
 
 
 
 
 
 
 

 
FIRST AID AND MEDICAL EMERGENCIES POLICY 

LOWER SCHOOL (including EYFS) 
 
At St. Mary’s Lower School, the following guidelines are used to ensure that each pupil is 
given the appropriate first aid and medical treatment in a timely and competent manner. 
This policy should also be read in conjunction with the Medical Conditions Procedure which 
can be found in appendix 2. 
All adults in school have received the basic first aid training.   
Further guidance can be found at https://www.hse.gov.uk/firstaid/index.htm 
 
Training is updated as required First Aid at work to be updated every 3 years, with a 2-day 
requalification. A list of all paediatric First Aiders and 3 day at work First Aiders are listed in 
Appendix 1. 
When pupils are present on site there is at least one qualified person who is able to deal with 
any first aid incidents. 
 
First Aid & Illness 

 Pupils who are feeling unwell during lesson times are sent to the school office 
 The unwell pupil is monitored by the Lower School Office in the school medical room 
 The decision to send the unwell pupil home is the responsibility of the Head of Lower 

School in conjunction with the class teacher 
 Pupils with Individual healthcare plans - staff are made aware of such cases in their 

class.  In the event of illness, these plans are followed.  Data review sheets are sent out 
every year so that medical details can be kept up to date. Teachers are notified of 
any pupil with severe medical conditions 

 All pupils with a serious medical condition will be highlighted (by photograph) in the 
staff room, medical room and the catering manager is also informed of any food 
allergies   

 Arrangements are made for pupils with particular medical conditions (for example 
asthma, epilepsy, diabetes) - for additional information please see medical conditions 
policy                                                                                                                                                                            

 A First Aid kit is available in the medical room, studio block, Kindergarten and the 
member of staff on duty will carry a first aid kit during outside activities including break 
time 

 PE and Forest School staff carry First Aid kits will them during activities on or off-site 
 All classrooms have a basic First Aid kit 
 Medicines will only be administered in school if they have been prescribed by a 

doctor.  However, medication whenever clinically possible, should be taken outside of 
school hours                                                                                                                                                                                         



 Written permission must be received from the parent (forms are kept in the medical 
room). Medicines are administered by the school office staff, Kindergarten staff or the 
appointed First Aider. Medicines are stored appropriately in the medical room. When 
any medicine is administered there should be two members of staff present, this is 
signed for once administered 

 The administration of medicines is logged, and all unused medicines are sent home at 
the end of a course of treatment 

 Pupils needing to use inhalers from time to time know that their inhalers are named 
and kept in a drawer in the medical room. All ongoing medicines (asthma inhalers) 
are checked each half-term.  Parents are notified if their child’s medication is close to 
expiry 

 
Procedure for cleaning up body fluids. 
What is a body spillage? 
Within the school  environment it could be urine, blood, vomit or faeces. 
 
How should it be dealt with? 
A member of the school maintenance team should be contacted immediately via the 
school office. 
 
In the event of the maintenance team being off site, the incident may need to be dealt with 
by another member of staff. This will be decided by a member of the SLT. 
 
Special cleaning kits – including Personal Protective Equipment can be found in the following 
locations: 
  
Lower School 
Main School - Medical room 
Studio block – Art cupboard 
 
Kindergarten 
Disabled toilet 
 
Accident Procedure 
In the event of a major incident 999 will be called immediately by the member of staff 
dealing with the incident. 
 

 The injured person is seen by an adult and is referred to the first aider/ appointed 
person, if necessary 

 If the First Aider believes hospital treatment is required, that person will, in consultation 
with the Principal or Head of Lower School: 
 Arrange for the emergency services (999) to be summoned if necessary 
 Arrange for parents to be contacted as soon as possible 
 Arrange for the child/adult to be transported to the A&E Department. 

All accidents are fully recorded using the Accident forms by the person who dealt 
initially with the incident. This is checked and signed by the Head of Lower School or a 
member of the Senior Leadership Team. 
 



Serious accidents or injuries must be reported to RIDDOR Incident Contact Centre by 
the Head of Finance and Operations, Estates/H&S Manager or other Senior Leadership 
Team member. Online reporting is preferred http://www.hse.gov.uk/riddor, however a 
telephone service remains for reporting fatal and major injuries only - call the incident 
Contact Centre on 0345 300 9923.  
 
RIDDOR will be notified by the school if any of the following incidents occur: 
 a work-related death 
 specified injuries including fractures, serious burns and loss of sight 
 over seven-day incapacitation of a worker as a result of injuries following an 

accident 
 an accident causing injury to pupils, a member of the public or others requiring 

hospital treatment 
 occupational diseases 
 a specified dangerous occurrence, or near-miss event which did not result in an 

injury, but injury was possible 
 

 Parents will be informed by the class teacher, or Head of Lower School, of 
significant accidents and the treatment given. If there is any question at all that a 
pupil might need to see a doctor, parents are always contacted 

 Class teachers are expected to let parents know at the end of the day if a minor 
accident has occurred and in addition, parents will be informed by phone of any 
head injury 

 At playtimes and lunchtimes, the appointed first aider will deal with all major 
injuries. 

 When dealing with an injury, staff should wear disposable gloves and ensure that 
any waste is disposed of securely.  Sanitary bins are provided in key areas for the 
deposit of bodily fluids.  Cleaning staff will be informed to clean any area as 
required. Body spillage kits are available in the Kindergarten and medical room if 
required 

 Parents’ emergency contact numbers are kept in the school office 
 
48 Hours Absence 
In order to minimise the opportunity for infection within the Kindergarten and school please 
keep your child off for 48 hours if they have vomited or have had diarrhoea.   
We exclude all children, in the EYFS (Kindergarten and Prep class) on antibiotics for the first 
48 hours of the course (unless this is part of an ongoing care plan to treat individual medical 
conditions e.g. asthma and the child is not unwell). This is because it is important that 
children are not subjected to the rigours of the Kindergarten/school day, which requires 
socialising with other children and being part of a group setting, when they have first 
become ill and require a course of antibiotics. 
 
Activities remote from building or off-site 
For any activity which is carried out remotely from the school building, a first aid kit and any 
additional medication will be taken. This is the responsibility of the lead teacher. 
For off-site activities a medical kit will be taken alongside emergency contact details for all 
pupils off-site; any IHP (Individual Health Care Plan) medication for individual pupils must also 
be taken  



The lead teacher will always have a school mobile phone in case of an emergency. 
 
First Aid Supplies 

 The Chief Nominated First Aider is responsible for checking the contents of the First Aid 
boxes on a regular basis and orders in new supplies as and when required. 

 The First Aider supplies the necessary equipment for the well-being of the children 
while away from school on school visits 

 
Monitoring and Reviewing 
Records and procedures are regularly monitored by the First Aiders, Head of Lower School 
and the Governing Body Updates are produced annually. 
 
 

                                                                          Reviewed/Approved: December 2021 
Next Review: Autumn 2022 



Appendix 1 
 

Please see below the staff with specific First Aid qualifications       
Miss Cheeseman     Paediatric 
Mrs Paisley      Paediatric 
Mrs Howard      Paediatric  
Miss Iddon      Paediatric 
Mrs Violett      Paediatric 
Mrs Turner      Paediatric 
Miss Pyke      Paediatric 
Miss Martins      Paediatric 
Miss Harvey      Paediatric 
Mrs Thea Millard     Paediatric 
Miss Clarke      First Aid at Work (3 day) 
Mrs Adamson     First Aid at Work (3 day) 
 



Appendix 2 
 

Medical Conditions Procedure 
 
St Mary’s School is an inclusive community that welcomes and supports pupils with medical 
conditions.  This procedure explains the guidelines the school will follow in order to provide a 
safe environment for your child.   
The school has a responsibility to ensure that staff: 

 understand their duty of care to children and young people in the event of an 
emergency 

 feel confident in knowing what to do in an emergency 
 understand that certain medical conditions are serious and potentially life 

threatening, particularly if poorly managed or misunderstood 
 understand the importance of medication and care being taken as directed by 

healthcare professionals and parents 
 understand the medical conditions that affect pupils at St Mary’s 
 receive training on the impact medical conditions can have on pupils 

 
1. St Mary’s School is an inclusive community that supports and welcomes pupils with 

medical conditions.  This school understands that it has a responsibility to: 
 Make the school welcoming and supportive to pupils with medical conditions 

who currently attend and to those who may register in the future 
 Provide all children with all medical conditions the same opportunities as others 

at school.  We will help to ensure they can be healthy, stay safe, enjoy and 
achieve, make a positive contribution and achieve economic wellbeing 

 Encourage pupils with medical conditions to take control of their condition 
 Include all pupils with medical conditions in all school activities 
 Ensure parents/carers of pupils with medical conditions are aware of the care 

their children receive at this school 
 Ensure all staff understand their duty of care to children and young people in 

the event of an emergency 
 Ensure all staff have access to information about what to do in an emergency 
 Ensure all staff understand that certain medical conditions are serious and can 

be potentially life-threatening, particularly if poorly managed or misunderstood 
 Ensure all staff have an understanding of the common medical conditions that 

may affect children at this school  
The Senior Leadership Team is responsible for ensuring staff receive regular updates and will 
liaise with outside agencies for professional advice if needed. 

 
2. The medical conditions policy is supported by a clear communication plan for staff, 

parents/carers and other key stakeholders to ensure its full implementation 
 The Governing Body will review the policies and procedures in place to support 

pupils with medical conditions so that children can access and enjoy the same 
opportunities at school as any other child 

 Parent/carers are informed about the First Aid and Medical Conditions 
Procedure, which is available on the school website.  



 School staff are informed and regularly reminded about the school’s First Aid 
and Medical Conditions Procedure through staff meetings, the staff handbook 
and through emailed medical conditions updates 

 Temporary/supply staff are informed of the procedure and their responsibilities 
of any medical needs or Individual healthcare plans related to the children in 
their care and how to respond in emergencies 

 Staff are made aware of any Individual healthcare plans related to their 
teaching groups 

3. All teaching staff and First Aiders understand and are trained in what to do in an 
emergency for children with medical conditions at this school  

 Teaching staff and First Aiders at this school are informed of all children with a 
medical condition who have an Individual Healthcare plan (IHP) 

 Staff understand their duty of care to pupils both before, during and after the 
school day, in the event of an emergency.  In an emergency situation, school 
staff are required under common law duty of care to act like any reasonably 
prudent parent/carer.  This may include administering medication 

 Staff receive updates for asthma and other medical needs and know how to 
act in an emergency.  Additional training is prioritised for key staff who work with 
children who have specific medical conditions which are supported by an 
Individual healthcare plan 

 The action required for staff to take in an emergency for the common serious 
conditions at the school are displayed in prominent locations including, staff 
room and medical room 

 The school uses Individual healthcare plans to inform the appropriate staff 
(including supply teachers and support staff) of pupils with complex health 
needs in their care who may need emergency help 

 The school has procedures in place so that a copy of the pupil’s Individual 
healthcare plan is sent to the emergency care setting with the pupil.  On 
occasions when this is not possible, the form is sent (or the information on it is 
communicated) to the hospital as soon as possible where prior consent from 
parents has been sought 

 If a pupil needs to be taken to hospital, a member of staff will always 
accompany them and will stay with them until a parent arrives.  The child will not 
be taken in a staff member’s car. The school will try to ensure that the staff 
member will be one that the pupil knows.  The staff member concerned should 
always inform a member of the Senior Leadership Team 

4. The school has clear guidance on the administration of medication at school 
 The school understands the importance of medication being taken and care 

received as detailed in the pupil’s Individual healthcare plan 
 The school will ensure that there are several members of staff who have been 

trained to administer the medication and meet the care needs of an individual 
child.  We will ensure that there are sufficient numbers of staff trained to cover 
any absences, staff turnover and other contingencies 

 The school will not give medication (prescription or non-prescription) to a child 
under 16 without a parent’s written consent  

 When administering prescribed medication, parents must fill in a medical form 
informing school when the dosage was last given.    



 The school will make sure that a trained member of staff is available to 
accompany a pupil with a medical condition on an off-site visit, including 
overnight stays 

 If a pupil refuses to take their medication, staff will record this and inform the 
parent/carer of this non-compliance as soon as possible 

 It is the responsibility of the parents to inform the school immediately if their 
child’s needs change. 

 If a pupil misuses their medication or anyone else’s, their parents will be informed 
as soon as possible, and the school’s disciplinary procedures will be followed 
 

5. The school has clear guidance on the storage of medication and equipment in school 
Emergency medication 

 Prescribed medication is readily available to pupils who require it at all times 
during the school day or at off-site activities.  If the emergency medication is a 
controlled drug and needs to be locked up, the keys are readily available and 
not held personally by members of staff 

 If the pupil concerned is involved in extended school provision, then specific 
arrangements and risk assessments will be agreed with the parent and 
appropriate staff involved 

Non-emergency medication 
 All non-emergency medication is kept secure in a lockable cupboard and in a 

cool dry place.  Pupils with medical conditions know where their medication is 
stored and how to access it 

 Staff ensure that medication is accessible only to those for whom it is prescribed 
General 

 The school has an identified member of staff who ensures the correct storage of 
medication at school 

 All controlled drugs are kept in a locked cupboard for staff to access 
 The nominated member of staff checks the expiry dates for all medication 

stored at school on a half-termly basis 
 The identified member of staff, along with the parent/carer of pupils with 

medical conditions, ensures that all emergency and non-emergency 
medication brought into school is clearly labelled with the pupil’s name, the 
name of the medication, route of administration, dose and frequency and its 
expiry date 

 Medication is stored in accordance with the manufacturer’s instructions, in the 
original packaging. Some medication for pupils at the school may need to be 
refrigerated.  All refrigerated medication is stored and is clearly labelled.  
Refrigerators used for the storage of medication are made inaccessible to 
unsupervised pupils or locked as appropriate 

 All medication (including blue inhalers) are sent home with pupils at the end of 
the school year 

 It is the parents/carers’ responsibility to ensure that the school receives new and 
in- date medication along with the appropriate instructions for its use 

Safe disposal 
 Parents/carers are asked to collect out-of-date medication 
 If parents/carers do not pick up out-of-date medication, and/or at the end of 

the school year, medication is taken to a local pharmacy for safe disposal 



 A named member of staff is responsible for checking the dates of medication 
and arranging for the disposal of any that have expired.  This check is done 
termly 

 Sharps boxes are used for the disposal of needles.  Parents/carers obtain sharps 
boxes from the child’s GP or paediatrician on prescription.  All sharps boxes in 
school are stored in a locked cupboard unless alternative safe and secure 
arrangements are put in place on a case-by-case basis 

 If a sharps box is needed on an off-site or residential visit, a named member of 
staff is responsible for its safe storage and return to a local pharmacy, to school 
or to the pupil’s parent 

 Collection and disposal of sharps boxes is arranged with the local authority’s 
environmental services 
 

6. This school has clear guidance about record keeping for pupils with medical 
conditions 
Registration forms 

 Parents/carers at the school are asked if their child has any medical conditions 
 If a pupil has a short-term medical condition that requires medication during 

school hours (e.g. antibiotics to clear a chest infection), a medication form 
giving parental consent must be completed before any medicines can be 
administered 

 
Individual healthcare plans 

 The school requires an Individual healthcare plan for children with medical 
conditions this document should include:  

 Name of the child 
 DOB 
 Known Allergies 
 Parent/carer contact details 
 Triggers/signs/symptoms 
 Actions required (medication) 
 Review date 

 Any medical conditions must be disclosed to the school upon acceptance of a 
school place or when a diagnosis is first made.   

 It is the parent’s responsibility to provide the school with the most recent 
Individual healthcare plan If the school does not receive an Individual 
healthcare plan, all school staff should follow standard first aid measures in an 
emergency.  The school will contact the parent/carer if health information has 
not been returned.  If an Individual healthcare plan has not been completed, 
the school will contact the parents and may convene a Team around the Child 
meeting or consider safeguarding children procedures if necessary 

 All IHP must be reviewed by parents annually 
 

School Individual healthcare plan register 
 Individual healthcare plans are used to create a centralised register detailing 

medical conditions.  An identified member of school staff has responsibility for 
the register at this school.  The school has ensured that there is a clear and 
accessible system for identifying pupils with health plans/medical needs such as 



names being ‘flagged’ on the Management Information System (MIS) as well as 
photographs of the pupils in the staff room.  A robust procedure is in place to 
ensure that the child’s record, contact detail and any changes to the 
administration of medicines, condition, treatment or incidents of ill health in the 
school is updated on the school’s records 

 The responsible member of school staff follows up with the parents/carers and 
health professional if further detail on a pupil’s Individual healthcare plan is 
required or if permission or administration of medication is unclear or incomplete 

 
Ongoing communication and review of Individual healthcare plans 

 Parents/carers must update their child’s Individual healthcare plan during the 
school year if their child has a medical emergency, if there have been changes 
to their symptoms (getting better or worse), or their medication and treatments 
change.  Each Individual healthcare plan will have a review date. 
Parents/carers will be given a designated person to whom they must direct any 
additional information, letters or health guidance, in order that the necessary 
records are altered quickly, and the necessary information disseminated 

 
Use of Individual healthcare plans 
 
Individual healthcare plans are used by this school to: 

 Inform the appropriate staff about the individual needs of a pupil with medical 
condition in their care 

 Identify important individual triggers for pupils with medical needs at school that 
bring on symptoms and can cause emergencies.  The school uses this 
information to help reduce the impact of triggers 

 
Consent to administer medicines 

 If a pupil requires regular prescribed medication at school, parents/carers are 
asked to provide consent on the child’s medication plan giving the pupil or staff 
permission to administer medication on a regular/daily basis, if required. This 
administration is logged each time. 

 All parents/carers for pupils with a medical condition who may require 
medication in an emergency are asked to provide consent on the Individual 
healthcare plan for staff to administer medication 

 
Residential visits 

 Parents/carers are sent a residential visit form to be completed and returned to 
school before their child leaves for an overnight or extended day visit.  The form 
requests up-to-date information about the pupil’s current condition and their 
overall health.  This provides essential and up-to-date information to relevant 
staff and to help the pupil manage their condition while they are away.  This 
includes information about medication not normally taken during the school 
hours 

 All residential visit forms are taken by the relevant staff member on visits where 
medication is required.  These are accompanied by a copy of the pupil’s 
Individual healthcare plan 

 All parents/carers of pupils with a medical condition attending a school trip or 



overnight visit are asked for consent, giving staff permission to supervise 
administration of medication at night or in the morning if required 

 The residential visit form also details the medication and dosage the pupil is 
currently taking at different times of the day.  It helps to provide up-to-date 
information to relevant staff to help the pupil manage their condition while they 
are away. A copy of the Individual healthcare plan and equipment/medication 
must be taken on off-site activities 

 
Record of Awareness Raising Updates and Training 

 The school holds records of the content and attendance of the medical 
condition training. This is reviewed   every 12 months to ensure all new staff 
receive updates 

 The school ensures that the first aiders are suitably trained to carry out their 
responsibilities and their training and updates are recorded 

 
7. This school ensures that the whole school environment is inclusive to pupils with 

medical conditions. This includes the physical environment, as well as social, sporting 
and educational activities 

 
Physical environment 

 The school is committed to providing a physical environment that is as 
accessible as possible to pupils with medical conditions 

 The school aims to meet the needs of pupils with medical conditions and to 
ensure that the physical environment at this school is as accessible as possible 

 The school’s commitment to an accessible physical environment includes that 
which is out-of-school; it also recognises that this may sometimes mean 
changing activities or locations 

 
Social interaction 

 The school ensures the needs of pupils with medical conditions are adequately 
considered to ensure their involvement in structured and unstructured social 
activities, including during breaks and before and after school 

 The school ensures the needs of pupils with medical conditions are adequately 
considered to ensure they have access to extended school activities such as 
breakfast club, school productions, after school activities and residential visits 

 All staff at this school are aware of the potential social problems that pupils with 
medical conditions may experience.  Staff use this knowledge to try to prevent 
and deal with problems in accordance with the school’s anti-bullying and 
behaviour policies 

 Staff use opportunities such as personal, social and health education (PSHEE) 
lessons to raise awareness of medical conditions amongst pupils and to help 
create a positive social environment 

 
Exercise and physical activity 

 The school understands the importance of all pupils taking part in sports, games 
and activities 

 The school seeks to ensure all classroom teachers, PE teachers and sports 
coaches make appropriate adjustments to sports, games and other activities to 



ensure that physical activity is accessible to all pupils 
 The school seeks to ensure that all classroom teachers, PE teachers and sports 

coaches understand that if a pupil reports that they are feeling unwell, the 
teacher should seek guidance before considering whether they should take 
part in an activity 

 Teachers and sports coaches are aware of pupils in their care who have been 
advised by a healthcare professional, to avoid or to take special precautions 
with particular activities 

 This school ensures all PE teachers, classroom teachers and school sports 
coaches are aware of the potential triggers for pupils’ medical conditions when 
exercising and how to minimise these triggers. 

 The school seeks to ensure that all pupils have the appropriate medication or 
food with them during physical activity and that pupils take them when needed 

 The school ensures all pupils with medical conditions are actively encouraged to 
take part in out-of-school clubs and team sports 

 
Education and learning 

 The school ensures that pupils with medical conditions can participate fully in all 
aspects of the curriculum and ensures that appropriate adjustments and extra 
support are provided 

 Teachers at the school are aware of the potential for pupils with medical 
conditions to have special educational needs (SEN). Pupils with medical 
conditions who are finding it difficult to keep up with their studies are referred to 
the SENCo 

 
Risk Assessments 

 Risk assessments are carried out by the school prior to any out-of-school visit or 
off-site provision and medical conditions are considered as part of this process  

 The school understands that there may be additional medication or equipment 
which needs to be considered when planning a residential visit or off-site activity 

 
8. This school is aware of the triggers that can make medical conditions worse or can 

bring on an emergency.  The school is actively working towards reducing these health 
and safety risks 

 The school is committed to working towards reducing the likelihood of medical 
emergencies by identifying and reducing triggers both at school and on out-of-
school visits 

 
9. The medical conditions procedure is regularly reviewed, evaluated and updated. 

 The school’s medical condition procedure is reviewed annually, evaluated and 
updated in line with the school’s procedure 

  



 
 

REQUEST FOR SCHOOL TO ADMINISTER MEDICATION 
 

 
Pupil’s Name: …………………………………………………………….……………. Class/Year Group: ……………………………………..…… 
 
Condition / Illness:………………….………………………………………………… ………………………………………...…………………………… 
 
Name/Type of Medication: …………………………………………………………………………………………………..……...…………………… 
 
For how long will child be required to take medication? ………………………………………………………….………………………… 
 
Date treatment started: ………………………………………...……………………. Dose required: ………………………………..………... 
 
Frequency of dose: ……………………………………………..…… Time last administered: …………………………………………………. 
 
Additional information / instructions (before/ after food, interaction with other medicines, possible side 
effects,  
storage instructions) 
 
……………………………………………………………………………………………………….………………………………………………...…………….… 
 
Parent’s Signature: …………………………………………………………………………………………………. Date:…………………………..…… 
 
Office Use – to be filled in by member of staff administering medication and witnessed by another member of 
staff. 
 
 
Administered by: ………………………………………………………………….…………………… Time: ……………….…………………………… 
 
 
Witnessed by: ……………………………………………………………………………………… 
 
If the medication is required for additional days please complete the form overleaf and sign where necessary. 
 
I have been informed of the time my child was administered their medication. 
 
 
Parent’s Signature: ………………………………………………………….……………………. Date: ………………………………………… 
 



 
 
 
 
Continuation of medication for additional days 

Date Dose given Time given Member of staff 
who administered 

Member of staff 
who witnessed 

Parent’s 
signature 

      

      

      

      

      

      

      

 
 


