
 

 

First Aid Policy 
 
 
 
 
 
 
 
 
 

 
 

  

Agree Date Review Date Persons  Responsible 

March 2025 October 2026 Miss Tonkin 



 

 

Earlview Primary School and Nursery is aware of its responsibility to make first aid provision 

for its staff and visitors to the school. We are also aware of our duty of care to our children. 

At present we have two members of staff who holds the First Aid at Work Certificate in line 

with requirements as laid down by the Employment Medical Advisory Service (EMAS). 

 

The named employee is: Education Authority 

 

Earlview Primary School and Nursery is aware of and adheres to the regulations in relation to 

re-qualification requirements as stated in the Health and Safety Executive NI guidance on 

First Aid at Work. It is the responsibility of management to liaise with EA to ensure that this 

takes place. All those employed in the school are aware of the qualified first-aider and will 

direct those in need of treatment or assistance to the closest practical area or if the situation 

requires into the hygiene room.  

 
Qualified First Aiders 
 
We currently have 9 qualified First Aiders 
 

1. Miss. Tonkin – requalification due before 16th October 2026 

(First Aid At Work) 

2. Mrs. Marsden – requalification due before 3rd March 2028 

(First Aid At Work) 

The following staff are trained in Emergency First Aid at Work  
(requalification due before 25th March 2027)  

1. Mrs. Montgomery 

2. Mrs. Cullen  
3. Miss. Corney  
4. Mrs. Temples  
5. Miss. Patrick 
6. Miss. Hoy 
7. Mrs. Burns  
8. Mrs. Fleming  
9. Miss. Robinson 

A First Aid Training Audit will take place annually of all staff in each September to identify 
levels of first aid cover in school and training needs.  

 
Provision 
 

• A First Aid Box can be found at the Staff Room and Area B. Portable first aid kits are also 

available for school trips and playgrounds. 

• Confidential medical information on each individual child will be available to the Staff, 

including names and contact information etc. on SIMS.net (or its replacement). 

• Children with acute medical conditions have completed Care Plans displayed in the Staff 

Room and in each child’s classroom. 



 

 

• All staff are trained in the use of an Epipen when they are teaching a child whose medical 

needs require one. Medicines, Epipens and Care Plans for individual children are in the Staff 

Room and Care Plans are also in the child’s classroom.  

• All pupil medication should be stored in the pupil medication box in each classroom and a 

written record of administration maintained daily as per the pupil medication policy.  

• Staff should take cognisance of the Code of Conduct for Employees and the advice about 

self-protection, when administering First Aid. Staff should be conscious of Child Protection 

issues, bearing in mind the gender, age and intimacy of any first aid applied. 

The Administration of Medicines Policy will be applied in circumstances where requests are 
made for prescribed medicines to be administered during school hours. In normal 
circumstances, no other medicines should be brought into school by a pupil. 
 
  



 

 

Procedure 
 

• Minor bumps and bruises should be dealt with by a staff member who holds the Emergency 

First Aid At Work qualification.  An accident slip (Appendix A) should be sent home to 

parents. 

• Should a more serious injury occur, the First Aider will assess the injury and decide whether 

the parent should be contacted and if so, the injured child will be kept comfortable and will 

be monitored closely until the parent arrives.  

• Should the staff member need extra support they can call upon the staff member who holds 

the First Aid at work Qualification. 

• If a child has bumped their head a phone call home should be made to make the parent 

aware of what has happened and how the child is. Give the parent the option to come 

and check the child over if they wish. 

 
If the situation requires an ambulance to be called, parents will be contacted immediately 
and if parents are unable to travel in the ambulance, then a member of staff will accompany 
the injured child. The school’s responsibility ceases as the child is entrusted to the care of 
the NHS ambulance personnel. A member of school staff cannot give permission for any 
treatment at casualty but will look back to the permission slip received at the beginning of 
the school year regarding hospital visits. The Emergency Department staff will have to 
decide over questions like blood transfusions, haemophilia etc. 
The Principal and other relevant members of staff should consider whether the accident or 
incident highlights any actual or potential weaknesses in the school’s policies or procedures, 
and act accordingly, making suitable adjustments where necessary. 
 
Recording 
 

• All minor first aid given is recorded in an Accident Book, located in the office or 

photocopying room in the locked cupboard (Appendix B) 

• Any injuries where parents have had to be contacted should be recorded on an Accident 

Form (Appendix C) found in the Staff Room, by the adult who witnesses an injury or to 

whom an injury is reported. This should be given to the Principal. 

• If a child has to go home or to hospital, as a result of their injury, an Accident Form along 

with an AR1 Form should be completed and given to the Principal. 

If a child is injured and you have concerns about the severity of the injury, again please 
contact the person who holds the First Aid at work certificate or the Principal.  
 
Health, Illness and Emergency 
 
Earlview Primary School and Nursery is committed to encouraging and promoting good 
health and to dealing efficiently and effectively with illnesses and emergencies that may 
arise while children are in our care. 
 
 
 
 
 



 

 

 
In the Event of Illness 
 
If a child is feeling ill staff will respond as per injury procedure and contact 
parents/guardians. 
 
In the event of an ill child feeling better, they will be resettled back into class, but will be 
kept under close supervision for the remainder of the day in case they need to go home. 
 
If a child is physically sick, parents/guardians must be immediately contacted and the child 
must go home and remain at home, as per DE Guidance, for 48 hours. 
 
If the child does not need to go straight to hospital but their condition means they should go 
home, the parent/carer will be contacted and asked to collect their child. In the meantime, 
the child will be made as comfortable as possible and be kept under close supervision. From 
this point on, the information, from the Public Health Agency Guidance on Infection Control 
in Schools and other Childcare Settings, will dictate the child’s return to school, if applicable.  
Staff will use the Guidance on the Infection Control poster (Public Health Agency) which is 
displayed in the staff room and office to offer advice on exclusions from school due to illness 
(See Appendix D). 
 
 
 
 

 

 

 

 
 

  



 

 

 
Appendix A – Parent contact 
  

Today I had an accident at 
School. 

Date______________________________________ 
 
Name______________________________________ 
 
I hurt my___________________________________ 
 
I was given first aid by________________________ 
 



 

 

Appendix B – Accident Book 
 

Date Name of child & 
class 

Injury and how it 
occurred. 

Treatment Given Name of First Aider 

         

         

         

         

         

         

         

         

 
  



 

 

Appendix C – Accident Form 



 

 

Appendix D 

The information below has been provided by the Health Protection Agency:  

 

 



 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
  


