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i) FIRST AID 

Introduction  

‘First Aid is the initial assistance or treatment given to someone who is injured or suddenly taken ill’ 

(The Joint First Aid Manual 8th Edition). Staff administering First Aid should seek to assess the 

situation, protect themselves and the pupil from further danger, deal with any life-threatening 

condition and where necessary obtain medical assistance or refer the casualty to hospital as quickly 

as possible.  

 

1. Statement of First Aid Provision  

The School’s arrangements for providing First Aid will:  

• Place a duty on the Headteacher and Board of Governors to approve, implement and review 

the First Aid policy.  

• Place individual duties on all employees.  

• Report and record accidents using appropriate forms to the relevant health and safety 

organisation.  

• Record all occasions when First Aid is administered to employees, pupils and visitors.  

• Provide equipment and materials to provide First Aid treatment.  

• Make arrangements to provide First Aid training to employees and maintain records of 

training / review annually.  

• Establish a procedure for managing accidents in school which require First Aid treatment.  

• Provide information to employees on the arrangements for First Aid.  

• Undertake a risk assessment of the First Aid requirements of the School and review on a 

regular basis.  

• Use the information from the risk assessment of First Aid to determine the number and level 

of trained staff and also any additional requirements (e.g. specialised training for children with 

particular medical needs). 

• Notify parent / guardian that first aid treatment was given to the child.  

 

2. Arrangements for First Aid  

The School will provide materials and equipment and facilities to provide First Aid.  

The location of the First Aid Kits in the School are:  

• In the PPA/Medical Room 

• Main school corridor 

• Main reception area 

• Buttercross Classroom 

• Kitchen 

• Torpel Classroom (mobile)  

• Portable first aid kits for school trips 

• First Aid kits are also taken outside during morning break and lunch times 

 



 

Equipment in the kits will be suitable for the types of injuries and numbers that the First Aid kit/box is 

to cover. 

The contents of the Kits will be checked on a regular basis by First-Aid trained staff working in the area 

and by the Senior First Aider. All fulltime members of staff are first aid trained.  

Before undertaking any off-site activities, the level of first aid provision will be assessed by the 

Headteacher and at least one First Aid Kit will be taken along.  

 

3. Information on First Aid Arrangements  

The Headteacher will inform all employees at the school of the following:  

• The arrangements for recording and reporting of accidents 

• The arrangements for First Aid 

• Those employees who are qualified First Aiders 

• The location of the First Aid Kits.  

• All members of staff will be made aware of the School’s First Aid Policy.  

 

4. Accidents involving bumps to a Pupil’s head  

The consequence of an injury from an accident involving a bump or blow to a pupil’s head is not always 

evident immediately and the effects may only become noticeable after a period of time. Where 

emergency treatment is not required, parents will be notified of the injury through the green first aid 

slip. Staff will contact parents if they are concerned.   

 

5. Transport to hospital or home  

The Headteacher will determine the appropriate action to be taken in each case. Where the injury 

requires urgent medical attention e.g. severe head injury, anaphylaxis, an ambulance will be called, 

and the pupil’s parent or carer will be notified. If hospital treatment is required, then the pupil’s parent 

/ carer will be called for them to take over responsibility. If no contact can be made with parent/carer 

or other designated emergency contacts, then the Headteacher will arrange for a member of staff 

accompany the pupil to the hospital.  

 

 

6. Policy Statement  

The Headteacher and Board of Governors of John Clare Primary School accept their responsibility 

under the Health and Safety (First Aid) Regulations (Northern Ireland) 1982 and acknowledge the 

importance of providing First Aid for employees, children and visitors within the School. The staff of 

John Clare Primary School recognise their statutory duty to comply with the Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations (Northern Ireland) 1997 and agree to abide by the 

appropriate procedures for reporting accidents. 

 



ii) ADMINISTRATION OF MEDICINES AND SUPPORT OF CHILDREN WITH COMPLEX HEALTH 
NEEDS 

  
 
Procedure for managing prescription medicines which need to be taken during the school day 
  
Prescribed medicines can only be taken in school when essential; that is where it would be detrimental 
to a child’s health if the medicine were not administered during the school day.  
  
1. Introduction 
There are an increasing number of children attending mainstream schools with medical 
conditions.  Schools, acting in loco parentis, have a duty to take reasonable care of children which 
includes the possibility of having to administer medicines and/or prescribed drugs. This may be 
required by pupils for regular medication or those requiring occasional dispensing of medicines. The 
school will make every effort to safeguard the health and safety of those pupils who may be more at 
risk than their peers due to existing medical conditions. 
  
Parents/carers are encouraged to give doses outside the school day if possible e.g. 3 times a day could 
be taken in the morning, after school and at bedtime. 
  
The school procedure for the administration of medicine is outlined in ‘Parental consent for a child to 
receive medication in school’ form which has to be completed by the parent/carer.   

i. Children recovering from a short-term illness/infection, who are clearly unwell should not be 
in school and the Headteacher can request that parents/carers keep the pupil at home if 
necessary. 

ii. Only medicines prescribed by a doctor can be accepted, in their original container with the 
pharmacy label intact. 

iii. Medicines are only administered following the completion of a ‘Parental consent for a child 
to receive medication in school’ form (available from the school office) which clearly states 
the name and class of the pupil, together with the dose and time(s) of day at which it should 
be taken and any special conditions for storage of the medicine (i.e. kept in fridge). 

iv. Medicines need to be clearly marked with the name and class of the pupil, together with the 
dose and the time(s) of the day at which it should be taken. 

v. Medicines are only accepted by office staff and they must be brought in by the parent/carer, 
rather than via the pupil. 

vi. Medicines will be kept in a secure central position in the school (e.g. school office.) 
vii. Children should never be given medicine to keep on their person; all medicines should be 

handed in to the office. 
viii. An exception to this rule is made, however, for medicines provided for emergency treatment 

such as reliever inhalers for asthmatic pupils, adrenaline pens for allergies or glucose tablets 
for diabetics, which will be kept close to the pupil(s) concerned for immediate use. 

ix. School cannot accept any medicine that has been taken out of the container as originally 
dispensed or make changes to dosages on parental /carer instructions. 

x. No over-the-counter remedies should be brought into school at any time – this includes throat 
sweets and nasal inhalers. 

xi. No over-the-counter remedies will be administered by staff. 

  
Pain killers (e.g. aspirin, paracetamol, including junior forms such as Calpol) will never be administered 
to pupils, even at the request of parents/carers unless prescribed by a doctor or the condition is 



ongoing. Medical evidence must be provided.  They can mask the symptoms in the event of injury and 
it is possible to inadvertently administer too large a dose if a pupil had already taken some without 
the knowledge of the school (e.g. before leaving home). 
  
The only exception made is for the administration of junior paracetamol whilst on residential trips and 
only if parents/carers have signed a consent form agreeing to staff administering ‘Calpol’ in an 
emergency. 
  
The staff at John Clare Primary school are prepared to administer medicines if parents/carers: 

• Follow the guidelines in this policy 
• Complete a ‘‘Parental consent for a child to receive medication in school’ form and return it to 

the school office before the medicine is required to be given. 

  
2) Procedures for Managing Prescription Medicines on School Trips and Outings 
Children with medical needs, particularly of a long-term nature, are encouraged to take part on trips 
and where necessary risk assessments are carried out for these children. The administration of 
medicines follows the same procedures as for administration in school. A copy of health care plans 
will be taken on visits in the event of information being needed in an emergency. 
 
3) Roles and Responsibilities of Staff Administering Medicines 
Staff will not give a non-prescribed medicine to a child nor give any analgesics (pain killers). 
Parents/carers must send in written consent before any medicine can be given. 
Any member of staff giving medicines will check: 

• The child’s name 
• The prescribed dose 
• The expiry date 
• Written instruction by the prescriber on the label or container 

  
If there is any doubt about procedures, staff will not administer the medicines but will check with the 
parent/carer first. 
 
Each time a medicine is given a written record will completed showing Name of Pupil, Date, Time 
Medications and Dosage. Good records demonstrate that staff have exercised a duty of care. 
 
We support and encourage children, who are able, to take responsibility to manage their own 
medicines, but they are always supervised, and medicines are always kept in the office. If a child 
refuses medicine, staff do not force them to take it, but will record this and ensure that the 
parent/carer is aware of it. 
  
  
  
  



 
4) Parental/Carer Responsibilities in respect of their Child’s Needs 
  
Parents/carers should provide the Headteacher with sufficient information about their child’s medical 
needs if treatment or special care is required.  Information about a medical condition should be 
included as recorded by the child’s G.P. Parents/carers and the school will then reach an agreement 
on the school’s role in supporting the child’s medical needs. Parents/carers should be aware that 
sharing information with other staff will ensure the best care for the child. 
  
 
5) Staff Training in Dealing with Medical Needs 
  
Each year lists are compiled for each class informing staff of known medical conditions. These lists are 
distributed to all staff so that they are aware of any incidents that may occur. When the condition is 
of a more serious nature an individual health care plan may be created which contains the child’s 
photograph and is distributed to relevant staff and are displayed in appropriate locations (kitchen, 
staffroom etc) so that staff are aware of the likelihood of an emergency arising and what action to 
take should one occur. 
 
All staff who agree to accept responsibility for administering prescribed medicines to a child will be 
given the appropriate training and guidance. 
  
 
6) Dealing with Medicines Safely 
  
All medicines may be harmful to anyone for whom they are not appropriate; therefore, it is essential 
that they are stored safely.  We can only store, supervise and administer medicine that has been 
prescribed for an individual child.  All medicines of this type should be handed in to the office in the 
morning and collected from the office at the end of the school day.  All emergency medicines, such as 
inhalers are kept in classrooms. (KS2 children are encouraged to be responsible for their own 
inhalers).  Adrenaline pens are kept in the pupil’s classroom in a marked box. 
  
Parents/carers are responsible for ensuring that date expired medicines are returned to the pharmacy 
for safe disposal. They should also collect medicines held at the end of each term. 
  
Parents/carers are responsible for replacing date expired medicines if still required. 
 
  
7) Emergency Procedures 
  
In the event of an Emergency, an ambulance will be called and a child will be accompanied to hospital 
by a member of staff and the parents/carers will be notified. A staff member will stay with the child 
until a parent/carer arrives. 
 
In all cases, administration of medication and/or treatment to a pupil will be at the discretion of the 
Headteacher based on guidelines approved by the Governors of the school. However, ultimate 
responsibility remains with the parents/carers. 
  
 
 
 



8) Summary of Procedure to Dispense Medication 

• No medicine which has not been prescribed by a doctor will be administered at school. 
• Permission to dispense medication form must be completed by the parent/carer. 
• Medicine must be in original packaging clearly marked with name of child, class and dose to be 

administered. 
• All medication given must be recorded on a ‘Medication taken in school’ advice slip and signed by 

the administering staff member.  This should then be given to parents/carers daily. 
• It will be the parent/carer’s responsibility to collect medication at the end of each school day 

where necessary. 

  
 


