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Revision 

 

Date Author Comments 
 

1.0 context 30.01.17 JM Add reference to other policies and DFE advice  

1.5 17.03.18 DW Eye injury procedure.  

1.6 17.03.18 DW Burns procedure.  

2.0 17.03.18 JM Added eye injury and burns as specific examples  

     

      

 

1.0 Context	

This policy should be read in conjunction with the Medical Conditions policy, Administering First Aid 

Policy, Guidance on infection control in schools and other childcare settings (Health Protection 

Agency) DFE Good Guidance on First Aid in Schools 2014. 

Procedure	

1.1 All staff members are able to administer general first aid. It is only in the case of 

accidents and injuries that are more serious, that the advice and support of a 

member of staff with a First Aid Certificate should be called. On these occasions the 

Head, Deputy or senior member of staff should also be involved to give advice on 

further action. In the worst case scenario the parent should be contacted and an 

ambulance called. It may be a case that taking the child to hospital could be 

appropriate but instructions should be made to contact the parents or carer and 

inform them about what has happened and where their child has been taken. 

 

1.2 Many minor injuries and accidents only require assessing and/or cleaning with cold 

water. Bumps, knocks, bruises or abrasions will normally require a cold compress. A 

cold water compress, ice pack or a cold pack should be applied. Any injury that 

requires a slip to be sent home will also be followed with either a conversation with 

the teacher at the end of the day or a phone call to the parent.  
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1.3 Injuries such as sprains to any joint or if swelling happens should also be dealt with 

as above and parents notified. 

 

1.4 If a parent has to be notified, a message will be given to the office staff requesting 

them to make the call to the parent/carer and the person attending to the child will 

remain with them if necessary.  If parents are called and asked to take their child to 

the walk-in centre or doctor, it is the parents responsibility to do so and not for the 

school to arrange this. 

 

 

1.5 In the event of an eye injury or a foreign body being present in an adult or child’s 

eye, they need to attend the medical room, where bottles of eye wash and cradles to 

cleanse the eye are stored in the cupboard beneath the sink. 

 

1.6 If an adult or child is accidentally burnt, then a burns dressing should be applied        

immediately. These can be found in the first aid kits located in the medical room or 

kitchen pantry.  

 

Recording 

 

2.0 All injuries including eye injuries and burns and accidents especially those that result      

in either a red mark, bruise, abrasion or a swelling should be recorded on the child’s 

individual record using the body map on the reverse of the sheet where the wound is 

prominent. A slip should be sent home. 

 

2.1 If an incident or accident simply requires TLC and discussion then an entry in            

the ‘Accident/Incident Book’ is all that is required to record details of how it 

happened, who was involved, what action has been taken and by whom. In this case 

a slip may not be sent home but the first aider will inform the teacher there has 

been an incident. 

 

First Aid-Person Responsible 

 

3.0 Nominated First Aiders are responsible for covering first aid during break time and 

lunch time. 

 

3.1 If a child is injured during a PE session the LSA attached with that class would 

be responsible for the care of the child. If there is no LSA present, the teacher 

will ensure that the child is taken to a member of the office staff who will 

contact a member of the LSA staff to take over responsibility of the child.  
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3.2 If a child is feeling unwell, then he/she should be sent to or taken to the 

medical room where he/she will be helped and monitored for a period of time. 

A judgement should be made as to whether it is appropriate to contact the 

parents/carers. If the child is collected, staff must ensure that the ‘leaving 

school form’ is completed, so we all know that the child is off the premises.  

 

 

• Completion of documentation is imperative - books and forms are to be kept in 

the medical room. 

 

• A slip should be given to the child indicating the injury/accident and treatment, 

which should go home in order to notify the parents - especially when a child 

has had a head injury/bump. This is also followed up with a phone call home.  


