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First Aid Policy 
Whole School Policy Including EYFS 

 
1) AIMS 

Our first aid policy aims are: 
a) Supporting pupils and staff with medical needs; 
b) Providing guidance for all staff and pupils regarding procedures for First Aid care and policies to adhere to 

in the event of an emergency; 
c) Continual improvement to the quality of First Aid service in the School;  
d) Seeking to prevent staff and pupils from placing themselves at risk. 
 
 

2) RISK ASSESSMENT 
Dolphin School undertakes risk assessments to ensure adequate First Aid provision is available. 
These include: 
a) The identification of pupils with specific conditions, for example asthma, allergies. 
b) Obtaining Personal Care Plans, including photo identification as necessary. 
c) The identification of specific hazards in school. 
d) Identifying which staff require First Aid training to ensure adequate levels of cover in school and for off-

site activities. 
e) When to call for further help. 
f) The documentation of necessary treatment given. 
g) Effective dissemination of information on medical conditions to those responsible for supporting the pupil. 
h) When a pupil has specific medical needs Dolphin School will use the following guidance: 

Supporting pupils at school with medical conditions 
Statutory guidance for governing bodies of maintained schools and proprietors of academies in England 
December 2015  www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-
conditions--3  
 

 
3) RESPONSIBILITIES 

The responsibility for Health and Safety, which includes First Aid, rests with the Head, Chairman of the Orchard 
Trust and Bursar. 
 
The Bursar is responsible for putting the policy in place, including informing staff and parents. 
 
All staff, and those parents with responsibility for pupils in school, should be aware of available First Aid 
personnel, facilities, and the location of First Aid boxes and information. 
 
The HSE states that First Aid does not include the administration of medicines, although there is no legal bar 
to doing so. Dolphin School has an ‘Administration of Medicine at School Policy’ which clearly identifies the 
procedures and responsibilities of staff. 
 
The day to day administration of the first aid procedures is delegated to the School Administrator. It is the 
responsibility of the School Administrator, to ensure good First Aid practice is being carried out within the 
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school and at events and activities organised by the school. 
• First Aid Boxes are situated throughout the school site.  Lists of their locations are displayed in the Common 

Room, the First Aid Room and noticeboard outside the Basilica for all staff, parents and visitors to read. 
• A first aid box is available in the outdoor classroom, the PE shed, the caretakers’ shed on the school field. 
• First Aid Bags for all educational visits are stored in the First Aid Room. 
• The contents of the First Aid Boxes and First Aid bags are checked and maintained by the Office 

Administrator termly. Day trip First Aid Bags are checked half termly and for each residential trip. 
• Playground First Aid Bags are stored in the First Aid Room for break times. 
• All medicines are stored in a locked cabinet in the First Aid room and parents are required to check the 

medicines they brought into school at the end of each term.  The exception is inhalers and adrenaline auto-
injectors which are stored in a dedicated unlocked cabinet for emergency access. 

 
The Assistant to the Bursar is responsible for booking First Aid training courses for staff and maintaining a 
record of training dates. 
 
Trip Leaders and Sports Staff are responsible for collecting (and returning) First Aid Bags for educational visits, 
together with any necessary equipment or medicines for individual pupil with health care needs, from the 
First Aid Room.  
 
Playground staff are responsible for collecting First Aid Bags and a Walkie Talkie from the First Aid Room at 
each break time.  
 
 

4) OBJECTIVES 
To achieve these aims, the School seeks to: 
 
Ensure that first aid provision is available at all time including out of school trips, during PE and at other times 
when the school facilities are used e.g. Parents’ Meetings. The first aid room is staffed from 07.45 to 16.45 
during term time and a member of staff on the After School Care team is first aid trained.  
 
Adequate First Aid cover will be provided in all school buildings, as well as during break times. If a staff 
member is on a trip or during a PE lesson or lesson at the Copse then they must have access to a mobile 
phone/walkie talkie in order to summon help. 
 
Ensure an appropriate number of qualified First aid members of staff are maintained. These include Teaching 
staff, Support staff, Sports staff and those involved with outdoor activities. First Aiders attend a recognised 
First Aid Course approved by the Health and Safety Executive (HSE) according to their responsibilities within 
the school.   First Aid qualifications are renewed every three years. 
 
In the EYFS setting the majority of the members of staff have undergone the 12 hour paediatric first aid 
training. This training is updated on a three yearly basis.  At least one 12 hour full paediatric first aid qualified 
member of staff is available at all times including cover for sickness, holidays and trips. The 12 hour paediatric 
first aid trained staff can be supported by one day Emergency Paediatric First Aid trained staff. 
 
Ensure that all teaching and non-teaching staff are aware of their roles, accountability and responsibilities in 
respect of Health and Safety, and regularly receive up-to-date documentation of First Aid procedures. 
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Ensure by means of Handbooks, Health and Safety Notices, INSET and oral/electronic communication that, in 
the event of an emergency, staff and pupils know how to seek appropriate help. All new pupils and staff are 
given information on where to go for help in the event of an accident as part of their induction into the school.  
Lists of First Aiders and First Aid Emergency Notices are displayed in the First Aid Room and at strategic points 
around the school. 
 
Ensure that members of staff know where First Aid boxes are located.  
 
All First Aid boxes and bags are standardised and are checked in line with our procedures.  Members of staff 
who use a specific item from a First Aid box should notify the Office Administrator who will provide them with 
a replacement. High usage bags and boxes will be stocked and checked as necessary. 
 
A list of pupils with specific medical problems and disabilities is made available for all teaching staff and other 
members of staff that may be central to the pupil’s welfare in the Common Room and Nursery office. This list 
is reviewed and updated on a rolling basis. Staff are able to access the medical conditions of pupils using 
Schoolbase. 
 
Medical and dietary information charts will be displayed in the kitchen, dining room and first aid room.   
 
Provide up-to-date information regarding the health status of Pupils by means of the Confidential Files in the 
Common Room.  
 
All teaching staff should make themselves aware of the specific medical problems and disabilities of those 
pupils whom they teach. 
 
The Office Administrator and Bursar will provide information in the First Aid room, in the Staff Handbook and 
through Inset on how to care for those with specific health problems. All staff receive training in the use of 
Adrenaline Auto-Injectors and asthma inhalers annually. 
 
Regularly monitor and review the procedures set out in this document. 
 
 

5) FIRST AID MATERIALS, EQUIPMENT & FACILITIES 
a) First Aid Room/Facility 

The School has a designated First Aid Room which contains first aid supplies, a washbasin with washing 
and drying materials and a fridge. A set of sofa chairs with a blanket is provided. The Office Administrator 
will keep the boxes stocked in accordance with the HSE guidelines. First aid may be administered elsewhere 
in the School as appropriate using the nearest available first aid box. 
 
A Defibrillator is stored on the shelving above the teaching desk in the ICT Suite. 

 
b) Signs and Notices 

There will be notices which state the names of first aiders and where the First Aid Boxes are located in 
each main area of the School.  

 
c) Access for Ambulance 

Unobstructed and adequate access for ambulances are maintained and suitable signs displayed if deemed 
appropriate. 
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6) PROCEDURES 

a) Procedures: ‘Bumped head’ 
The School has a system for monitoring the pupil and for informing the parent. Any pupil who has had a 
head injury, no matter how minor it appears, should be given a ‘bumped head’ wrist band to show each 
teacher for the remainder of the day. Each teacher whose lesson the pupil attends will keep a look out for 
signs of drowsiness or distress. A text is sent to parents/carers for any knock to the head giving details of 
the incident and advising that the pupil be monitored after school.  For a more serious knock or if a 
seemingly minor knock gives cause for concern later in the day, the parent/carer will be contacted by phone 
to collect the pupil from school. 

 
b) Procedures: If a pupil is taken ill during a lesson 

An older pupil will be sent with a friend to the first aid room. Younger pupils will be accompanied by a 
member of staff to the first aid room.   
 
Pupils from EYFS are accompanied to the first aid room by a member of the EYFS staff. The member of staff 
then remains with that pupil until they are discharged from the first aid room back to class. If the First 
Aider manning the first aid room indicates that the pupil needs time in the first aid room the member of 
staff leaves the pupil with the First aider who will accompany the pupil back to EYFS if not being discharged 
home. 
 
If the First Aider discharges a pupil during lesson time, she will ensure that the pupil is aware of where it is 
they have to return to. 
If a pupil is too ill to remain at School, the First aider will contact the parent or guardian of the pupil. 
 
Should any pupil have an accident (other than non-trivial), the parents would be informed by telephone. 
This outlines why the pupil has been taken to the First Aid room, the treatment given and any follow up 
recommendations.  
 
All parents complete a Medical consent form for the administration of medication when they are admitted 
to the school. This form is placed in the pupil’s file and consent is recorded on a form/table held inside the 
First Aid room cupboard door. A copy is also held electronically. 
 
Parents also complete a Medication Consent Form each time they bring in a medication for staff to 
administer to their pupil. The consent forms are retained in a folder in the First Aid room for reference, 
then periodically put in the pupil’s file. 

 
c) Procedures: If an EYFS pupil is taken ill during break times 

The pupil will be accompanied to the First Aid room by playground staff. 
 
d) Accident and Emergency Procedure during School Hours 
 

Following an accident, injury or medical emergency the following steps should be taken to ensure that the 
correct help is given as quickly as possible: 
 
In the event of an obvious medical emergency, an ambulance should be called immediately. The injured 
person should not be moved if there is any suspicion that doing so could exacerbate any injuries. 
 
Medical emergencies can include: 
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 loss of consciousness 
 an acute confused state 
 fits that are not stopping 
 chest pain 
 breathing difficulties 
 severe bleeding that cannot be stopped 
 severe allergic reactions 
 severe burns or scalds 

 
The Office Administrator should be called to examine the injured person and give such treatment as is 
appropriate or possible. In the event of the Office Administrator not being available, the nearest available 
First Aider should be contacted.  If hospital treatment is necessary and an ambulance has not already been 
called, then this should be done. 

 
The parent(s) or guardian must be contacted as quickly as possible and asked to join their child at school 
or hospital as appropriate. Members of staff should not wait for parents to arrive to take pupils to hospital 
unless they are certain that treatment is not urgently required. 
 
An appropriate member of staff must accompany pupils to hospital if parents have not arrived in time to 
do so. The member of staff accompanying a pupil should wait at the hospital until the pupil’s parent or 
guardian arrives. 
 
Staff accompanying a pupil to hospital should not normally be asked to give their consent to medical 
treatment. In an emergency situation, however, consent should be given by the Head on the advice of a 
senior hospital doctor, provided that reasonable steps have been made to contact the parent(s) or 
guardian. 
 
A print out from the school’s database (SchoolBase), ‘Full Medical Report’ should be taken to the hospital 
to give relevant information about the pupil to the medical staff. 

 
e) Accident and Emergency Procedure for out of School Hours and away Sports Trips 
 

The injured person should not be moved if there is any suspicion that doing so could exacerbate his or her 
injuries. 
 
The member of staff responsible for the activity or an available First Aider should examine the injured 
person and give such treatment as is appropriate to their training. 
 
If hospital treatment is necessary, an ambulance should be called immediately. If the family cannot be 
contacted, the First Aider or a member of staff should accompany the injured person to hospital. 
 
If it is felt that an ambulance is not necessary and the injuries do not require urgent treatment, the injured 
person’s parent or guardian should be called to transport the injured person to hospital. 
 
Disposable gloves must be worn by any member of staff who has to deal with bleeding or spillage of body 
fluids, and the gloves disposed of safely afterwards. Gloves can be found in each First Aid box. (See our 
procedures on Blood and Body Fluid Spillages in points 12 and 13 below) 
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7) COMMUNICATIONS WITH PARENTS/CARERS 

The School will always contact the parents/carers by phone/text/email if a pupil suffers anything more 
than a trivial injury, if the pupil becomes unwell or if oral medicine has been administered (time medication 
is given).  The School will also contact the parents/carers if there are any worries or concerns about the 
pupil’s health. 
 
When the School is notified of a case of infectious disease within the school community this is 
communicated to all parents and staff by email and notices at strategic points in the school. 

 
 
8) FIRST AID RECORDS 

First aiders will record every case they treat as soon after the incident as is practicable. 
 
Each record will include at least the name of the patient, date, place, time and circumstances of the 
incident and details of injury suffered and treatment given. It also records what happened to the patient 
immediately after treatment e.g. time pupil left the First Aid room or is collected by their parents. The 
records are kept centrally on the ‘Medical Treatment’ module of SchoolBase and are readily available. 
These records will be linked to the statutory accident records and the RIDDOR (Reporting of Injuries, 
Diseases and Dangerous Occurrence Regulations) record for the reporting of injuries and will be kept for 
twenty three years. 
 
Records are kept of first aiders’ certification dates, and the dates of additional, specific or refresher 
training. 
 
Some accidents must be reported to the HSE. RIDDOR 2013 will be followed in these cases. Fatal and major 
injuries and dangerous occurrences must be reported immediately by telephone followed up with a 
written report on Form 2508 within ten days. Other reportable accidents not requiring immediate 
notification must be reported on Form 2508 within ten days. 
 
All serious accidents, or serious injury to, or the death of any pupil must also be reported to the local Pupil 
Protection Agency: 
The Referral and Assessment Team 
Wokingham Borough Council 
Shute End 
Wokingham 
RG40 1BN                   0118 9088002 
 
All records relating to incidents and first aid will help the school identify accident trends and can be used 
for first aid assessments, staff professional development and may be helpful for insurance and 
investigation purposes. 

 
 
9) REPORTING ACCIDENTS FOR STAFF  

There are 2 first aiders who have received First Aid at Work training. 
 
Accident Report Forms are kept in the School Office in the Meadow Building.  
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All injuries and accidents to staff must be recorded on the accident form and logged on our electronic 
accident reporting software ‘Smartlog’. 
 
The member of staff present in the event of an injury (either on site or away matches/trips) should take 
responsibility for filling in the Accident Form within 24hours. 
 
All completed Accident Forms are sent to the Office Administrator.  The forms are filed in the staff files. 
 
Where an accident results from faulty equipment/facilities the Bursar will be notified immediately so that 
the problem can be rectified.   

 
The Bursar will give details of all Accident Forms of staff (and pupils) who have injuries/accidents that 
necessitate the need to attend hospital at termly Health and Safety meetings. 
 
Dolphin School complies with RIDDOR guidelines. 

 
10) FIRST AID TRAINING 

Staff complete the relevant first aid training every 3 years. The Assistant to the Bursar arranges the training 
for staff when they are due. 
The first aid trainings include: 
12 hour Paediatric first aid training for Early Years teaching staff 
6 hour Paediatric first aid training for non-EY teaching staff 
Forest School first aid training 
ITC Certificate in Outdoor first aid 
First Aid at work training 
 
Pupils receive the following first aid trainings: 
Basic first aid training - Year 8 leavers 
Introduction to first aid and getting help (St John’s Ambulance) - Lower School assembly 
 

11) THE ADMINISTRATION OF MEDICINE: 
If a pupil needs to take prescribed medicine during the school day, there should be a written, signed 
request from the pupil’s parent or guardian for the medicine to be kept in the First Aid room and 
administered by the First Aider. All medication has to be supplied in the original containers. 
 
EYFS pupils under the age of 5 years needing medication, the parent/guardian would be telephoned to 
obtain verbal consent for ALL medication. The parent/guardian would then e-mail the consent to school. 
When the pupil is collected from Nursery/Reception a signature is required in the Early Years Medication 
Records. 
 
Medication are not normally administered to a pupil by any member of staff other than the First Aiders 
and will be recorded in the Medical Treatment module of Schoolbase. 
 
However, medicines for emergency treatment such as inhalers for asthmatic pupils, diabetic medicines or 
adrenaline auto-injectors for severe allergic reactions are readily available to pupils and all staff. These 
medications are kept in the First Aid room in a dedicated unlocked cupboard. Adrenaline Auto-Injectors 
and inhalers for EYFS pupils are stored in Nursery or Reception. 
 
If a pupil has a condition that needs regular medication as mentioned above and the pupil is leaving the 
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school premises for a trip or sporting fixture, the appropriate medication would be placed in the Medical 
bag that would accompany that pupil and staff briefed accordingly. 
 
All staff receive annual training in the use of adrenaline auto-injectors and asthma inhalers and should 
make themselves aware of the school’s Anaphylaxis Policy. A list of pupils’ medical conditions, those 
needing adrenaline auto-injectors and inhalers are on the notice board in the Common Room and in the 
First Aid room. Electronically they are available on the school’s database. 
 
Before educational residential trips, parents are required to complete a Consent Form to indicate whether 
a pupil is taking medication and give details of its administration. 

 
 

12) INHALERS/AUTO-INJECTORS  
Parents are asked to check their child’s inhaler or auto-injectors on a regular basis. 

 
 

13) PROTECTION FROM DISEASES CARRIED IN BODILY FLUIDS  
There are a number of infectious diseases that can be transmitted by contact with blood and other body 
fluids. Many such diseases do not necessarily present symptoms in the person who is carrying the bacteria 
or virus that causes the disease. It is important that responsible hygiene procedures are always followed 
whenever any first aid is being given. Such procedures will include the use of single-use disposable gloves, 
plastic aprons, hand washing before and after giving treatment.  

 
 

14) DISPOSAL OF CLINICAL WASTE  
Any blood or other body fluid waste produced within the School should be disposed of using yellow bio-
hazard type disposable bags. Items that should be disposed of as clinical waste will include soiled nappies; 
disposable cloths used for cleaning vomit or faeces; any blooded waste. The bags are collected on a regular 
basis. 

 
 
 
Date: September 2022 
    
 
Review date: September 2023 
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Appendix 1 
 

FIRST AID 
FIRST AID AT WORK FIRST AIDER:    

Stacey Goldsmith 
Emma Henley  
    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
First aid boxes are placed at the following locations: Both Minibuses, Citroen; Blue Tourneo, First Aid 
Room; After School Care/Year 2 Classroom; Year 1 Classroom; Art Room; CDT Room; Common Room; 
Languages, Classics, Field Games Shed; Hall, Kitchen; Nursery; Reception Class; Maths1, English 1, 
History, Science Lab; Swimming Pool; Cottage Classroom; Outdoor Classroom on Field; Caretakers shed 
on field; Playground.  Seven first aid bum bags in the first aid room for breaks and trips. External 
Orange first aid boxes by Early Years, outside on the decking and the games shed. 
 
An accident/sick book is kept in each first aid box and bag, which must be completed by the first aider 
each time an incident requiring first aid occurs. 
 
 

12 hour Paediatric First Aiders 6 hour Paediatric First Aiders 
EYFS Staff Non-EYFS Staff 
Christine Jackson Adam Hurst 
Susan Mandalos Alice Baker 
Jane Robinson Alison Alderson 
Siân Ralph Anne Light 
Davinder Shergill Antonia Webster 
Hannah Spiers Chris de Souza 
Yasmin Waneis Chris Leakey  
  Emma Fisher 
ITC Certificate in Outdoor First Aid (SQA)  Emma Tate 
Adam Warner Gail Sponder 
 Helen Waneis 
 Jane Hunt 
Forest Schools First Aid  Judy Seall 
Naomi Griffiths (16 hours) Kate Spooner 
 Katie Richards 
 Lewis Franklin 
Duty of Care First Aid Matthew Laverty 
Libby Putney Paul Foster 
 Ruth Jones 
 Sian Moore 
School First Aid Sophie Pindoria 
Zoe Hudson Toni Riemer 
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EMERGENCY TELEPHONE NUMBERS 
 
TWYFORD DOCTOR’S SURGERY  0118 934 6680 
ROYAL BERKSHIRE HOSPITAL  0118 322 5111 
TAXI SERVICE    0118 932 1321 
     0118 907 2563 
UPDATED: September 2022 
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Appendix 2 
Medicine Administration 

 
This policy also applies to children in the Nursery (refer to section M4.1.1 at the end of this procedure). 
 
Receiving medicine to administer during school hours 
All medicines brought into school must be in the original container, or labelled chemist’s container for 
prescription medication. 
 
Ask the parent either to fill in and sign a Medication Consent Form M4.2 (available at the Reception desk). 
Both prescription medicine and non-prescription medicine will only be administered with the written 
permission of parents. 
 
Pupils requiring short term medication (i.e. a course of antibiotics) need to bring only a ‘lunchtime dose’ if 
the prescription is for administration more than 3 times daily. Prescriptions for 3 x daily administration can 
be administered at home thus: 

 Before school 
 At the end of the school day 
 Before bed 

 
All medication being brought into school must be delivered before the start of school. 
 
Children are not permitted to carry medication with them.  All medicines must be delivered to the First 
Aid Room.   
 
Check the instructions are clear. 
 
Ask parents to put a note in the child’s lunch box to remind them or ask them to tell the form teacher if 
the child is Year 2 or under.   
 
The permission slip should be pinned on the white board in the medical room until the course has finished 
and then scanned and uploaded to the child’s SchoolBase file.  
 
Some medicines need to be kept in the fridge, otherwise put them in the locked medicine cupboard.   
 
Recording Medication Given to Children 
 
Check that consent has been given to administer the medication.  Any medication given to a child, including 
inhalers, must be recorded in the Treatments section on SchoolBase.  Where oral medication is 
administered, with the exception of an inhaler, inform the parents by text or phone of the time the 
medication was given. 
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First Aid Records held in other parts of the School 
 
First aid records from After School Care and anywhere else (e.g. trips) should also be archived in the same 
place.  Produce new pages as required for both the First Aid Book (path: G:\Health & Safety\First Aid\M4.3 
First Aid book pages.doc), and the Medicines Book (path G:\Health & Safety\First Aid\First Aid 
Handbook\M4.4 Medication book pages.doc) changing the term and year at the top.  
 
When the child arrives to take the medicine. 
Check the consent form. 
Check the name on the container. 
Check the dosage - even if child tells you what he/she should take.  Do not change prescribed dosage even on 
parental instructions. 
Give the stated dose of medicine and text parents with time.   
If a child refuses to take his/her medicine do not force them to do so, but telephone the parent immediately 
and follow their instructions.  Record under Treatments on SchoolBase.   
  
Giving back medicine to take home 
An adult should collect the medicine, do not give the medicine to the child. 
 
Medicines in the Locked Cupboard 
The locked cupboard contains medicines parents have asked us to administer to their child if 
necessary.   
 
During summer holidays or at the beginning of the Autumn term go through the cupboard completely 
checking: 
 That medicines are in date code.   
 Take out of date medicines and any medicines not collected by parents to the Chemist for safe disposal 

(leave inhalers and adrenaline auto-injectors in their cupboard)  
 
Calpol  
Buy sugar free Calpol.  Ask Accounts for repayment with the receipt.  
 
Epipens and Inhalers  
See separate procedures under M7 Epipens and M8 Inhalers respectively.  These procedures can also be 
found at  
(S:\Staff Handbook\Staff Handbook\Section A Buildings and People\A12ii Epipen Procedure.doc) 
(S:\Staff Handbook\Staff Handbook\Section A Buildings and People\A12iii Inhaler Asthma Procedure.doc) 
and  
(G:\Health & Safety\First Aid\First Aid Handbook\M.doc). 
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M4.1.1 
System for Giving Medicines to Early Years Children 
 
Receiving medicine to administer during school hours 
All medicines brought into school must be in the original container, or labelled chemist’s container for 
prescription medication and handed to a member of Early Years staff. 
 
Ask the parent to fill in and sign a Medication Consent Form, M4.2. Both prescription medicine and non-
prescription medicine will only be administered with the written permission of parents.   
 
Pupils requiring short term medication (i.e. a course of antibiotics) need to bring only a ‘lunchtime dose’ if 
the prescription is for administration more than 3 times daily. Prescriptions for 3 x daily administration can 
be administered at home thus: 

 Before school 
 At the end of the school day 
 Before bed 

 
All medication being brought into school must be delivered before the start of school. 
 
Children are not permitted to carry medication with them.  All medicines must be delivered to the Early 
Years staff.   
 
Check the instructions are clear. 
 
The permission form should be uploaded to the child’s SchoolBase file. 
 
Recording Medication Given to Children 
Before giving medication to a child check that we have the parent’s written permission. 
 
Any medication given to a child, including inhalers, must be recorded on the Early Years Medications 
Record sheet (M4.2.2). 
 
Giving Medication to the child 

 Check the consent form. 
 Check the name on the container. 
 Check the dosage – even if the child tells you what he/she should take.  Do not change prescribed 

dosage even on parental instructions. 
 Give the stated dose of medicine.  If a child refuses to take his/her medicine do not force them to 

do so, but telephone the parent immediately and follow their instructions.  Record this on the 
Medications Record sheet. 

 
Confirming Administration of Medicine to the Parent 
When the parent collects the child from school ensure they sign the Early Years Medications Record sheet. 
 
Giving back medicine to take home 
An adult should collect the medicine, do not give the medicine to the child. 
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Appendix 3 

 

M7.1 
Epipen Administration Procedure 

 
This document details the administrative tasks relating to Epipens.  Refer to the Staff Handbook (S:\Staff 
Handbook\Staff Handbook\Section A Buildings and People\A12ii Epipen Procedure.doc) for the full 
Epipen procedure. 
 
First Aid Records 
 
When a child entering the school has an Epipen/Anapen/Jext or child at the school is prescribed one: 
 
Office Administrator: 
 Add medical details to SchoolBase and set Medical Alert 
 Produce an updated ‘Alert List’ from SchoolBase Export Builder reports and display inside the first aid 

room Epipen cupboard . 
 Add the child’s name to the Epipen list displayed on the inside of the Epipen cupboard and in the 

Common Room (G:\Health & Safety\First Aid\First Aid Handbook\EPIPENS LIST.doc). 
 Label a space on the Epipens cupboard shelf with the child’s name. 
 Give parents the Medical consent form to sign and return.  When the consent form and the 

requested Epipen pack is returned, place original form, together with the associated Confidential 
Data Check Sheet and the child’s treatment plan, in the child’s pack in the Epipens cupboard, and 
a photocopy of the form and Data Check Sheet in the child’s file. 

 Inform the staff at the next staff meeting that the child has an Epipen/Anapen/Jext. 
 
Annually for all children with Epipens/Anapens/Jext: 
 
 At the beginning of the Autumn Term update the Epipens list and send out new consent forms to 

parents. 
 

 
Staff Training 
 
Staff are trained every two years on how to administer an Epipen/Anapen/Jext.  Training is normally 
delivered at the Staff Meeting at the beginning of the Autumn Term. 
 
 Finance team books training session with our training provider. 
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Appendix 4 

M8.1 
Inhalers Procedure 

 
New Inhaler 
 
When a parent brings in a new inhaler: 
 
 As with all medicines ask the parent to fill in and sign a Medication Consent Form . Check the 

instructions are clear.  Ensure inhaler is labeled with child’s name.  Add the form to the blue 
Medicines Folder in the First Aid Room.  For Nursery and Reception children send the form along 
with the inhaler to the Nursery. 
 

 
Office Administrator: 
 Puts the inhaler in the Epipens & Inhalers cupboard, put the child’s name on the front of the shelf 

on a blue name tab.  Inhalers for Nursery and Reception children to be sent to Nursery to be stored 
in the medicines cupboard there. 

 Ensures child’s medical record is up to date on SchoolBase (red flag set). 
 Produces an updated Alert List from SchoolBase Export Builder Reports and replace list in Epipens 

cupboard.  Also send a copy to After School Care and Nursery. 
 Adds the child’s name to the Asthma/Inhalers Register and put up new list inside the cupboard. 
 Puts a note in the staff meeting agenda for the next meeting that child now has an inhaler which 

should be taken on all trips and matches. 
 
Annual check – Summer holidays/First week of the Autumn term 
 
Office Administrator 
 
 Checks all the children with inhalers correctly entered onto SchoolBase. 
 Checks all leavers collected their inhalers. 
 Checks if any new children require an inhaler. 
 Makes alterations to Asthma/Inhalers Register and pin copy inside the Epipens & Inhalers 

cupboard in the First Aid Room. 
 Checks if all the children on the list have an inhaler in the cupboard. 
 Checks that they all on the Red Alert List. 
 
N.B.  A spare Volumatic Spacer is kept in the Medicines cupboard in the First Aid Room for use by a child 
who needs to take their inhaler with a spacer, but doesn’t have  
their own spacer in the Medicines cupboard.  A notice to this effect is displayed inside the Medicines 
cupboard. 
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Appendix 5 
 
M9.1  

BUMPED HEAD PROCEDURE 
 

Treatment 
 

 Apply icepack for 10 minutes maximum (5 minutes may be sufficient for minor bumps). 
 Check child’s reactions for signs of concussion. 
 Put a “bumped head” wrist band on the child and tell them to show it to the teacher in every 

lesson. 
 Keep the child in the First Aid Room for at least 10 minutes.  When the child leaves the First Aid 

Room tell him/her to return if they feel unwell at all. 
 Do not give any pain relief medication. 
 

Administrative Procedure 
 

 Record all incidents of bumped heads in the Treatment records on SchoolBase. Give a brief 
description of the incident, e.g. ‘bumped head on bark falling off slide’. 

 Send a text to both parents using the following wording: 
‘[Name] bumped their head today. [Details of injury].  He/she seems fine now but pls monitor 

later. Pls contact the office if you need further details.’  

 

Record the fact that parents have been contacted in the Treatment record on SchoolBase. 

 

If a child with a bumped head is showing worrying symptoms his/her parents should be 

contacted immediately, asked to collect the child and advised to have him/her checked by a 

doctor if they are at all concerned.  When the parent/guardian arrives to collect the child 

verbally inform them of the details of the incident. 

N.B.  Bruising behind the ear and/or ‘panda eyes’ can indicate a fractured skull, possibly from a 

bumped head sustained at home that we were unaware of.  Treat very seriously. 

 In cases where a child becomes very unwell call an ambulance. 


