
WOODFORD GREEN PREPARATORY SCHOOL

Policy Name First Aid & Medicines Policy

Status Statutory

Area of School Whole School, including EYFS

Policy Owner School Nurse

Approval Body Governing Body - Risk Management

Last Review Date June 2022

Current Review Status
under review / completed

Completed

Review Schedule Every 2 years

Next Review Date June 2024

Policy Statement

This policy outlines the school's responsibility in providing first aid to pupils including early years,
staff and visitors. This includes managing illness, accidents and the reporting process of the
school. The administration of prescription and non-prescription medication and procedures.

Aim of Policy

To ensure that safe and effective first aid provision is available at all times whilst people are on the
school premises, and also off premises whilst on educational visits.
The policy is advisory only and is available to parents, and members of staff.
The policy adheres to the principles of Health and Safety (First Aid) Regulations 1981 and
Supporting Pupils at school with Medical Conditions 2017 and First Aid in Schools Early Years and
Further Education 2022.

The policy covers the following areas:
First Aid training
Access to First Aid
Educational  visits and sporting activities
Medical conditions and administration of medicines
Individualised Health Care Plans
Guidance on Illness, Injuries and Emergencies
Contacting Emergency Services
Recording Accidents
Hygiene Procedures for spillage and body fluids.

This Policy should be read in conjunction with :

● The Health and Safety Policy
● The Educational visits Policy
● Child Protection Policy
● Attendance Policy



Practical Arrangements

The School Nurse will ensure that she is contactable at all times whilst on the school premises, in
person or by telephone (extension and mobile). In her absence, staff trained in first aid will be
on-site and paediatric trained first aiders will be on-site at all times when EYFS pupils are present.

Paediatric First Aiders must also accompany any trip or visits for EYFS pupils .

A suitable equipped medical room / first aid room is available for medical examination and
treatment of pupils with a washbasin and toilet.

The School Nurse is responsible for taking charge when someone is injured or unwell, the general
upkeep of the first aid room and maintenance of first aid kits, and for requesting the purchase of
first aid supplies and ensures that an ambulance or other professional medical help is summoned
when appropriate.

First Aid training

The staff listed in Appendix 1 have completed an approved first aid training course and will
undergo update training at least every 3 years. First Aiders can be identified by wearing a green
lanyard. The First Aiders will give immediate help to casualties when common injuries or illness
arising at school or educational visits when appropriate, and ensure an ambulance or other
professional medical help is called. If a member of staff has not received training or has an expired
certificate, they should inform the School Nurse who will organise appropriate training sessions.
A list of staff who have undertaken a paediatric first aid course, emergency first aid and sports first
aid course are available on the school's intranet and displayed in various locations around the
school.
All staff who obtained a level 2 or level 3 qualification on or after 30 June 2016 must also have
either a full PFA or an emergency PFA certificate within 3 months of starting work in order to be
included in the required staff to child ratios at level 2 or level 3 in an early years setting.

Access to First Aid

First aid boxes are available throughout the school accessible at all times with appropriate content
for use with children. They are all marked with a white cross on a green background and are
checked monthly. Signs are located around the school indicating the location of the nearest First
Aid Box.
They are located as follows:

● 2 in Foundation One classrooms
● 2 in Foundation Two classrooms
● 1 in Foundation Two hand washing area
● 1 in School Hall
● 2 in Science block
● 1 in Art / French block
● 1 in the Reception area
● 1 in School Library first floor
● 1 in the Lower School Resource room
● 1 in School Gym
● 1 in Staffroom
● 1 Upper Resources Room first floor
● 1 in second floor corridor
● 1 in each minibus



Anyone requiring first aid should contact the School Nurse. If the School Nurse is unavailable the
person / pupil seeking first aid should go to reception from where a First Aider can be summoned.

An Automated External Defibrillator (AED) is located in the school reception and is maintained by
the School Nurse . The AED is designed so that a lay bystander could use it by following the clear
voice prompts combined with cardiopulmonary resuscitation. Training has been undertaken by staff
at intervals but this should not deter non-trained staff from using the device in an emergency.

All children who have asthma will have access to their prescribed inhaler and spacer, which will be
named and kept in an asthma box in their classrooms and taken on any activity/day/residential trip.
The school has two emergency asthma inhalers . These are kept in an unlocked cupboard in
reception accessible at all times with a folder with instructions and advice.

As per guidelines from the Anaphylaxis Society, all adrenaline auto injectors will be kept in the
school reception, stored in individual named boxes with the child’s care plan and taken when the
child is off-site.  These will be accessible at all times.  Copies of these care plans will also be held
by the class teacher, and appropriate training held yearly by the School Nurse for staff. The School
also has two emergency adrenaline auto injectors kept in an unlocked cupboard in reception
accessible at all times with a folder with instructions and advice.

Educational visits, residential visits and sporting activities

First aid rucksacks are supplied for sports events, fixtures, educational visits and residential visits.
A copy of the class lists and any individual healthcare plans of pupils participating in the trip with
medical conditions, will be supplied to the teachers by the School Nurse and will be given back to
the School Nurse on return to school. Epipens and asthma inhalers that are required by pupils will
be taken on the trip.

Parents will be asked to complete a medical information form prior to a residential trip. This
information may be shared at the trip venue , in order to ensure the safety and wellbeing of pupils.

The school minibuses have first aid boxes on board, if required.

If a pupil is on current medication or has a medical condition and is going on a residential trip, there
will be a meeting organised beforehand with the nurse, teacher, Educational Visits Coordinator and
other qualified medical specialists along with the parents.  Teachers should be aware of how a
child’s medical condition will impact their participation, but there should be enough flexibility for all
children to participate according to their own abilities and with any reasonable adjustments.  The
school will make arrangements for inclusion of pupils in such activities with any adjustments as
required unless evidence from a clinician such as a GP states that this is not possible.

Risk assessments planning arrangements will take account of any steps needed to ensure pupils
with medical conditions are included.

Medical Conditions

The aim is to ensure that all children with a medical condition in terms of both physical and mental
health are properly supported in school and they can play a full and active role in school life,
remain healthy and achieve academic potential. In some cases this may require a degree of
flexibility such as attending school part time or given time to reintegrate back into school by a
phased entry after a period of absence.



The responsibility of supporting a child with a medical condition during the school hours will be with
the Headteacher, School Nurse, school staff, parents and any health care professional, GPs,
paediatricians, specialist nurses who can provide advice.

The Headteacher and School Nurse will be responsible for ensuring sufficient staff are suitably
trained and achieve the necessary level of competency before they take responsibility to support a
child with a medical condition. Staff must not give prescription medicines or undertake health care
procedures without training. Training in administering medicines is given to members of staff who
volunteer for this role and is undertaken online. A record of staff trained in administering
medication is kept and details of trained staff are available in the medicines folder in reception and
also on posters in reception and the First Aid room.

A confidential register of all children with medical requirements is kept locked in the First Aid room.
This is renewed at the beginning of each academic school year, and updated whenever necessary
throughout the year.

Individual Health Care Plans

In accordance with supporting pupils at school with medical conditions: Department of Education
September 2017, the School Nurse, when required, will produce an Individual Healthcare plan for a
pupil (IHCP). The level of detail within the plan will depend on the complexity of the child’s
condition and degree of support required and includes input from the pupil’s parents .Pupils with
anaphylaxis, diabetes, seizures or a medical condition will have individual healthcare plans which
are to be updated yearly by parents.  A copy of the IHCP will be given to the teacher and the
original kept in a file locked in the First Aid room.

Guidance on Illness, Injuries and Emergencies

Pupils who are unwell should be referred to the School Nurse who will assess the level of illness
and treat accordingly, and if necessary liaise with parents in order to have the child collected to be
taken home.  Parents must inform the school if their child has a notifiable infection and they should
keep their child home for 48 hours after illness or longer if required following Health Protection
Agency guidelines.  Parents should also refer to the school’s Medical Handbook which is given to
parents on admission to the school. A medical information page is available on the School website
with useful information from the School Nurse.
https://www.wgprep.co.uk/630/helpful-information-from-the-nurse

The EYFS requirement to discuss with parents the procedure for responding to children who are ill
or infectious is covered by information given out at the new parents’ induction evening and in the
EYFS Parent Handbook.  The School Nurse will also contact parents of an ill/infectious child and
explain those procedures.

Contacting Emergency services

If an injured pupil appears to require immediate emergency and / or hospital treatment, then a
paramedic ambulance should be called. The school reception staff or School Nurse will dial 999
and ask for a paramedic ambulance and will be ready with the following information:
The School telephone number - 02085045045 or First Aid room - 02085065197.
The exact location of the school - Glengall Road, Woodford Green.
State the Postcode - IG8 0BZ , the school also has IG8 0AD  - which will take an ambulance to
Hawkey Hall car park and IG8 0DL which will take an ambulance to Snakes Lane.

https://www.wgprep.co.uk/630/helpful-information-from-the-nurse


Give the exact location in the school. Depending on the injury, normally an ambulance would come
to IG8 0BZ - Glengall road entrance.
Give the name of the person calling.
Give the name of the person / pupil and a brief description of symptoms.
Inform the ambulance control of the best entrance using postcodes and state the ambulance crew
will be met and escorted to the individual in need.

A form on how to contact Emergency Services is displayed in Reception and in the First Aid room
by the telephone.

Recording Accidents

All injuries will be recorded by the School Nurse in PASS ‘medical centre visits listing’ on the
computer. An email will be sent to parents regarding any treatment given for an accident/injury on
the same day or when reasonably practical after any first aid treatment given.

If a child is on an educational trip and is injured or ill, an injury/illness book will be completed by the
accompanying First Aider for parents, a copy of the form will be detached and given to the School
Nurse. This is reported to the School Nurse, a photocopy of the form taken for records and the
original form given to parents. When an EYFS child is on a day trip the First Aider accompanying
the trip will be paediatric first aid trained. When a child is on a residential trip the accompanying
trained first aider will complete an injury form when necessary, supplied by the School Nurse, and
this form will be given to parents on the day of the child’s return. A photocopy of this completed
form will be given to the School Nurse for their records.

The School Nurse each month looks at any number of pupils seen, trends and patterns in the
information regarding accidents and illness, and reports this to the Health and Safety Committee.

All injuries on school premises are recorded in a H.S.E. Accident Books (BL510) and kept. These
are discussed in Health and Safety meetings.
Reporting to the HSE  - the school is legally required under the ‘Reporting of Injuries , Diseases
and Dangerous Occurrences Regulations’ ( RIDDOR ) to report certain accidents and serious
illness. A folder with details of reportable occurrences is in the First Aid Room .

Hygiene Procedures

If a spillage of blood or any other bodily fluid occurs the school caretakers must be contacted to
clean with appropriate solutions.
Spillage kits, emergency clean up granules, Personal Protective Equipment (PPE) disposable
gloves and aprons are available for use by all staff from the School Nurse and Site Manager for
bodily fluids.
First Aiders should take precautions to avoid risk of infection:
Cover cuts and grazes on their own skin with a waterproof plaster
Wear disposable gloves when dealing with blood and bodily fluids
Use suitable eye protection such as goggles and a disposable apron when splashing occurs
Use face shields, masks when giving rescue breaths in resuscitation
Wash hands after every procedure.

ADMINISTRATION OF MEDICINES

Liaising with Parents:



● The school promotes ongoing communication with parents in order to ensure that specific
medical needs of all children are met.

● An Administration of Medicines consent form must be completed by the parent.
● The staff at school will not administer any medication to a child without obtaining prior

written permission from parents.
● The School will make every effort to continue the administration of medication to a pupil

whilst on a trip away from the school premises.
● All children requiring an inhaler or an adrenaline auto - injector attending a school trip must

have an up to date medication.
● The School will provide a completed Administration of Medicines form for parents when a

non-prescription medication has been administered to inform them of the dosage and time.
This will be completed on every occasion on the same day or as reasonably practicable.

Managing Medicines on School Premises:

● Medicines should only be administered at school when it would be detrimental to a child’s
health or school attendance not to do so.

● No child under 16 should be given prescription or non-prescription medicines without their
parent’s written consent.

● Prescription medicines must not be administered unless they have been prescribed for a
child by a doctor, dentist, nurse or pharmacist.

● No child under 16 should ever be given medicine containing aspirin unless prescribed by a
doctor.

● Medication e.g for pain relief, should never be administered without first checking maximum
dosages and when a previous dose was taken.

● If clinically possible medicines should be prescribed in dose frequencies which enable them
to be taken outside school hours.

● The School will only accept prescribed medicines that are in-date, labelled, provided in the
original container as dispensed by a pharmacist and include instructions for administration,
dosage and storage. The exception to this is insulin which must be in date inside an insulin
pen or pump, rather than the original container. The school is unable to accept medication
prescribed from another country.  The pupil is advised to see a GP so that a British
alternative can be prescribed.

● All medicines should be stored safely. Children will be made aware of where their
medicines are at all times and how to access them if required immediately for an
emergency.

● A child who has a prescribed controlled drug may legally have it in their possession, only if
competent to do so. This will be checked and monitored by the School Nurse, otherwise the
controlled drug will be stored in a non portable container. A record will be kept of doses
used and the amount of the controlled drug held in school.

● Staff who are taking medication which may affect their ability to care for children must seek
medical advice.

● Staff medication on the premises must be securely stored and out of reach of children, at all
times.

● Being a First Aider at work does not include giving tablets or medicines, the only exception
is when aspirin is used in First Aid to a casualty with a suspected heart attack.

Individual Health Care Plans:
In accordance with supporting pupils at school with medical conditions: Department of Education
September 2017, the School Nurse, when required, will produce an Individual Healthcare plan for a
pupil (IHCP).

Training:



Where it is identified that the ‘Administration of Medication’ to a child requires training, this will be
undertaken on a voluntary basis by a staff member with an online course and a record kept.

Medical Records and Consent:
● Parents of all pupils at the school including EYFS pupils, are required to complete a pupil

Health Form before a pupil joins the school, obtaining information about a child’s needs for
medicine and are asked to update the school if any changes occur.

● A medication record is kept of all medication administered recording date, child’s name,
time, name of medicine, dosage given, any reactions and signature of staff.

● Parents of pupils who require prescribed medication whilst at school are required to discuss
this with the School Nurse and complete a consent form.

● Parents will be informed of any medicine administered the same day or as soon as
reasonably practicable.

● The School will provide a completed email to inform parents regarding Administration of
Medicines when a non prescription medicine has been administered to inform them of the
dosage and time. This will be completed on every occasion on the same day or as
reasonably practicable.

Prescription and Non-prescription Medicine:
● The School Nurse and staff trained in Administration of Medication will not administer any

prescription medication that has not been prescribed for that particular child by a doctor,
dentist, nurse or pharmacist.

● The School Nurse will only administer non-prescription medication for pain or fever relief if
there is a health reason to do so, and verbal/written consent has been gained from parents.
A written record is kept each time a medicine is administered.

Storage of Medicine:
● Most medicines are always securely stored in a locked cupboard.
● All medicines shall be stored in the original container in which they were dispensed,

together with the prescriber's instructions for administration.
● Medicines such as asthma inhalers and spacer devices for administration are kept in the

classroom, in the ‘red asthma box’, pupils are aware of where the inhaler is kept and are
able to access them immediately.

● Blood glucose testing metres are kept in a bag with the child requiring it and a spare is kept
accessible in the school reception area.

● Epipens/adrenaline pens are kept in an unlocked cupboard in reception, accessible to staff
at all times.

● The school has two emergency asthma inhalers. These will be kept in an unlocked
cupboard in Reception, accessible to staff at all times.

Inhalers and Adrenaline auto- injectors
● Parents of pupils required to use an inhaler are required to complete an Asthma Care Plan.
● The Senior Leadership Team has deemed children from Year 3 competent to carry their

own inhaler.
● All adrenaline auto injectors are stored in the school’s office which is accessible at all times.

Care plans are kept in the classrooms as well as a copy with the adrenaline auto injectors.

Records:
Written records of all medication administered to every child in the care of the EYFS and the whole
school are retained.



ANNEX - Guidance for First Aiders around COVID -19

For the duration of the COVID-19 pandemic this annex will be in place as an amendment
to the School’s First Aid Policy and Appendices. The COVID-19 First Aid Procedure will
ensure First Aiders are confident that they can provide First Aid to someone who sustains
an injury or becomes unwell during the COVID-19 pandemic; including specific guidance
on giving cardiopulmonary resuscitation (CPR).

COVID-19 is the infectious disease (virus) caused by the most recently discovered
coronavirus. The main symptoms of COVID-19 are currently:

-High temperature

-A new, continuous cough – this means coughing more than once an hour, or 3 or more
coughing episodes in 24 hours (if the person usually has a cough, it may be worse than
usual)

-Loss or change to the sense of smell (anosmia) – this means having noticed the inability
to smell or things smelling differently to normal

Most people with coronavirus have at least one of these symptoms, however some people
may be pre-symptomatic (have not yet developed symptoms) or be asymptomatic (have
no symptoms) but be infectious and capable of infecting others.

People can catch COVID-19 from others who have the virus. The disease spreads
primarily from person to person through small droplets from the nose or mouth, which are
expelled when a person with COVID-19 coughs, sneezes, or speaks. People can catch
COVID-19 if they breathe in these droplets from a person infected with the virus. This is
why it is important to stay at least 1 metre and preferably 2 metres away from others.
These droplets can land on objects and surfaces around the person such as tables, door
handles, handrails, telephones and light switches. People can become infected by
touching these objects or surfaces, then touching their eyes, nose or mouth. This is why it
is essential to wash your hands regularly with soap and water or clean them with an
alcohol-based hand gel.

The school First Aiders should follow the following guidelines  -

Health and Safety Executive – First aid during the coronavirus outbreak - June 2020.

Guidance for First Aiders

Try to assist at a safe distance from the casualty as much as you can and minimise the
time you share a breathing zone.If they are capable, tell them to do things for you, but
treating the casualty properly should be your first concern. Remember the 3P model –
preserve life, prevent worsening, promote recovery.

Preserve life: CPR

● Call 999 immediately – tell the call handler if the patient has any COVID-19
symptoms

● Ask for help. If a portable defibrillator is available, ask for it



● Before starting CPR, to minimise transmission risk, use a cloth or towel to cover the
patient’s mouth and nose, while still permitting breathing to restart following
successful resuscitation

● If available, use:
o a fluid-repellent surgical mask
o disposable gloves
o eye protection
o apron or other suitable covering

● Only deliver CPR by chest compressions and use a defibrillator (if available)
– don’t do rescue breaths

Prevent worsening, promote recovery: all other injuries or illnesses

● If you suspect a serious illness or injury, call 999 immediately – tell the call handler
if the patient has any COVID-19 symptoms

● If giving first aid to someone, you should use the recommended equipment listed
above if it is available

● You should minimise the time you share a breathing zone with the casualty and
direct them to do things for you where possible

After delivering any first aid

● Ensure you safely discard disposable items and clean reusable ones thoroughly
● Wash your hands thoroughly with soap and water or an alcohol-based hand

sanitiser as soon as possible

Paediatric advice -resuscitation council advice

We are aware that paediatric cardiac arrest is unlikely to be caused by a cardiac problem
and is more likely to be a respiratory one, making ventilations crucial to the child’s chances
of survival. However, for those not trained in paediatric resuscitation, the most important
thing is to act quickly to ensure the child gets the treatment they need in the critical
situation. 

For out-of-hospital cardiac arrest, the importance of calling an ambulance and taking
immediate action cannot be stressed highly enough. If a child is not breathing normally
and no actions are taken, their heart will stop and full cardiac arrest will occur. Therefore, if
there is any doubt about what to do, this statement should be used. 

It is likely that the child/infant having an out-of-hospital cardiac arrest will be known to you.
We accept that doing rescue breaths will increase the risk of transmitting the COVID-19
virus, either to the rescuer or the child/infant. However, this risk is small compared to the
risk of taking no action as this will result in certain cardiac arrest and the death of the
child.  

The school will follow all updated Government guidelines required on any health and first
aid matters.



Appendix 1 - Staff First Aid Training

Paediatric First Aid Trained Staff 12 hr course

Name Position Year Group Expiry Date

A Bhatnagar Early years Practitioner F1H 01/05/2024

C Allan Registrar / Deputy Bursar School office 01/05/2024

D Jago Early years Practitioner
Speech and Language

room 02/05/2024

F Begum Teaching Assistant 1S 14/01/2025

K Andrews Teaching Assistant 2O 14/01/2025

L Murray Data protection Officer Ground floor office 14/01/2025

M Smith Teaching Assistant 3B 14/01/2025

M Fox Librarian / Teaching Assistant Library/ Year 3 01/05/2024

M Sewell Teaching Assistant 5C/ 5E 01/05/2024

N Beadle Early years Practitioner
F1FR/Breakfast /EYFS

Teatime Club 01/05/2024

R Patel Early years Practitioner 3L 1/5/2024

R Prince PE Teacher
Sports Department

office 14/01/2025

S Nair Early years Practitioner F2Y 14/01/2025

Y Cairns Early years Practitioner F2F 01/05/2024

N Warner Teaching Assistant Y4&5 22/09/2025

N Qureshi Teaching Assistant 2N 22/09/2025

G Hussain Early years Practitioner F1Fr 22/09/2025

J Prior Teaching Assistant 1C 22/09/2025

L Hood After School Supervisor School Hall 22/09/2025

M Baker Teacher 5B 22/09/2025

M Kallis Georgiou Learning Support Wellness Hub 22/09/2025

I Bhatia Teaching Assistant 1C 22/09/2025

L Meehan After School Supervisor School Hall 12/05/2025

Emergency First Aid at Work - 6 Hours

Name Position Expiry date



N Conner Site Manager 14/09/2025

D Taylor-Secretan Head of Marketing and Communications 14/09/2025

V Hurst Heads PA 14/09/2025

M Hurst Receptionist and School Administrator 14/09/2025

C Kiera-Poulter Finance Administrator 14/09/2025

First Aid at Work - 3 days

Name Position Expiry date

C Carter School Nurse June 2024


