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First Aid, Illness and Accident Reporting Policy 
 

Rooted in Christ and Catholic tradition and under the guidance of its patron, St Edmund’s aims to 
realise the God-given potential, in body, mind and spirit, of all members of its community through 
service and leadership. 
 
Avita Pro Fide! 
 
St Edmund’s is committed to ensuring the welfare and protection of children in their care and this 
commitment is a fundamental part of the role of every employee. 
 
 
References 
The Health & Safety (First Aid) Regulations 1981 
Approved Code of Practice (ACOP L74) 
Health & Safety at Work Act 1974 
DfE guidance: First aid in schools (updated 2014) 
Health protection in schools and other childcare facilities: A practical guide for staff on managing 
cases of infectious diseases in schools and other childcare settings 
National Minimum Standards for Boarding Schools 
HSE guidance: RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
2013 
The Gillick competency and Fraser guidelines 
 
Other related documents 
Health & Safety Policy 
Health & Safety - Off-site Activities & Visits Policy 
Medicines Policy 
Risk Assessment Policy 
 
 

1. Aim & Scope 
It is the policy of St Edmund’s College to: 

 Provide 24 hour care for boarders with access to medical, dental and optical services. 

 Provide an adequate provision of First Aid cover for employees, pupils and visitors on its 
premises at all times. 

 Ensure compliance with all relevant legislation. 

 Carry out Risk Assessments to establish the level of First Aid cover required for the College 
and assist staff, where required, in the preparation of Risk Assessments for events. 

 
2. Responsibilities 

 The responsibility for Health & Safety, which includes First Aid, rests with the Board of 
Governors. 

 The Headmaster is responsible for achieving the objectives of this policy. 

 The Health & Safety Committee will assist in ensuring that this policy is implemented 
correctly. 

 Heads of Department, including but not limited to, the Director of Summer School, 
Educational Visits Co-Coordinator(s) and Event Co-Coordinator(s) will ensure that First Aid 
requirements are met. 
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All staff are responsible for ensuring that: 

 pupils are aware of the Infirmary provision; 

 pupils are either sent to the Infirmary (they must be accompanied) if they are unwell or have 
been injured or are sent home; 

 responsible for notifying the Infirmary of pupils with injuries that may require a Personal 
Evacuation Plan (PEEP); 

 an Accident Report Form is completed, where required. 
 
The Health & Safety Officer is responsible for: 

 assisting with the production and updating of Risk Assessments for the First Aid provision; 

 reporting and investigating accidents under the Reporting of Injuries, Diseases and 
Dangerous Occurrences 1995 (RIDDOR) and keeping records; 

 liaising with the Infirmary and checking the Accident Book; 

 Health & Safety staff induction; 

 organising and keeping records of First Aid training for staff. 
 

The Infirmary is responsible for: 

 providing 24 hour high quality medical cover for boarding pupils; 

 providing first Aid for day pupils and staff during term time; 

 liaising with the Health & Safety Officer on various matters including the reporting of 
accidents to RIDDOR and the creation of Personal Evacuation Plan’s (PEEP’s); 

 maintaining medical records including the Accident Book; 

 ensuring the First Aid policy and Medicines policy are kept up-to-date. 
 

3. Pupil Illness 
 
Pupils (and staff) have access to 24 hour medical care in the on-site Infirmary during term time and 
Summer School. 
 
If a pupil is unwell or injured, it is the responsibility of the staff member to contact the parent(s) to 
collect the pupil or to send the pupil to the Infirmary (extension 4234). Pupils will be accompanied 
to the Infirmary. Wheelchairs are available to assist in moving pupils. 
 
Parents will be informed if a pupil is in the Infirmary and may be asked to collect their child. 
 
The Infirmary have the facilities to accommodate unwell Boarding pupils overnight and pupils that 
have contagious illnesses. 
 
There is a designated nurse within the Prep who provides medical care for Prep pupils. 
 
In the event of an emergency, any member of staff can call for an ambulance (9-999). The Infirmary 
(extension 4234) and Reception (extension 0) must be notified in order to assist the Emergency 
Services, if necessary. 
 
If a child shows signs of an infectious disease then exclusion times will apply. Further information 
can be found on www.gov.uk.  
 
 
 

http://www.gov.uk/
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4. First Aid Provision 
 
The Health & Safety Officer ensures that there are sufficient First Aid trained staff, including at least 
two pediatric First Aiders for the Prep school. The training is refreshed as required (usually every 3 
years) and subject specific first aid training is provided, where necessary. 
 
A list of First Aiders is maintained by the Health & Safety Officer and is displayed in the College and 
Prep Staff Rooms and Reception areas. 
 
A First Aider will accompany pupils on educational visits and to sports events and will take 
appropriate first aid provisions. 
 
First Aiders will give immediate medical care and contact the Infirmary or Emergency Services, 
where necessary. 
 
First Aid kits are located throughout the site and are maintained by the Infirmary who hold a list of 
their location. First Aid signs clearly highlight where kits can be found. 
 
The Bursar ensures that the Infirmary Sister has the qualifications to meet the standards of medical 
cover required. The Infirmary Sister ensures that their subordinates have the qualifications required. 
 
During the school holidays when the Infirmary is not open to staff, First Aid is administered by staff 
who have completed their First Aid training. 
 

5. Use of the School Ambulance 
 
The ambulance is used for the transportation of an injured or unwell pupil from the school grounds, 
where accessible, to the Infirmary, once deemed safe to do so. 
 
It is also used for College events to offer a cool, shaded area if a pupil feels unwell or injures 
themselves where treatment can be sought. 
 
In the event that a pupil or staff member or a boarder out of school hours needs to go to A&E the 
ambulance can be used. 
 

6. Accident Reporting 
 
All accidents, incidents and near misses are reported and followed up. It is not necessary for an 
injury to be sustained by an individual – accidents where property or material damage occurs must 
also be recorded, as investigation of these incidents can help prevent injuries. 
 
It is the responsibility of each staff member supervising pupils, or the Infirmary Sister, to complete 
an Accident Report Form as soon as possible.  
 
For staff, the staff member or their Line Manager, or the Infirmary Sister should complete an Accident 
Report Form as soon as possible.  
 
In the event of a major injury or dangerous occurrence the Health & Safety Officer and Headmaster 
must be informed immediately. 
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Examples of major injuries that are reportable to RIDDOR are fractures, amputation and 
dislocations. It is the responsibility of the Health & Safety Officer to contact RIDDOR. 
 
Each accident will be investigated to determine the cause and influencing factors and to identify 
where improvements can be made or see if procedures need to be reviewed. 
 
The schools governing board are provided with a regular update on the number of accidents and 
any trends identified. 
 

7. Medical Records 
 
A Medical Questionnaire outlining significant medical problems, current and past treatment, allergies 
and dates/nature of all immunisations must be completed by a parent or guardian for every new 
pupil prior to entry to the school. 
 
Written parental permission will be obtained on admission to the school for all pupils for the 
administration of first aid and appropriate non-prescription (otherwise known as over the counter or 
homely remedies) medication and for boarders to also seek medical, dental or optical treatment 
when required. 
 
An annual update form will be sent out to all families and completed and signed by parents. It is the 
parents’ responsibility to keep the school fully informed of any medical changes to the child. 
 
On application to the school there should be full disclosure on the health form of any special medical 
or physical needs. These are bought to the attention of the Infirmary Sister. 
 

8. Treatment 
 
Boarders should register with a GP practice (the Health Centre, Station Road, Puckeridge, Herts) 
and can book an appointment with a doctor when required. Contact with the doctor is private 
however, the pupil may choose to inform a staff member or request attendance at the appointment 
if they wish. 
 
Full Boarders have the option to receive medical insurance through AXA PPP (organised through 
the College’s insurance broker). St Edmund’s College & Prep are not liable for private medical costs. 
 
A pupil’s ability to consent to or refuse medical or nursing treatment is acknowledged. This is based 
on competency and age. Extreme caution is exercised when assessing the competence of a minor 
to refuse treatment. 
 
Links to outside professional services will be made as appropriate and required, for example, a 
counsellor. 
 
In accordance with the nurse’s professional obligations and in line with the NMC Code, medical 
information about pupils, regardless of their age, will remain confidential. However, with all medical 
and nursing matters having failed to persuade the pupil or their authorised representative to give 
consent to divulgence, the nurse considers that it is in the pupil’s better interest or necessary for the 
protection of the wider school community, to breach confidence and pass information on to the 
relevant person or body. 
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