in g  to  be com e  a  firs t  a ide r.   Howe ve r,  
e m ploye rs  ca n  a rra n ge  for firs t  a ide rs  to  a t te n d  a  re qu a lifica t ion  cou rs e  u p  to  th re e  
m on th s  be fore  th e  e xp iry da te  of th e ir  ce rt ifica te .  ( in s e rt )  s h ou ld  con s ide r wh e th e r firs t  
a ide rs  n e e d  to  u n de rta ke  a n n u a l re fre s h e r t ra in in g ,  du rin g  a n y t h re e -ye a r ce rt ifica t ion  
pe riod  to  h e lp  m a in ta in  s kills  a n d  to  ke e p  u p  to  da te  with  a n y ch a n ge s  to  firs t  a id  
p ro tocols .   Ca ra  Ba rbe r s h ou ld  ke e p  a  re cord  of firs t  a ide rs  a n d  ce rt ifica t ion  da te s .   

 
LI ABI LI TY AN D I NDEMN I TY 
 

In  th e  e ve n t  of a  cla im  a lle g in g  n e g lige n ce  by a n  e m ploye e ,  a ct ion  is  like ly to  be  t a ke n  
a ga in s t  th e  com pa n y ra th e r th a n  th e  e m ploye e .   Ch ris  S te wa rt  will m a ke  s u re  th a t  th e ir 
in s u ra n ce  a rra n ge m e n ts  p rovide  fu ll cove r for cla im s  a ris in g  from  a ct ions  of s ta ff a ct in g  
with in  th e  s cope  of th e ir  t ra in in g ,  a n d  e m ploym e n t .  
 
 

S TAFF W I TH S P ECI AL HEALTH N EEDS  
 
Pools b rook Prim a ry Aca de m y will e n s u re  th a t  it  con s ide rs  th e  s pe cific h e a lth  n e e ds  of 
a n y e m ploye e .   A s pe cific r is k a s s e s s m e n t  for s ta ff will be  docu m e n te d  to  re fle ct  a n y 
s pe cia l m e a s u re s  th a t  th e  com pa n y m u s t  t a ke .   Th is  in form a t ion  will be  s h a re d  with  a ll 
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firs t  a ide rs ,  wh e re  a ppropria te ,  to  e n s u re  th a t  th e y a re  a wa re  of a n y s pe cia l h e a lt h  
n e e ds .     Firs t  a ide rs  a re  n ot  pe rm it te d  to a dm in is te r s pe cific m e d ica t ion  for s pe cific 
h e a lth  n e e ds .   
 
 

ADMI N S TERI N G MEDI CATI O N S / I N J ECTI O N S / O I N TMENTS / CREAMS  
 

Firs t  a ide rs  a re  n ot  pe rm it te d  to  a dm in is te r m e d ica t ion ,  in je ct ion s  or o in tm e n ts / cre a m s   

 

 

FI RS T AI D KI TS  
 

Pools b rook Prim a ry Aca de m y will p rovide  th e  p rope r m a te ria ls ,  e qu ipm e n t  a n d  fa cilit ie s  
a t  a ll t im e s .  Firs t - a id  e qu ipm e n t  will be  cle a rly la be lle d  a n d  e a s ily a cce s s ib le .   Th e  HSE 
re com m e n ds  th a t  firs t  a id  kit s  con form  to  Brit is h  S ta n da rd  (BS )  8 5 9 9 .  

Firs t  a id  kit s  will be  ke p t  fu lly s tocke d  a n d  a ll s t e rile  p rodu cts  will be  in -da te .   The  
n u m be r of kit s ,  a n d  t h e ir  loca t ion s  will be  de te rm in e d  wh e n  a s se s s in g  n e e ds .    Th e  kit s  
s h ou ld  be  ch e cke d  pe riod ica lly a n d  docu m e n te d  by a n  a p poin te d  pe rs on .   All s t a ff will 
be  a wa re  of th e  wh e re a bou ts  of firs t  a id  kit s  on  th e  s it e .   

 

FI RS T AI D ACCO MMO DATI O N 
 

Pools b rook Prim a ry Aca de m y will p rovide  s u ita b le  a n d  s u fficie n t  a ccom m oda t ion  for firs t  
a id  a ccord in g  to  th e  a s s e s sm e n t  of firs t -a id  n e e ds  ide n t ifie d .   Th is  s h ou ld  con ta in  a  
wa s h ba s in  a n d  be  re a s on a b ly n e a r to  a  WC.   Th e  a re a  n e e d  n ot  be  u s e d  s o le ly fo r 
m e d ica l pu rpos e s ,  bu t  it  s h ou ld  be  a pprop ria te  for th a t  pu rpos e  a n d  re a d ily a va ila b le  
for u s e  wh e n  n e e de d.   

 

HYGI EN E/ I N FECTI O N  CO NTROL 
 

Pools b rook Prim a ry Aca de m y will e n s u re  th a t  a ll s t a ff t a ke  p re ca u t ion s  to  a void  in fe ct ion  
a n d  fo llow ba s ic h yg ie n e  p roce du re s .   S ta ff will h a ve  a cce s s  to  s in g le -u s e  d is pos a b le  
g love s  a n d  h a n d  wa s h in g  fa cilit ie s ,  a n d  s h ou ld  ta ke  ca re  wh e n  de a lin g  with  b lood  or 
oth e r body flu ids  a n d  d is pos in g  of d re s s in gs  or e qu ipm e n t .     

 

REP O RTI N G ACCI DEN TS  /  RECO RD KEEP I N G 
 

All firs t  a id  a ccide n t  re cords  s hou ld  be  s e cu re ly s tore d .   For th e  pu rpos e s  of a n  a ccide n t  
in ve s t iga t ion ,  Ch ris  S te wa rt  or Ca ra  Ba rbe r s h ou ld  s e e k pe rm is s ion  from  th e  e m ploye e  
in volve d ,  be fore  s h a rin g  a n y m e d ica l in form a t ion  with  a n y o th e r pa rty.  
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S TATUTO RY REQUI REMEN TS   
 

Un de r th e  Re port in g  of In ju rie s ,  Dis e a s e s  a n d  Da n ge rou s  Occu rre n ce s  Re gu la t ion s  
2 0 1 3  (RIDDOR)  s om e  a ccide n ts  m u s t  be  re porte d  to  th e  HS E.   
 
Pools b rook Prim a ry Aca de m y m u s t  ke e p  a  re cord  of a n y re porta b le  in ju ry,  d is e a s e  or 
da n ge rou s  occu rre nce .   Th is  m us t  in clu de :  th e  da te  a n d  m e th od  of re port in g ;  th e  
da te ,  t im e  a n d  p la ce  of th e  e ve n t ;  pe rs on a l de ta ils  of th os e  in volve d  a n d  a  b rie f 
de s crip t ion  of th e  n a tu re  of th e  e ve n t  or d is e a s e .  Th is  re cord  ca n  be  com bin e d  with  
o th e r a ccide n t  re cords   

For de fin it ion s  of m a jor in ju rie s ,  da n ge rous  occu rre n ce s  a n d  re porta b le  d is e a s e s  s e e  
HS E gu ida n ce  on  RIDDOR  

RIDDOR -  Re port in g  of In ju rie s ,  Dis e a se s  a n d  Da n ge rou s  Occu rre n ce s  Re gu la t ion s  
2 0 1 3  -  HS E 

Ch ris  He n s on  a n d  Ca ra  Ba rbe r will e n s u re  t h a t  a ll a ccide n t  re cords  a re  s tore d  s e cu re ly 
a t  a ll t im e s .  

Accide n t  re port s  for a ll in ju rie s  will be  ke p t  s e cu re ly for 3  ye a rs  from  th e  da te  of th e  
in ju ry.   

 

  
MEN TAL HEALTH FI RS T AI D ( MHFA)  
 
I t  is  im porta n t  for e m ploye rs  to  re cogn is e  th e  e ffe ct s  of m e n ta l h e a lth  is s u e s  in  th e  
s a m e  wa y a s  ph ys ica l firs t  a id  n e e ds .  

 
Ch ris  S te wa rt  will e n s u re  th a t  a n  a de qu a t e  n u m be r of Me n ta l He a lth  Firs t  Aide rs  a re  
t ra in e d ,  to  be  a b le  to  ide n t ify,  u n de rs ta n d  a n d  h e lp  a  pe rs on  wh o m a y be  de ve lop in g  a  
m e n ta l h e a lth  is s u e .    Me n ta l He a lth  Firs t  Aid  ce rt ifica t ion  is  va lid  for 3  ye a rs  a n d  Ca ra  
Ba rbe r will e n s u re  tha t  re n e wa l of qu a lifica t ion s  is  m a in ta in e d ,  to  p rovide  a de qu a te  
MHFA cove r.  
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Add it ion a l gu ida n ce  ca n  be  fou n d  be low:  

 

h t tp s : / / www.h s e .gov.u k/ riddor/  

 

h t tp s : / / www.h s e .gov.u k/ s im ple -h e a lth - s a fe ty/ firs ta id / wh a t - to-pu t - in -you r- firs t - a id -
kit . h tm  

 

 

 

 

Section 4 - Guidance 
 

https://www.hse.gov.uk/riddor/
https://www.hse.gov.uk/simple-health-safety/firstaid/what-to-put-in-your-first-aid-kit.htm
https://www.hse.gov.uk/simple-health-safety/firstaid/what-to-put-in-your-first-aid-kit.htm
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