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To create a happy, secure and stimulating learning environment in which all members of the school community
can grow in confidence and develop to their full potential.

First Aid Policy.

Policy Statement.

The Governors and Principal of Killen 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 Killen Primary School recognise their statutory duty to comply with the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations (Northern Ireland) 1997 (RIDDOR) and
agree to abide by the Education Authority Procedure for reporting accidents.

This policy outlines Killen Primary School’s responsibility to provide adequate and appropriate first
aid to pupils, staff, parents and visitors and have the procedures in place that meet that responsibility.

Rationale.

Children and adults in our care need good quality first aid provision. Clear and agreed systems
should ensure that all children are given the same care and understanding in our school and when on
educational trips and visits.

Introduction.

‘First Aid is the initial assistance or treatment given to someone who is injured or suddenly taken ill’
(The Joint First Aid Manual 8" Edition). Staff administering First Aid should seek to assess the
situation, protect themselves and the casualty 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.

Statement of First Aid organisation.

The school’s arrangements for providing First Aid will:

Place a duty on the Governing body to approve, implement and review the First Aid policy

Place individual duties on all employees

To report, record and where appropriate investigate all accidents

Record all occasions when first aid is administered to employees, pupils and visitors

(The First-aid Incident Reporting book/forms are kept in Mrs Goan’s office)

Provide equipment and materials to carry out first aid treatment

e Make arrangements to provide training to employees, maintain a record of that training and
review training requirements

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

¢ Provide information to employees on the arrangements for First Aid

e Determine the number and level of trained staff and also any additional requirements (e.g.

specialised training for children with particular medical needs)
e Notify parent/guardian that first aid treatment was given to the child

The School has a separate policy for the administration of medicines/drugs and critical incidents



Arrangements for First Aid.

Materials, equipment and facilities.

The School will provide materials, equipment and facilities to provide First Aid. The staff room is
the location of our first aid boxes — these are mobile kits which are also taken on school trips.

Basic hygiene procedures must be followed by staff. Single use disposable gloves must be worn
when treatment involves blood or other bodily fluids. Face masks must also be worn by staff
members administering first aid. Care should be taken when disposing of dressings or equipment.

The contents of the kits will be checked on a regular basis by Mrs Grace Sproule, first aider, Mrs

Wendy McNally, the designated first aider and Mrs Charlene Goan, Principal. Staff training on First
Aid will be undertaken every three years and staff will be invited to attend when necessary.

Off-site activities.

Before undertaking any off site activities, the level of first aid provision will be assessed by the
Principal and at least one first aid kit will be taken on all off site activities, along with individual
pupil’s medication such as inhalers, Epipens etc. All teachers will check medical information of
their class or the pupils going off site.

A person who has been trained in first aid will accompany all off site visits.

Roles and Responsibilities

The main duties of a first aider in school are:

To complete an approved and certified First Aid course as required

To give immediate help to casualties with common injuries

When necessary ensure that an ambulance or other professional medical help is called
Ensure first aid boxes are re-stocked as required

Information on First Aid arrangements.

The Principal will inform all employees at the school of the following:
e The arrangements for recording and reporting accidents
e The arrangements for First Aid
e Those employees with qualifications in First Aid
e The location of First Aid kits
In addition, the Principal will ensure that signs are displayed providing the following information:
e Names of employees with first aid qualifications.
e Location of first aid boxes

All members of staff will be made aware of the school’s First Aid Policy. No member of staff
should attempt to give First Aid unless they have been trained.



Accident Reporting.

¢ All minor accidents or injuries that have required first aid treatment to be administered should
be recorded in the incident reporting book (stored in Mrs Goan’s office) (Appendix1)

e An accident injury report form is completed for major injuries, which is then forwarded to
EA. (Appendix 4)

e A copy of forms are retained by school

e The accident report form, should where possible, be completed immediately after treatment
being administered or at the earliest possible convenient time thereafter.

e The child’s teacher should be informed of all accidents/injuries

e Accidents to employees must also be recorded

e All accidents to non-employees, e.g. visitors, which result in injury will be reported to the
Education Authority

Pupil accidents involving their 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.

Parents/carers will be informed of all knocks or bumps to a pupil’s head regardless of whether
emergency treatment is required. This should be done as soon as treatment has been given, by
telephone. If this hasn’t been possible then a note must be sent home — incident reporting slip has a
section which includes indicating whether the child has a head injury and advice. There are copies of
EA Head Injury letter in each classroom, to be sent home if required. (Appendices 2/3)

Transport to hospital or home.

e The principal will determine what is a reasonable and sensible action to take in each case.

e  Where the injury is an emergency an ambulance will be called following which the parent
will be called.

e Where hospital treatment is required but it is not an emergency, then the principal will
contact the parents for them to take over responsibility for the child

e If the parents cannot be contacted, then the principal may decide to transport the pupil to
hospital

Where the principal makes arrangements for transporting a child then the following points will be
observed:

¢ No individual member of staff should be alone with a pupil in a vehicle

e The second member of staff will be present to provide supervision for the injured pupil

Illness

Any sick or ill children will be seen in the first instance by their class teacher. If felt necessary, a
first aider can be contacted. If it is felt necessary to send home a child, the parent/carer will be
contacted to make arrangements for collection.

Children who have vomiting and/or diarrhoea should not return to school for at least 48 hours after
the last episode. (PHA guidelines)



Educational Visits

Before undertaking an educational visit or class trip teachers should complete a risk
assessment of their destination.

Adequate first aid equipment must be brought and carried

These kits should be checked well before the date of visit to ensure they are adequately
stocked

Staff should make a list of all children who require medication

Children who require inhalers or epi pens should bring their medication inhaler with their
name on it. Depending on age and parental consent it will be kept by a member of staff
within the group or by the child themselves.

A list of contact numbers for all children on the trip should be printed and brought by the
teacher in charge

Any children likely to be travel sick should be seated near the front of the bus and a bowl and
wipes/tissues should be provided

Follow the schools normal first aid procedures as outlined previously in this policy

Emergency First Aiders:

Mrs K. Catterson

Mrs A. Doherty

Mrs C. Elliott

Mrs V. Galbraith

Mrs J. McCann

Mrs W. McNally (designated first aider)
Mrs G. Sproule

Mrs L. Buchanan

Mrs L. Darragh
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ea Education
Authority

Head Injury Letter

Dear Parent/ Guardian

Yoﬁr Child received a bump on their head today
whilst attending School.

Description of how head injury occurred

A School First Aider assessed your child. Although no problems were detected at the time, we
request that you observe your child for the next 24 hours for any of the following symptoms:

Blurred vision

Drowsiness e Nausea or vomiting
Severe headache

Confusion
Slurred speech
Unresponsiveness

Clumsy, staggering or dizziness.

Bleeding from ears or nose

Contact your GP or the nearest Accident and Emergency Department if you notice any of the above
symptoms.

Yours faithfully
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Appendix ¢

For Office use only

€ e Education Reportable under RIDDOR? | YES / NO
& Authority Date Reported T

ACCIDENT INJURY REPORT FORM e i
' Initials |
This form must be 7Y/ d by the Principal or in Charge of the school or other 7: inr of
each and every inci hether injury is ent or not and forwarded to the Ed 2 Authority H 2 and Safety
Section, 1 Hospital Road, Omagh, BT79 OAW. All corr and quires regarding the matter should be
referred to this Section — Tel: 028 8241 1366 or il: david.orr@ i.org.uk :

IT IS ESSENTIAL THAT ALL RELEVANT QUESTIONS ARE FULLY ANSWERED
PART 1: NANME AND ADDRESS OF SCHOOL OR OTHER ESTABLISHMENT

PART 2: PERSONAL DETAILS OF INJURED PERSON

Name of Person:
DoB: i Occupation:
Address:
Postcode:
State Whether Date of
Employee, Pupil or Appointment:
Visitor: (Employees Only)
Staff No: National Insurance
(Employees Only) No:
Injured Persons Normal | -~ To: Actual Hours worked | " =
Working Hours: ™ | am/pm | am/pm on day of accident : | am/pm = am/pm
Date of first day of Date of return
absence: . (If Known):
PART 3: ACCIDENT DETAILS
Date of accident: .. . Time of accident: N
If yes, date and to
Was it reported: v
. whom: e ae-

- we
Name & address of establishment
where the accident occurred if
different to above:

Where did the accident occur: (Exact
location, e.g. Classroom, Gym, Kitchen,
Playing Fields, Corridor)

How did it happen? (continue on a separate sheet if necessary)

Is there CCTV ? (If so, retain a copy on DVD)




PART 4: INJURIES

Nature and severity of
injuries: (If injury to
mb or eye indicate
Right or Left)

Was:the Injured Parson - | .. /ne Duration in Hospital:
Outpatient: Yes/No Hcls!:litalz

Doctor: Yes/No Doctor’s Name:

First Aid: Yes/No First Aider’s Name

PART 5: WITNESSES

Who saw it happen:
Pupil, Employee, Vi

tor)

(Name & Addresses of all persons in position to give any information — State Capacity eg

Witness 1:
Name:

] Capacity: I

Address:

Telephone No: Home: —l

| Mobile: I

Exact location at time of
accident:

Witness 2:
Name:

I Capacity: |

Address:

Telephone No: Home:

| Mobile: ]

Exact location at time of

at:

PLEASE ATTACH WITNESS STATEMENT IF APPROPRIATE

PART 6: ADDITIONAL INFORMATION

Did the accident result from the use of machinery
or equipment? If yes, please give details:

ifinjury as a résult of the use of materials, if yes,
please state brand of product, name & address of
L & manufacturer?

Was accident due to a slip, trip or fall, if yes, state
type of floor or other surface and condition?

Weather Conditions (If relevant):

Footwear Worn (If relevant):

Was the injured party wearing Personal
Protective Equipment?

Any other infori i you id. rel nt:

(continue on separate sheet if necessary)

Name of person completing report: Occupation:
Signature of Principal or Person in Charge: Date:




	Authority

