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School Aims 

 

 To foster a love of learning in which the varied talents and life experiences of each 

child are recognised and valued. 

 

 To provide a stimulating curriculum through which the children can flourish and 

become enthusiastic and independent learners, encouraging them to reach their full 

potential. 

 

 To promote the traditional values of Kindness, Respect and Courtesy. 

 

 To create confident and happy children who are well prepared for their next step in 

education. This includes; 11+, Scholarships and entrance to schools with Specialist 

Status.  

 

 To promote the fundamental British values of democracy, the rule of law, individual 

liberty, and mutual respect and tolerance of those with different faiths and beliefs: 

both in the local and wider community. 

 

 

Rationale 

The First Aid procedure at Maldon Court Preparatory School is in operation to ensure that 

every pupil, member of staff, volunteers and visitors will be well looked after in the event of 

an accident, no matter how minor or major by:- 

 

 Providing effective, timely, competent and safe administration First Aid cover for 

pupils, staff, volunteers and visitors. 

 

 Ensuring that all staff are made aware of systems that are in place. 

 

 Providing awareness of Health & Safety issues within school and on school trips, to 

prevent, where possible, potential danger or accidents. 

 

 



First Aid Training 

All members of staff are trained in basic first aid procedures which result in a formal 

certificate and these are updated at appropriate times. Two senior first aiders have been 

appointed in the school and they have their qualification updated at three yearly intervals with 

yearly refresher courses. In addition to this, staff attend regular informal refresher courses led 

by a senior Essex Paramedic who is a qualified tutor. Epipen training is regularly delivered 

by this method. 

 

 

 

 

 

 

Arrangements for First Aid 

We are fortunate in that we have two of the leading paramedics in the County as parents in 

the school. They will be on call at all times if needed as when one is working, the other is at 

home. Contact details are; 

 

Mr and Mrs Wiggington 01621 841565 (Home) 

 

Mrs Wiggington – Mobile: 07864 561257 

Mr Wiggington – Mobile: 07725 464249 

 

Senior First Aiders:            Mrs Lynne Baines                                               

Paediatric First Aiders:     Mrs Coralie Saggs 

                                              Mrs Paula Thomson 

                                              Mrs Tina Huett 

                                              Miss Sophie Cottiss 

             Miss Rosie Sackett 

             Mrs Lynne Baines 

                         Mrs Lorna Fowden 

             Mrs Shelley Webster 

                                              Mrs Alison Cousins 

                                              Miss Chloe Denyer 

 

The school will provide materials, equipment and facilities. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

First Aid Kit’s onsite at Maldon Court Preparatory School 

Bag ID Location Use Contents of bag 
BAG 1 Office  Full first 

aid kit 

Triangular sling 

Foil blankets  

Bandages 

Sterile water vials 

Plasters – hypoallergenic –various sizes min 30 

Sterile individual wrapped non alcoholic wipes –  

Plastic tweezers – Only to be used by SFA 

Cling film 

Small hand sanitizer bottles 

Micropore adhesive dressings –– various sizes 

Sterile non adhesive dressings  

Bio bags – Bin liners or nappy sacks 

Burn dressings –  

Gloves in a box – medium sized  at least 5 pairs at all times 

Gloves – individually wrapped –  

Accident book 

Pen 

Tuff cut scissors 

face Shield 

Sick Bags 

Medical notes 

Tissues sealed in a packet – for tears not medical use! 

BAG 2  Laundry 

room 

Playground 

– minor 

bleeds and 

grazes kit 

Gloves, sanitiser gel, glove box,  

wipes- alcohol free, 

hypoallergenic plasters 

2 foil blankets 

Disposal bags 

Accident book 



Pen 

Medical notes 

Red card 

BAG 3  Office – off 

site purposes 

Full first 

aid 

As bag 1 

BAG 4 PE  Full first 

aid kit 

As bag 1 

BAG 5 Nursery 1/2 Full first 

aid kit 

As bag 1 

BAG 6 Pre 

Reception 

minor 

bleeds and 

grazes kit 

Small carry bag (wipes, dressings, gloves, disposal bags, 

sick bags) 

BAG 7 Reception minor 

bleeds and 

grazes kit 

Large Kit, will change to small carry bag (as bag 6) by  

Feb half term 2016 

BAG 8 minibus Full first 

aid kit 

As bag 1 

BAG 9 Staff Room Minor 

bleeds and 

grazes kit 

Wall mounted. As bag 6 ( no accident book as used by staff 

and intermediate first aid for staff/children on upper level of 

building) 

 

 

In all instances playground first aiders shall only deal with minor cuts and grazes in situ. 

ALL MAJOR CUTS and HEAD INJURIES are to be referred to Senior First Aider via 

the RED CARD. 

The casualty will be escorted to the office to have first aid administered.  

In cases where the casualty cannot be moved, the senior first aider will come to the 

playground to assess the situation. 

 

Medicine  

It is not the school’s policy to routinely administer medicines. We do not hold or 

administer calpol / nurofen. If a pupil is in need of prescription medicines prescribed by a 

doctor/dentist/ nurse /pharmacist, these can be administered at the discretion of the 

Headteacher. With prior arrangement with the class teacher or school office, a parent may 

come into school to give medicines if they feel this is necessary. 

The school will not administer ear drops or eye drops. 

 

All staff are responsible for restocking bags as items are used. Bags will be checked on a 

weekly basis by the Senior First Aider who will restock as needed and will order supplies as 

required. If further supplies are required please speak to the Senior First Aider. 

 

Senior First Aiders will: 

 Ensure that their qualification and insurance (provided by the school) are always up to 

date. 

 



 The Headteacher will ensure that First Aid cover is available throughout the working 

hours of the school week. 

 

 Always attend a casualty when requested to do so and treat the casualty to the best of 

their ability in the safest way possible.  This includes wearing gloves where any loss 

of blood or body fluid is evident, calling for help from other First Aiders or 

Emergency Services. 

 

 Help fellow First Aiders and staff at an incident and provide support during the 

aftermath.  

 

 Act as a person who can be relied upon to help when the need arise. 

 

 Ensure that the portable first aid kits are adequately stocked and always to hand. 

 

 Insist that any casualty who has sustained a significant injury is seen by a professional 

at the hospital, either by sending them directly to hospital or by asking parents to pick 

up a child to take them to hospital and ensure that parents are aware of all significant 

injuries promptly. 

 Ensure that a child who is sent to hospital by ambulance is accompanied in the 

ambulance by a member of staff to act in loco parentis until a relative can be 

contacted and arrives at the hospital. 

 

 The First Aider need not be the member of staff to accompany the casualty to 

hospital, however, an appropriate adult will be sent. 

 

Senior First Aiders will (continued): 

 Keep a record of each child attended to, the nature of the injury and any treatment 

given.  The Eureka Accident Book (School Office) must be completed by the person 

attending to the injury. A copy of the report must be handed to the school secretary.  It 

will be put into the Accident File. 

 

 Following any significant incident the First Aider must ensure that accident area is 

cleaned, blood stains washed away thoroughly and that there are no contaminated 

items left lying around. 

 

Using First Aid Equipment 

 All members of staff can treat children using basic first aid. 

 

 Disposable gloves must be worn when dealing with bodily fluids. 

 

 Non-alcoholic wipes or water will be used to clean grazes. 

 

 Anything more serious must be looked at by a Senior First Aider.  This includes all 

head injuries, severe bleeding or seizures. 

 



 All accidents must be reported in the accident book/s (see above). Serious incidents 

should have a Serious Injury Observation Record completed.  (Kept in school office 

in the folder marked First Aid). 

 

 EYFS : Accidents or Injuries and first aid treatment to children in the Foundation 

Stage will also be recorded in individual Foundation Records to inform their 

Foundation Stage Profiles (FSP’s). Parents / Carers will be informed of any accident 

or injury sustained by the child on the same day or as soon as practicable of any first 

aid treatment given.  

 

 Where children are travelling out of school, a portable first aid kit must be carried 

(one is supplied in the back of the school minibus).  The member of staff in charge of 

the trip is to ensure that they carry a mobile telephone and the school office is advised 

of the number. 

 

 A record will be kept each time a medicine is administrated to a child, and the child’s 

parents and/or carer will be informed on the same day or as soon as reasonably 

practicable. 

 Staff medication on the premises will be securely stored, and out of the reach of 

children at all times. 

 

Serious injury/head injuries 

 If a serious injury or a bump to the head is sustained by any pupil then the Senior First 

Aider must be contacted at the time of the injury. 

 

 The reporting member of staff should complete a Serious Injury Observation Record 

which must be signed by the Senior First Aider and the child’s parent must be 

contacted immediately and given the opportunity to collect their child. If a parent 

cannot be contacted then a message should be left. If the Senior First Aider believes 

that the child needs to be sent home or should receive professional medical attention 

then all emergency contacts should be tried. 

 

 Once the Senior First Aider is satisfied that the child is well they may return to class. 

The Serious Injury Observation Record should be passed to the class teacher in order 

that they continue to observe the child for the rest of the day. Observations, findings 

and any further treatment should be recorded on the Serious Injury Observation 

Record. This must then be completed by the parent or person collecting the child at 

the end of the day, photocopied and one copy given to the parent and the other filed in 

the Serious Injury Observation Record file in the office. 

 

 If a child should deteriorate through the day, or the class teacher should be concerned 

for the well-being of the child, they must immediately contact the Senior First Aider. 

The child’s parents will then be contacted to advise them of a change in their child’s 

condition. This must be done by the class teacher or the Senior First Aider as soon as 

the deterioration has been noticed.  

 



 Any Serious Injury that requires medical treatment by a professional must be reported 

to Mr Guest as it may be necessary to report the incident to RIDDOR. See below for 

reportable incidents. 

 

Reporting of Contagious illnesses and conditions 

If a contagious illness is confirmed or suspected in school we will inform the parents by:  

 Text, 

 Push notification via the App 

 School notice board  

 On the window of the Secretary’s office. 

 

If a child has been sick overnight (diarrhoea or vomiting) they should not be in school until 

48 hours has passed. Children will be unable to go swimming for 2 weeks following their last 

episode of diarrhoea. 

If a child is sick in school, the parents are informed immediately and asked to collect their 

child. If the child has a rash of any description, the parents are phoned immediately and asked 

to take the child to a doctor. They will only be allowed back in school if the doctor agrees. 

 

 

 

 

 

 

 

 

Teachers and Mid-day Assistants will: 

 Familiarise themselves with the first aid procedures in operation and ensure that they 

know who the current First Aiders are. 

 

 Be aware of specific medical details of individual children. (List is displayed in 

staffroom, school kitchen, inside the first aid folder in school office and in accident 

record book in utility room in school hall.  

 

 Never move a casualty until they have been assessed by a senior First Aider unless the 

casualty is in immediate danger. 

 

 Send another pupil/ member of staff for help using the “red card system”.  A red card 

is sited in all areas of the school site and once this card is received by either the First 

Aider or another member of staff it indicates the need for immediate attendance to the 

area stated on the red card .Children are reminded of the procedure at Assemblies 

each term. 

 



 Reassure, but never treat, a casualty unless staff member is in possession of a valid 

qualification or are aware of the correct procedures; such staff can start emergency aid 

until a Senior First Aider arrives at the scene.  Simple airway measures can be 

instigated if clearly needed. 

 

 Send a pupil who feels generally unwell to the school office.  At times it will be 

appropriate to send another pupil with the child who is ill. 

 

 EYFS Teachers will record children that feel unwell during the day in the individual 

child’s Medical / Accident Records. Parents/Carers will be informed on the same day 

or as soon as practicable of any first aid treatment given. 

 

 Medical consent forms are renewed at the start of each academic year and parents are 

encouraged to advise the school office of any onset of illness throughout the academic 

year.  If children go off site for educational visits, sports events etc, then a member of 

staff must ensure that they are aware of any medical conditions for each child and any 

necessary medication .e.g. epipen, asthma pump.  These must be kept safe and secure 

with an appointed member of staff who is attending the trip. 

 

 EYFS consent forms are sent out / updated and collated in the July to enable us to 

have up to date records before the child starts in our EYFS. 

 

 The secretary will ask parents / carers to complete a medical form before their child 

attends an assessment day with us. 

 

 

 

 

 

 

Administration of Medicines 

Staff at Maldon Court are not legally obliged to administer medicines.  

 

If a child requires antibiotics, these will not be given at school. We suggest that a dose is 

given in the morning, directly after school and at bedtime. Should parents wish to further 

discuss administration of medicines to their child they should contact the Headteacher, 

Principal or Senior First Aider. 

  

However, the school will administer the following medicines: 

 

Epi-Pens and Asthma inhalers, or other medication needed to control chronic illnesses such 

as asthma or diabetes. If a child should require preventative doses of asthma inhalers in 

school at particular times, the parents must inform the teacher, in writing, of the dosage and 

the timing of each dose as well as how long the medication should be administered for. 



 

All medicines will be kept out of reach of children in a secure cupboard. 

The school will not routinely administer Calpol, Nurofen or Piriton. Children may not bring 

these medicines into school to self medicate. Staff will not be responsible for administering 

medication of this type. 

 

A bottle of Nurofen will be kept in the school office but will only be used in an emergency 

and if a parent of the child concerned has been contacted first. It is the belief of the school 

that if a child needs Calpol or Nurofen at regular intervals then they are not well enough to be 

at school. 

 

Treatments such as Piriton should be given to the child at home. 

 

Emergency inhalers in school 

As of 1st October 2014 schools may hold emergency inhalers. These can be obtained without 

prescription and should be stored in school for use in cases of emergency. These inhalers 

should only be used by children who have been diagnosed as asthmatic and who have been 

prescribed a reliever inhaler. At Maldon Court, all children who are diagnosed with asthma 

have a reliever inhaler in school, supplied by their parents, to be administered in cases of 

emergency. All children have written permission on file from their parents to allow staff to 

administer this medication. Due to this fact, it has been decided that there is no need for the 

school to hold their own emergency asthma inhalers. This policy will be reviewed annually 

and if a need for an emergency inhaler is identified then the school will purchase an 

emergency inhaler kit. 

 

Changes to a child’s medical needs 

Should a child’s health or medication requirements change then it is the responsibility of the 

parents to notify the school, in writing, as soon as possible. Should the child require long 

term medication for a chronic illness the parent should discuss their child’s needs with Mrs 

Guest and the Senior First Aid Personnel. 

It is the responsibility of parents to ensure that medication such as asthma inhalers or Epi-

pens that are kept in school are not out of date and are fit for their intended purpose. 

Under no circumstances can children share medication. Each child should have their own 

medication, clearly named, in school at all times. 

Broken limbs 

The school will accept children who have broken a limb on the parent’s understanding that 

they take full responsibility for the child whilst on the school premises. A protocol will need 

to be signed in the school office before the child is admitted. 

The nature of Maldon Court School is that we have uneven surfaces on the school grounds 

and there are staircases both inside and out to negotiate. We will do our utmost to provide our 

usual high standard of duty of care; however, we cannot guarantee that the child will not fall 

over or be knocked against. 

Children can be accepted into school when the hard plaster (not the temporary plaster) is in 

place and the initial pain has subsided, usually a minimum of 48 hours after the injury. It is 

advised that he child be given Nurofen for pain relief before coming to school. 

 



Grapes / Nuts 

Due to the heightened danger of choking by eating grapes and nut allergies these are not 

given in school and we ask parents not to give them as a breaktime snack. Parents will be 

asked to sign an agreement to this on entry to the school. 

 

 

Medical Protocols 

Medical protocols for individual children will be updated annually or more often if parents / 

carers inform us of any changes.  These should be updated during a face to face meeting 

between a Senior First Aider and the child’s Parents / Carers. Parents/ Carers will be asked to 

sign the protocols. 

 

 The medical protocols will be kept in the Medical Book in the Office, The Wrap Around 

Care folder, PE Folder and Classroom Medical folders. Children who have a medical 

Protocol for dietary needs should be displayed in the kitchen. Supply teachers should be 

informed of children with medical protocols by the school secretary. All other staff should 

read and sign the annually updated protocols.  

 

Children with medical Needs 

We are informed of individual children’s medical needs via the annual Medical Updates that 

parents / carers are asked to sign. The secretary collates a whole school overview of the 

individual children’s medical needs, a copy of which goes into the Office Medical Folder, the 

Wrap Around Care folder, the PE folder and the individual Classroom Medical Folders. 

Supply teachers will be made aware of the class medical needs by the secretary.  

 

 

 

 

 

 

 

 

 

 

 

 

Reporting of incidents to RIDDOR 

Below is detailed the guidance from the HSE website for reporting incidents at school to 

RIDDOR. If a staff member believes that an incident is reportable then they must contact Mr. 

S Guest as soon as possible after the incident and provide full details. 

 

Reporting injuries to school pupils and college students.  

 

What category should I use on the F2508 form under "Injured Person's Employment Status"? 

 



Students and pupils are not at work and therefore are regarded as members of the 

public (MOPs) for this part of the form. The exception is where a student / pupil, 

including children, are on a recognised training scheme or work experience.  Under 

health and safety law they are regarded as employees. In these circumstances the 

employer or person in control of the work premises where the pupil or student was 

doing the training should report the injury as if they were one of their employees. 

 

Are accidents to pupils sustained in PE lessons reportable under RIDDOR? 

Yes, but only if the pupil is killed or taken to hospital for treatment of the injury and 

the accident arose out of or was connected to the school’s or college’s work. For 

example, the accident arose because of poor organisation or supervision 

arrangements, the equipment or the condition of the premises, e.g. a potholed tarmac 

surface. 

 

What if the pupil is taken to hospital as a precaution but the examination shows no injury? 

 

No. RIDDOR only requires injuries to be reported, if the medical advice is that the 

pupil was not injured in any way then there is no need to report this. 

 

Do I need to know what treatment was given by the hospital before I report an injury to a 

pupil? 

 

There is no requirement to check that treatment is actually administered by the 

hospital. If the school is later told that the hospital could find no injury, not even a 

minor cut or abrasion, then you do not have to make a report as the law only requires 

you report injuries in these circumstances. 

The key thing to remember when determining whether to report an incident to a pupil 

or other people who are not at work is if the accident that resulted in the death or 

injury that must be reported, arose out of or was connected with the work activity.  

 

Some of our pupils have been hurt in a road traffic accident on the way to school in the 

school bus. Should I report their injuries? 

 

No. Deaths and injuries that result from the movement of a vehicle on a road do not 

have to be reported (see above section on road traffic accidents).  

This policy has been written to incorporate new guidance regarding first aid in schools. As 

good practice, all members of staff have updated their first aid training. 

 

Mrs L Guest ………Loraine Guest………….. 

Mr S Guest………………………………………… 

Mrs Lynne Baines………………………………… 

 

Reviewed and updated 18th November 2015 – Mrs L Guest  



Reviewed and updated May 2014 

 

Reviewed and updated September 2015 – Mrs C Saggs & Mrs L Baines 

Reviewed and updated February 2015 – Mrs E Mason. 

 

Reviewed and updated September 2016 Mrs Ann Olive  

Modified Jan 2017 Mrs L Baines 

 

Reference to: Communicable Diseases and Public Health Dept. of Health Guidance on 

Infection Control in Schools and Nurseries 1999 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Record of medicine administered to an individual child 

 

   

Name of school/setting  

Name of child  

Date medicine provided by parent     

Group/class/form  

Quantity received  

Name and strength of medicine  

Expiry date     

Quantity returned  

Dose and frequency of medicine  

 

 

Staff signature   

 

 

Signature of parent   

 

 

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    



Name of member of staff    

Staff initials    

 



Record of medicine administered to an individual child (Continued) 

 

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    

    

Date          

Time given    

Dose given    

Name of member of staff    

Staff initials    
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Record of medicine administered to all children 

 

Name of school/setting  

 

 Date Child’s name Time Name of Dose given Any reactions

 Signature Print name 

    medicine   of staff 

 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 

 

 


