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WOOD END INFANT & PRE-SCHOOL 

First Aid Policy 
(Including Administration of Medicines) 

 
1.  Introduction 
 
The health and safety of all children at Wood End Infant & Pre-School is of the highest importance to all staff.  
This policy explains the practices in place to address the health needs of the children as a result of accidents, 
incidents or medical conditions.  
 
The school is in a lower-risk category with less than 200 children and staff on the premises.  At a minimum, 
we should have one member of staff trained in First Aid and one member of staff as an appointed person to 
deputise in their absence to be responsible for staff members.  
 
As a minimum requirement for children there must be one member of staff trained in paediatric first aid on 
site at all times. There must be at least one person on school trips who has a current paediatric first aid 
certificate. There should be one first aider per coach or minibus. 
 
 First aid qualifications should be updated every three years.  The school is committed to having a higher 
number than the recommended amount of persons trained in first aid. 
 
The school has several fully-qualified First Aiders who are responsible for dealing with any serious First Aid 
matters and can be called upon to offer advice whenever required. Appendix 7 details qualified first aiders. 
 
 
Debbie Sibbald is the appointed person – she takes charge when someone in the main school is injured or ill, 
looks after the First Aid equipment and ensures that an ambulance or medical help is summoned when 
appropriate.  
 
Sally Swain is the appointed person in the absence of Debbie Sibbald. 
 
Additional emergency first aiders are:  
 

 Karen Rayner – Level 2 Award in Activity First Aid (22.9.2021) and Paediatric First Aid (18.05.2021) 
 
First Aid equipment is kept in the First Aid cupboard in the Medical Room. Additional first aid equipment is 
also kept in both shared areas in the North School and the South School and in the Forest School shed.  Cuts 
are cleaned mostly using, when appropriate, running water or alcohol-free wipes, and plasters or non-
adherent gauze pads and micropore are available if needed.  Latex free gloves are worn by staff when dealing 
with any bodily fluids and these are located in all areas where there is first aid equipment. Reusable and 
disposable Ice packs are kept in the fridge and can be used to reduce the swelling for bumps and suspected 
strains and sprains.  If reusable ice packs are used, then these are first wrapped in a paper towel to prevent 
contact with the skin; please wash and clean the ice pack with anti-bacterial soap after use. If the ice pack 
comes in to contact with blood or bodily fluids then it must be disposed in the correct manner. 
 
All bodily fluid waste is bagged and disposed of in a medical bin in the Medical Room or in the sanitary bin in 
the ladies toilet. 
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2.  Dealing with Bodily Fluids – Blood, etc.  
 
A bodily fluid kit can be found in the Caretaker’s cupboard, which is locked at all times when there are children 
on site.   
 
Aims when dealing with bodily fluids:  
 

 To administer First Aid, cleaning, etc. for the individual.  

 To protect the individual and others from further risk of infection.   

 To protect the individual administering First Aid, cleaning, etc.  
 
Procedure to adopt when dealing with blood, body fluids, excreta, sputum and vomit:  
 

 Isolate the area.  

 Always use disposable gloves and aprons (located in any area where there is first aid equipment and in 
the bodily fluid kit).  NEVER touch body fluids with your bare hands.  

 Clean the spillage area using contents of bodily fluid kit, which can be located in the Caretaker’s room.  

 Use bucket and mop to mop, wash afterwards and inform the cleaner/caretaker.  

 Double-bag all materials used and dispose of in outside dustbin or medical bin.  

 Blood loss – if possible, give the individual a cotton pad to hold against themselves whilst you put on 
disposable gloves.  

 If an ambulance is required, keep the blood loss in case it is required by a paramedic, this can be kept in a 
bag or in a glove, once the child has been treated or taken to hospital then all materials should be disposed 
of as advised above. 

 Always wash hands after taking disposable gloves off. 
 
3.  Off-Site Visits 
 
All off-site visits require at least one qualified first aider to be present. 
 
Prior to any off-site visit taking place that includes transport, permission forms will be completed by the 
parents/carers of all pupils, with their contact details.  The school will consider what reasonable adjustments 
may need to be made to enable children with medical needs to participate fully and safely on visits.  
Arrangements for taking any necessary medicines will need to be taken into consideration.  Staff supervising 
excursions should always be aware of the medical needs and relevant emergency procedures of children in 
their care.  
 
Copies of permission forms, with each child’s individual medication pack – named, dated and labelled, will be 
taken on the visit and relevant information also stored in school. 
 
It is the responsibility of the designated first aider for the class to take a First Aid pack with them on the visit, 
and any medication needed for children on the trip. 
 
4.  Medical Procedures 
 
The First Aid equipment is regularly checked and managed by Debbie Sibbald, she also orders supplies.  
 
All accidents are recorded in the minor accident book (Appendix 1: sample page) and these are stored in the 
cupboard in the Medical Room and in all shared areas and the Forest School shed. The records from each area 
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will be collated once the book is finished and then stored in the First Aid room.  Parents are informed by a 
copy of the record from the accident book (Appendix 1). In some cases, parents may also receive a telephone 
call. In the event of serious injury or concerns, First Aiders must report the accident/incident to the 
Headteacher or senior member of staff of site, and the parents will be contacted and directed to consult a 
doctor or visit an Accident and Emergency department to seek further advice.  
 
Where necessary an ambulance will immediately be called.  A member of staff will accompany the child in the 
ambulance and parents will be contacted.  Depending where the parents are they will either go to school or 
meet their child at the hospital. If an ambulance is required and the school phone line is in use or cannot be 
reached in a timely manner a mobile telephone belonging to a staff member may be used. 
 
If a child sustains a head injury, they will be given a red wristband to wear so adults in and out of school know 
to monitor them (the number from the wristband will be noted on the record from the accident book 
(Appendix 1). It may be appropriate to inform parents of the injury by telephone. This will be the decision of 
the designated first aider and the Headteacher (or teacher in charge). 
 
There are occasions when reports have to be made to the HSE, the Headteacher will decide when this is 
necessary.  All medical records are kept.  Medical information about a child is gathered through the data 
collection sheets, which are issued annually, and through information provided by a parent or carer on home 
visits.  All important medical information is provided for class teachers and kept in classrooms and Medical 
Room.  Records about those children with particular medical conditions or allergies are kept in the cupboard 
in the Medical Room.  
 
All emergency phone numbers are kept in the contact file in the office.  
 
Food allergies are listed on a food allergy poster so that the teacher is aware and kept in classrooms, the lunch 
hall and the medical room.   
 
Wood End Infant & Pre-School will not discriminate against children with medical needs.  In certain 
circumstances, it may be necessary to have in place an Individual Health Care Plan.  This will help staff identify 
the necessary safety measures to help support the young person and ensure that they, and others, are not 
put at risk.  These plans will be drawn up in consultation with parents and relevant health professionals.  They 
will include the following:  
 

 Photograph of child  

 Details of the child’s condition  

 Special requirements, i.e. dietary needs, pre-activity precautions 

 Any side effects of the medicines  

 What constitutes an emergency  

 What action to take in an emergency  

 Who to contact in an emergency  

 The role staff can play  
 
Ideally, it is preferable that parents, or their nominee, administer medicines to their children; this could be 
managed by the parent attending school during a suitable break, e.g. lunchtime.  However, this may not be 
appropriate.  In such cases, a request can be made for medicine to be administered to the child at school 
using the appropriate form (Appendix 2).  This must contain clear instructions regarding dosage.  These are 
kept in the folder and a copy in the child’s box in the Medical Room.  The school will always administer 
prescribed medicines.  On occasions if parents cannot attend school at lunchtime and the school agree that a 
child needs a non-prescribed medicine, e.g. pain relief, this will be administered.  The same procedure used 
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for prescribed medicines should be followed.  The person in school administering the medicine should provide 
a letter to the parent to say it has been administered (Appendix 4).   
 
Each request for medicine to be administered to a child in school will be considered on its merits.  All medicine 
should be brought to school by an adult and handed to an adult, and at the end of the day collected by an 
adult from the school office.  The Headteacher will make the decision about whether a non-prescribed 
medicine can be administered by school adults.   
 
All medicines should always be provided in the original container as dispensed/sold by a pharmacist/chemist 
and include, if prescribed, the prescriber’s instructions for administration and the child’s name.  We will not 
accept medicines that have been taken out of the container as originally dispensed, nor make changes to 
prescribed medicines dosage on parents’ instructions.  
 
Medicines brought into school are kept in the Medical Room fridge or the First Aid cupboard in the Medical 
Room.  They are stored strictly in accordance with the product instructions and in the original container in 
which dispensed.  Staff ensure that the supplied container is clearly labelled with the name of the child, dosage 
of the medicine and the frequency of administration.  
 
All medicines, including controlled drugs, will be returned to the parent when no longer required, for them to 
arrange for safe disposal.  If parents do not collect all medicines when the child leaves, they will be taken to a 
local pharmacy for safe disposal.  Debbie Sibbald will regularly check the dates of medicines/inhalers/Epi-Pens 
and alert parents if they need replacing. 
 
5.  Epi-Pens 
 
If a child or adult needs an Epi-Pen in school, as many staff in school as possible will be trained on a yearly 
basis. 
 
If an epi-pen has to be administered in school to an adult or child an ambulance will always be called straight 
away. 
 
The emergency contact for the adult or child will also be called following the call to the emergency services. 
 
6.  Asthma 
 
Parents of asthmatic children are asked to complete a Request for School to Administer Prescribed Medicine 
(Appendix 2) and to ensure that their child is equipped with their own labelled inhaler.  Inhalers are stored in 
the Medical Room and the child can ask for them at all times.   
 
A list of children in school with asthma is kept in the Medical Room, classrooms, the hall and the Forest School 
area and is updated regularly.  We encourage children with asthma to participate in all aspects of the 
curriculum including PE and swimming.  The school does all that it can to ensure that the environment is 
favourable to pupils with asthma.   
 
The school holds an emergency Salbutamol inhaler that can be administered to any child who has been 
diagnosed with asthma.  Reasons may include: their own inhaler is out-of-date, or their inhaler has been taken 
home.  We will only use this inhaler if the parents have given prior consent (Appendices 5 and 6). 
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7.  Illness in School  
 
If a child feels ill in school, this should be dealt with sympathetically and appropriately.  Often a bit of attention, 
a drink or a visit to the toilet can help a child feel better.  If the child continues to feel unwell, Debbie Sibbald 
will consult the teacher in charge as to whether parents should be called to collect the child.  If parents cannot 
be contacted, other contacts can be phoned.  If nobody is available, the Medical Room or a comfortable space 
will be found in school for the child to rest until they are able to be collected, an adult will wait with the child. 
 
 
 
Implemented:   March 2022 
Review date:    March 2024 
 
 



APPENDIX 1 

 

Accident/Incident/Illness Report Slip 

 
 



 

 

Request for School to Administer  
Prescribed Medicine  

 

 
 
 
 
 
 
Full Name of Child: ____________________________________          Class: ___________________ 
 
I request that the above named child be given the following medication(s):  
 
 
_____________________________ to be given at the following times: _______________________ 
 
These medication(s) have been prescribed by a doctor.  They are clearly labelled indicating  
contents, dosage and child’s name in full.  
 
I understand that the medicine must be delivered and collected personally by an adult and that the  
school will only be able to administer the medicines if it can make the staff time available.   
I understand that I remain responsible for ensuring that my child receives the medication and that I  
may have to make necessary arrangements if the school is unable to.  
 
 
Parent/Carer signature: ______________________________________   Date: _________________ 
 
 
Address: _________________________________________________________________________ 
 
 
 
 
 
 
----------------------------------------------------------------------------------------------------------------------------------------------- 
School Use Only:                                                               O:\Health and Safety + Medical Items\request for school to administer prescribed medicine.docx 

 

I agree to arrange for the administration of medicines as requested by the parent/carer and described above.  
 
Staff signature: _____________________________________________   Date: ________________ 

APPENDIX 2 
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Request for School to Administer  
Over-the-Counter Medicine  

 

Please read before signing: 
 Over-the-counter medicines must be in their original container as dispensed/sold by a pharmacist/chemist.  

 Clear instructions should be written on the form below as to how much should be given and what time.  

 The Headteacher will make the final decision as to whether an over-the-counter medicine will be given.  If there  
are alternatives, e.g. parent/carer comes to school at lunchtime, these will be taken.  

 The school will monitor and keep records of each child’s frequency of over-the-counter medicines.  

 No over-the-counter medicine will be given for more than two days unless it is a seasonal condition,  
e.g. hay fever.  If symptoms persist, medical advice should be sought.  

 Parents/carers must confirm below that an over-the-counter medicine has been given to a child before with no  
adverse effects.  We will not give an over-the-counter medicine that the child has not had at home previously.  

----------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
Full Name of Child: ____________________________________          Class: ___________________ 
 
I request that the above named child be given the following medication(s):  
 
 
_____________________________ to be given at the following times: _______________________ 
 
These medication(s) are clearly labelled indicating contents, dosage and child’s name in full.  
 
I understand that the medicine must be delivered and collected personally by an adult and that the  
school will only be able to administer the medicines if it can make the staff time available.   
I understand that I remain responsible for ensuring that my child receives the medication and that I  
may have to make necessary arrangements if the school is unable to.  
 
I confirm that my child has taken this medication on a previous occasion.  
 
 
Parent/Carer signature: ______________________________________   Date: _________________ 
 
Address: _________________________________________________________________________ 
 
----------------------------------------------------------------------------------------------------------------------------------------------- 
School Use Only:                                                        O:\Health and Safety + Medical Items\request for school to administer over the counter medicine.docx 

 

I agree to arrange for the administration of medicines as requested by the parent/carer and  
described above.  
 
Staff signature: _____________________________________________   Date: ________________ 

APPENDIX 3 
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APPENDIX 4 
X 

 
Record of Medicine or Inhalers Given 

 

Information for Parents 

Child’s Name  

COPY FOR PARENT 

 

Medicine administered 
 
 
 
 
 

Time Given 
 
 

Information 

Time Given 
 
 

Information 

Time Given 
 
 

Information 

Date 
 

Staff Member Signature 
 

 
O:\Health and Safety + Medical Items\record of medicine or inhalers given 2019.docx 

 
 
 
 
 
X 

 
Record of Medicine or Inhalers Given 

 

Information for Parents 

Child’s Name  

COPY FOR SCHOOL 

 

Medicine administered 
 
 
 
 
 

Time Given 
 
 

Information 

Time Given 
 
 

Information 

Time Given 
 
 

Information 

Date 
 

Staff Member Signature 
 

 
O:\Health and Safety + Medical Items\record of medicine or inhalers given 2019.docx 
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APPENDIX 5  
 

 

CONSENT FORM: 
Use of Emergency Salbutamol Inhaler  

 
 

For use when child is showing symptoms of asthma / having asthma attack. 
 

1. I can confirm that my child has been diagnosed with asthma/has been prescribed an 
inhaler (delete as appropriate). 
 

2. My child has their own working, in-date inhaler, clearly labelled with their name, 
which is kept in school securely in the medical room. 

 
3. In the event of my child displaying symptoms of asthma, and if their own inhaler is not 

available or is unusable, I consent for my child to receive Salbutamol from an 
emergency inhaler held by the school for such emergencies. 

 
 
Parent’s Name _____________________________ (print) 
 
 
Child’s Name _____________________________ (full name)   Class ___________________ 
 
 
Gender   M   F                                           Age ______          Date of birth ___________________ 
 
 
Parent’s emergency phone number ______________________________________________  
 
 
Signed ____________________________________                     Date ___________________ 
 
 

We will inform you if your child received medication at school. 
 

O:\Health and Safety + Medical Items\form - emergency salbutamol asthma inhaler use.docx 
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APPENDIX 6 
 

 

Wood End Infant & Pre-School 
Redbridge, Stantonbury, 

Milton Keynes, MK14 6BB 
01908 316424  

office@woodendsch.org.uk  
www.woodend.org.uk 

Headteacher: Claire Wilson BA Hons NPQH 

 
 
 

                                     Date: ____________ 
 

Dear Parents,  
 

    Emergency Inhaler Consent 
 

Schools have now been given the opportunity to have emergency Salbutamol inhalers in  
school.  These can be used for any child who normally has an inhaler that has been prescribed  
by their doctor.  The circumstances could be that for some reason the child’s inhaler is not in  
school that day, or is out-of-date, or run out.   

 
Your child is on our list as having an inhaler prescribed and therefore I attach a letter for you  
to sign.  If you would be happy for your child to be given a school emergency inhaler if  
necessary, please complete the form and return to school.  

 
Yours sincerely,  

  

 
  

Mrs C Wilson 
Headteacher  
 

 
 
 
 
 

 

 
O:\Health and Safety + Medical Items\form - emergency salbutamol asthma inhaler use.docx 

 

 

 

   
  

 



WOOD END – First Aid Policy Page 14 

APPENDIX 7 

 

Record of Trained First Aiders 

 

Name Certificate type Date Valid until Area/Role 

Debbie Sibbald Paediatric first aid 1.10.2020 1.10.2023 TA (Lead first aid) 
Foundation 

Sally Swain Paediatric first aid 21.1.2020 21.1.2023 TA (Deputy lead) 
KS1 

Donna Cook Paediatric first aid 21.1.2020 21.1.2023 TA Foundation 

Jan Stone Paediatric first aid 21.1.2020 21.1.2023 The Hive 

Helen Andrews Paediatric first aid 16.7.2021 16.7.2023 Pre-School 

Anne O’Donoghue Paediatric first aid 18.5.2021 18.5.2023 Pre-School 

Jade Finch Paediatric first aid 16.11.2019 16.11.2022 Pre-School 

Heidi Scott Paediatric first aid 16.11.2019 16.11.2022 Pre-School 

Emma Arnold-
Moseley 

Paediatric first aid 1.10.2020 1.10.2023 MDS 

Shahila 
Mathiyalagan 

Paediatric first aid 1.10.2020 1.10.2023 MDS 

Mary Rosie Paediatric first aid 1.10.2020 1.10.2023 MDS 

Christina Lawson Paediatric first aid 1.10.2020 1.10.2023 The Hive 

Jo Arnold Paediatric first aid 1.10.2020 1.10.2023 The Hive 

Danielle McGowan Paediatric first aid 1.10.2020 1.10.2023 Pre-School 

Libby White Paediatric first aid 7.12.2019 7.12.2022  The Hive 

Karen Rayner Paediatric first aid 18.5.2021 18.5.2023 Forest School 

Karen Rayner Level 2 award in 
activity first aid 

22.9.2021 22.9.2023 Forest School 

Stacey Traore Paediatric first aid 12.07.2021 12.07.2023 Pre-School 

Kayleigh Lampard Paediatric first aid 24.11.2021 24.11.2023 Pre-School 

 


