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NOTES OF GUIDANCE January 2016  
 
 

1. The ultimate responsibility for First Aid rests with the Headteacher (or the Deputy Headteacher / 
other member of the Senior Leadership Team in their absence).  

 
2. For immediate advice trained First Aiders are available. Most other staff also hold current first aid 

certificates.  
 

3. Our Health and Safety Co-ordinator is Mr Woodrow. 
 

4. An adult will carry their medical bag when on duty during morning and afternoon playtimes. At lunch 
times the MDSA’s are responsible for the administering of immediate First Aid. 

 
5. The ordering of the necessary First Aid equipment is the responsibility of Mrs C Smith. 

 
6. Most of the First Aid equipment is kept in the Medical Room, but a First Aid box will also be found in 

the KS1 and KS2 areas. Each class also has a medical bag. 
 
Mrs Risley regularly checks the First Aid boxes. Items that are dwindling should be reported to Mrs 
Smith for re-ordering. 
 

7. The Medical / Social register (STRICTLY CONFIDENTIAL) can be found in the: 
 

 Medical Room 
 

 Office  
 

 Staff Room  
 

 Dining Area  
 
In addition, each class will have the entries for that particular set of children. 
 
 

ADMINISTERING MEDICINE TO CHILDREN 
 

1. Short- Term Medicines: 
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Many short – term medicines should not need to include the period from 9.00am to 3.30 pm and so 
should not need to be administered at school. 
 
However, if medicines do need to be given to children, parents will be asked to come into school to 
administer them to their own child. If this is not possible, the parent must either sign the appropriate 
form or write and sign a letter confirming the dosage that is to be given and the time it is to be taken. 
The letter must be received in the School Office just before 9.00am. A member of staff will then 
administer them appropriately, checked by another member of staff present at the same time. 

 
2. Long – Term Medicines: 

 
Some children may need to be given medicines for chronic or long – term complaints, e.g. asthma or 
epilepsy. 
 
Inhalers for asthma should be kept in the classrooms where the children can self-administer them. It 
is the responsibility of the doctor and parent that the child knows how to use inhalers responsibly. 
The drugs contained in inhalers are either: 

 
(a) preventative - usually taken morning and night 
(b) relieving - to be taken as and when necessary 
 
(The drugs in inhalers are not, in the strictest sense, addictive. Extra usage should not cause undue 
concern, but it should be reported to parents).  

 
Parents will need to complete a form relating to the administration of the asthma inhalers and ensure 
that an in date inhaler is kept in school.  
 
Drugs to control epilepsy are most successful and are administered at home. 
 
Only trained staff may give drugs to control epilepsy at school. If there are children for whom this 
may be a possibility, then training will be arranged via the school nurse. 
 
Cases of serious asthma and epilepsy attacks must be notified to the Headteacher. 

              
Incidents are reported in the appropriate book in the medical room, dated and initialled. 

 
 Epipens  
 

Mrs C Smith and Mrs D Nice and some other members of staff are trained to administer an Epipen.   
A list of children with severe allergies and who hold Epipens in school is kept on the medical register 
in the medical room and the individual children’s classes. The actual Epipen are kept in the cabinet 
in the medical room.  If a child with an allergic reaction goes into anaphylactic shock, a member of 
staff must stay with the child and put them in the recovery position whilst another member of staff is 
sent to obtain the Epipen and also an adult trained to administer the medicine (if either staff member 
is not qualified to do so). Once the Epipen has been administered, an ambulance and the child’s 
parents are to be called immediately by a member of the office staff.  

 
TREATMENT OF CHILDREN 

 
o Disposable gloves should be worn when dealing with incidents where blood or bodily fluids are 

evident. 
o Any tissues etc. with blood on should be ‘double-bagged’ and disposed of immediately, in one of the 

yellow sacks kept in the medical room by the person who dealt with the incident. There are nappy 
sacks for this purpose in the medical room. 

o Use water to wash cuts, grazes and eyes etc. The use of antiseptics is not necessary for the 
treatment of first aid wounds. 

o Leave wounds uncovered; covered with hypoallergenic plaster: or covered with lint and micropore 
tape. (ALWAYS CHECK WITH THE MEDICAL/SOCIAL REGISTER TO SEE IF A CHILD IS 
ALLERGIC TO PLASTERS). 

o DO NOT remove any foreign body in an eye, or splinter etc. Seek further advice from a trained First 
Aider. 

o DO NOT use eye baths. 
o Burns / scalds should be doused in cool water. Do not remove clothes, and watch for shock. 
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o Any minor incident that the parents need to be aware of should be recorded in the Accident Book in 
the Medical Room and a form completed to be taken home. Any major incident needs to be recorded 
on the Incident Form held by the Headteacher and a member of the SLT alerted. 

o Particular care should be taken over bumps on the head. All bumps to the head should be notified to 
parents immediately.  

o Any child who is unconscious should be put into the recovery position and this incident should be 
reported to the Headteacher. An ambulance should be summoned and parents informed by 
telephone. 

o Suspected broken bones should be reported to the Headteacher who will contact parents. Do not 
move children who may have broken bones in the leg or hips area or a suspected spinal injury. An 
ambulance will be summoned in these cases. 

o If it is necessary for St Gregory staff to take a child to hospital, staff should remain with the child until 
the parents arrive. If there is any doubt about the pupil’s fitness to travel by car, an ambulance 
should be called. 
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APPENDIX  AIDS and First Aiders      Commonsense guidelines 
 

1. First things first - First Aiders need to realise that normal first aid procedures do not put them at risk 
from AIDS. No case of AIDS infection has been reported from any part of the world as a result of 
mouth – to – mouth resuscitation, getting blood on intact skin, or cleaning up vomit, faeces or urine. 
However, since some infections are easier to catch than AIDS, such as Hepatitis B, it is important 
that first aiders follow good hygienic practices to safeguard themselves. The guidelines which follow 
are sufficient to control infection, including the transmission of AIDS. 

 
2. Cover cuts – cover your exposed cuts and grazes with a waterproof dressing.  

 
3. Don’t try to guess – you can’t guess who might have AIDS. Treat everyone with the same high 

standards of practice. 
 

4. Clean yourself and the patient – after first aid care, wash off surface blood with hot water and soap. 
If blood splashes in the eyes or mouth. Rinse immediately with lots of water and record that the 
event has taken place. 

 
5. Bleeding – apply pressure for 5-10 minutes with a clean cloth to stop bleeding. 

 
6. Mop up blood carefully – the blood of an infected person contains a high concentration of the AIDS 

virus and should be treated with special care if spillage occurs. Pour household bleach diluted with 
ten parts of water over the spill and leave it for 30 minutes if practical (remember that bleach is 
corrosive). Wearing plastic gloves, wipe up with disposable towels. Burn the towels or place in a 
plastic bag and dispose of safely. (Semen may also contain a high concentration of the AIDS virus). 

 
7. Clean clothes and crockery – normally wash dishes. Wash clothes and linen stained with blood or 

semen in the hot cycle of an ordinary washing machine (60 degrees centigrade or hotter). 
 

8. Don’t puncture yourself - avoid puncture wounds when giving care. If you do get a needle stick or 
other puncture wound, encourage the blood to flow freely, then wash with soap (not around eyes) 
and water, put on a dressing and record the incident. 

 
9. Don’t deny care – it is neither necessary nor humane to deny first aid to anyone for fear of catching 

AIDS since the risks to first aiders are so small as to be practically non – existent. 
 

10. Resuscitation – using an airway or resusciade is sensible for good Hygiene, but unnecessary for 
protection from AIDS. Never withhold mouth – to mouth resuscitation because an airway isn’t 
available. 
 

11. Look at your real risks – you won’t get AIDS from first aid care, but you could become infected 
because of your personal lifestyle. The real risk of AIDS comes from having sex with an infected 
person, or from sharing needles while injecting drugs. Look at your real risks, and make changes 
necessary to keep you safe. 

 
(from the LEA booklet, AIDS: A Guide to Schools) 
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St Gregory CEVC Primary School 

First Aid trained Staff are: 

 
Name of Staff Date of Training Name of Staff Date of Training 

Donna Ford 21.04.14 Caroline Meekings 21.04.14 

Janette Offa 21.04.14 Hannah Davis 21.04.14 

Maria Norman 21.04.14 Kate Smith 21.04.14 

Toni Seeley 21.04.14 Susan Smith 21.04.14 

* Natalie King  03.07.15 Joanne Shedden 17.07.15 

Alex Byford 04.01.16 Chloe Welsh 04.01.16 

Claire Risley 04.01.16 Claire Smith 04.01.16 

* Danielle Taylor 11.02.16 Jennie Ridley 04.01.16 

Maxine Hinshelwood 04.01.16 Nicky Megeath 04.01.16 

Sara Balls 04.01.16 Sue Moroney 04.01.16 

Vanessa Gane  04.01.16 * Danielle Taylor  11.02.16 

* Tracey Wright 11.02.16 Michelle Filmer  11.02.16 

Chris Tomkinson  11.04.16 Claudette Jones  11.04.16 

Daniel Woodrow 11.04.16 Debbie Nice 11.04.16 

Gillian Denton  11.04.16 Jackie Webb  11.04.16 

Jessica Fisher  11.04.16 Julie O’Mara 11.04.16 

Laura Williams 11.04.16 Louise Piper 11.04.16 

Matthew Kittle  11.04.16 Nickie Tamsett 11.04.16 

Sarah Esterhuyse  11.04.16 Tracy Pink  11.04.16 

Tracy Poole  11.04.16 Trish Halliday  11.04.16 

Trish Wingfield  11.04.16 Vicky Harris 11.04.16 

Wendie Farrelly  11.04.16 Steph Mcknight  11.04.16 

Vanessa Garrans  11.04.16 Justine Godsall  11.04.16 

Alison Mayes  11.04.16 Sarah Thomas  11.04.16 

Elaine Speller  11.04.16 Marissa Richards  11.04.16 

Sally Spooner 11.04.16 Julie Winger 11.04.16 

 

http://www.google.co.uk/imgres?imgurl=http://mysite.verizon.net/clarkos/sitebuildercontent/sitebuilderpictures/red-cross.gif&imgrefurl=http://mysite.verizon.net/clarkos/2006.05.01_arch.html&usg=__Z23j_0hIxvkGwdlhSiQpE7o3sFI=&h=286&w=286&sz=4&hl=en&start=3&zoom=1&tbnid=1R_sIEKjqBvShM:&tbnh=115&tbnw=115&prev=/images?q%3Dred%2Bcross%26um%3D1%26hl%3Den%26sa%3DN%26sout%3D1%26rlz%3D1T4ADRA_enGB337GB337%26tbs%3Disch:1&um=1&itbs=1
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* Paediatric First Aid  
 

 
 

 
 
 
 

 


