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First Aid and Medical Emergency Protocol 

Created October 2021 

This policy document needs to read in conjunction with the school’s safeguarding policy, whistleblowing 
policy, intimate care policy, Supporting Pupils at School with Medical Conditions. 

Contents  

First Aid in Oak Lodge School and Phoenix House ................................................................ 2 

 
Roles and Responsibilities ....................................................................................................... 3 

Governors ................................................................................................................................. 3 

The Head Teacher.................................................................................................................... 3 

Medical Lead ............................................................................................................................ 3 

First Aiders ............................................................................................................................... 3 

All School staff .......................................................................................................................... 3 

 
Who can administer first aid? ................................................................................................... 4 

Reporting and Recording .......................................................................................................... 5 

Emergency Procedure for Calling an Ambulance ................................................................... 5 

Common Illnesses ..................................................................................................................... 6 

Standard First Aid Kit Requirements ....................................................................................... 7 

Public Service Vehicle Requirements ...................................................................................... 7 

 
Appendices ................................................................................................................................. 8 

Appendix A. Location of First Aid Kits ....................................................................................... 8 

Appendix B. First Aider Poster ................................................................................................. 9 

Appendix C.1 Accident Report Book ...................................................................................... 10 

Appendix C.2 Accident Record ............................................................................................... 11 

Appendix C.3 WBC Form TC1297B ....................................................................................... 12 

Appendix D. Public Health England Exclusion Table for Schools. .......................................... 16 

 
Additional Reading and Guidance .......................................................................................... 18 

DfEE Guidance: First Aid for Schools ..................................................................................... 18 

The Health and Safety (First-Aid) Regulations 1981. Guidance on Regulation ...................... 18 

Public Health England Guidance: Health protection in schools and other childcare facilities . 18 

St John Ambulance First Aid Guides and Advice ................................................................... 18 

Public Health England Guidance: Health protection in schools and other childcare facilities . 18 



 

2 

First Aid in Oak Lodge School and Phoenix House 
 

Oak Lodge School and Phoenix House are committed to providing emergency first aid provision in order 
to deal with accidents and incidents affecting pupils, employees and visitors. First Aid will be 
administered to any individual in need and does not require any form of written or parental consent. 
Should any individual refuse First Aid, this will be logged via an accident form and parents notified.  

We have suitably stocked First Aid boxes stored across the school (Appendix A), which are checked and 
restocked monthly by the Medical Lead. Travel First Aid kits are kept in the school Medical Room and 
must be taken on all visits/trips with pupils. Latex gloves and plasters will not be used on site due to 
common allergies.  

We have suitably detailed and current risk assessments for all pupils in school and for specific trips and 
activities. 

First aiders’ names and date of their most recent training are listed in the school’s training record. A 
poster of current First Aiders and photos is publicised across the school (Appendix B). 

The school’s designated First Aid/medical rooms are clearly marked by a sign on the door and are 
confidential rooms with access to running water and a fully stocked first aid supply. 

All staff working at Oak Lodge School know that, when in doubt, calling 999 is the most appropriate and 
safe course of action. 
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Roles and Responsibilities 
 

Governors 
 
Governors are required to develop policies to cover their own school. This should be based on a suitable 
and sufficient risk assessment carried out by a competent person. The Governors have a general 
responsibility for all of the school’s policies and should follow the Health and Safety policies and 
procedures produced by the LEA. 

The Head Teacher 
 
The Head Teacher has overall responsibility for the provision of First Aid within the school. They 
responsible for putting the governing body’s policy into practice and developing detailed procedures. 
They will identify an appointed person who has the overall responsibility for the organisation of First Aid 
across the school. 

Medical Lead 
 
The Medical Lead has a duty to ensure the policy and procedures are followed across the school. They 
must work with the Head of Care and Head Teacher to feedback any issues regarding the day-to-day 
implementation of policy.  

In addition to this they must:  

• check and restock First Aid kits on a regular basis 

• ensure that First Aid boxes are located across the school site and staff are aware of where these are 
located 

• ensure that First Aid boxes are available on all school mini-buses  

• ensure that First Aid boxes are available to take on all educational visits/off-site visits (to include 
emergency asthma kits)  

• ensure that sufficient personnel are trained in First Aid procedures at all times ensuring CPD needs are 
addressed to secure currency within training requirements  

• ensure staff qualifications are, and remain, in date and current (e.g. First Aid at Work Certificates are 
valid for three years). 

First Aiders 
 

First Aiders must complete a training course that is approved by the Health and Safety Executive 
(HSE). Within school they must give immediate help to casualties and seek professional help when 
required, such as calling an ambulance. First Aiders are expected to keep up to date with current First 
Aid practices.  

All School staff 
 

All staff are expected to use their best endeavors at all times, particularly in emergencies, to ensure 
the welfare of students in the same way a parent would be expected to act towards their own children. 
The consequences of taking no action are likely to be more serious than those of trying to assist in an 
emergency.  

In the instance of an emergency when a First Aider is present, all staff have a duty to follow the 
directions of the First Aider regardless of their role or status within the school.  
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Who can administer first aid? 
 

First Aid within Oak Lodge and Phoenix House is divided into three categories (fig. A). 

Minor Treatment  

Injuries that require basic care such as cleaning; a plaster applied; reassuring the student. This can be 
carried out by any member of staff with training in Basic First Aid or Paediatric First Aid.   

Assessment and Treatment   

Any injury or incident that requires an assessment such as a swollen ankle, head bump etc. Any injury 
that occurs to the face and eyes. This must be carried out by a fully qualified First Aider (three-day 
course renewed every three years). 

Emergent 

Any incident or injury that puts the student in immediate danger where action must be taken as soon as 
possible, and inaction could cause serious injury or death. Such as a burn, asthma attack, serious bleed, 
or choking. This can be carried out by any member or staff. A First Aider must be called for, but 
treatment may be carried out before they arrive. 

Emergent Care protocol 

• Stay with the casualty and call/send for help. 

• Do not move the casualty unless in immediate danger. 

• Begin treatment if possible (e.g. run burn under cold water, apply pressure to a bleed). 

• Call for an Ambulance if required. 

 

Fig A 
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Reporting and Recording 
 
Minor Treatment depending on the treatment provided, it is likely a record is not required. First Aid slips 
are available in the Medical Room to notify parents of minor treatment (Appendix C). 

Assessment and Treatment that does not require hospital attendance should be recorded via the 
Accident Logbook (Appendix D), and parents should be notified via letter, email, text, or phone call 
detailing; what happened, what treatment was given, and if any further medical advice should be sought.  

Should a student require hospital treatment, a Wandsworth Internal Report of an Accident, Assault or 
Near Miss to a non-employee (WBC Form TC1297B) (Appendix E) should be completed and parents 
contacted by phone call/video call at the earliest possible time.  

Should a member of staff have an accident that requires hospital treatment a Wandsworth Internal 
Report of an Accident, Assault or Near Miss to an employee should be completed (WBC Form 
TC1297A) should be completed. 

Emergent Assessment and Treatment that does not require hospital should be recorded via the 
Accident Logbook and parents should be contacted as soon as possible to notify them of what has 
happened, the treatment provided, and if any further medical advice is needed. Should a student require 
hospital treatment, Internal Report of an Accident, Assault or Near Miss to a non-employee (WBC Form 
TC1297B) (Appendix E) should be completed and parents contacted by phone call/video call at the 
earliest possible time. 

 

Emergency Procedure for Calling an Ambulance 
 

All members of the school community have a duty of care to call for an ambulance should any individual 
require urgent care. All staff will be made aware of any student with specific conditions that require 
treatment within the school first (eg. Asthma, Epilepsy).  

1. Who can call 999? 
Any member of staff can call 999 on any phone including personal mobiles. The person making the call 
should be with the student.  

DO NOT WAIT FOR PERMISSION FROM A SENIOR MEMBER OF STAFF. 

DO NOT SEEK PERMISSION FROM PARENTS. 

USE YOUR KNOWLEDGE OF THE INDIVIDUAL’S HEALTH CARE PLAN. 

2. Who takes charge? 
The first person to identify the casualty should stay with them and call for an ambulance if they believe it 
necessary. As soon as possible a First Aider should be sent for. 
The First Aider who attends to the casualty first, is responsible for taking charge of the emergency and 
will direct other staff. All staff have a duty to follow the directions of the First Aider regardless of their role 
or status within the school. 
 
3. What happens next? 
Do not move the student unless it is necessary due to imminent danger. Do not leave the student. When 
able, send a member of staff to notify a member of SLT that an ambulance has been called and why. 
Send a member of staff to meet and direct the ambulance and crew to the student. The SLT member will 
inform the school office and the parents. Admin staff will be required print the student’s medical overview 
from SIMs and hand it to the staff member accompanying them to hospital. The senior member of staff 
will designate a member of staff to travel in the ambulance to hospital. Staff will stay in touch via mobile 
phone until the parent arrives at hospital 
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Common Illnesses 
 

Caring for students who are unwell is the responsibility of the child’s parent. Should a student become 
unwell and unable to remain in school they should be collected as soon as possible. 

Vomiting and Diarrhoea   

Any student who is vomits or is suffering from diarrhoea must remain at home for 48 hours after the last 
incident in order to further prevent the spread of illness. E.g. If a student last vomited on Monday at 3pm, 
they cannot return to school until Thursday.  

Chicken Pox 

Any student with chicken pox should remain at home for 5 days after the initial rash appears. In addition 
to this prior to returning to school the rash must be dry. A letter will be distributed notifying all families 
that there has been a case of chicken pox and detail symptoms to watch out for in their own children. 
Staff with a compromised immune system or who are pregnant should contact their medical provider for 
specific guidance.  

Coughs and colds 

If the student is able to fully participate in the school day they are welcome to remain in school and 
continue to practice good personal hygiene. If they are not feeling well enough to participate they should 
remain at home until they have recovered. We are unable to offer spaces for students to rest on their 
own, nor can we administer any home remedies.  

Head Lice 

Any student identified as having head lice should remain in class and should not be excluded from any 
school activities. The parents of the student should be notified via the pastoral team that their child has 
head lice. A letter for all families notifying them that there has been a case of head lice and 
recommended treatment should be distributed.  

Infections 

Students with minor infections (eg. ears, throat, eyes, dental) that have been seen by their medical 
provider may remain in school if they do not have a temperature and are able to fully participate in the 
school day. Antibiotics or other medicines that require administration during the day must be provided in 
their original packaging with a legible prescription label. Please see ‘Supporting Students in School with 
Medical Conditions’ for further details.  

Epidemic/Pandemic 

In the case of a pandemic or global health concern (such as swine flu, covid19, SARS) Oak Lodge 
School and Phoenix House will follow the advice, procedure and guidelines provided by Wandsworth 
Council, Department of Health England, the NHS and British Government.  

 

 

 

 

 

 

 



 

7 

Standard First Aid Kit Requirements 
 
First aid kits should contain the following items as standard: 
 

 Saline wipes, foil packaged 
 Sterile eyewash pods 
 Eye dressing 
 Plasters in a varity of different sizes 
 Triangular bandage 

 Small, medium, and large sterile gauze dressing 
 Disposable gloves 
 Biohazard yellow bag 

 Face shield 

 

Public Service Vehicle Requirements 
 
Transport regulations require that all minibuses and public service vehicles used either as an express 
carriage or contract carriage have on board a First Aid container with the following items: 

 10 Saline wipes, foil packaged 
 1 conforming disposable bandage (not less than 7.5cm wide) 
 2 triangular bandages 
 1 packet of 24 assorted adhesive dressings 
 3 large sterile unmedicated ambulance dressings (not less than 15cm x 20cm) 
 Disposable gloves 
 Biohazard yellow bag 
 Face shield 
 2 sterile eye pads, with attachments 
 12 assorted safety pins 
 1 pair of rustless blunt-ended scissors. 
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Appendices  
Appendix A. Location of First Aid Kits 
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Appendix B. First Aider Poster 
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Appendix C.1 Accident Report Book 
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Appendix C.2 Accident Record 
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Appendix C.3 WBC Form TC1297B 
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Useful Resources and Further Guidance 
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Appendix D. Public Health England Exclusion Table for Schools. 
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Additional Reading and Guidance 
 

DfEE Guidance: First Aid for Schools 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/30637
0/guidance_on_first_aid_for_schools.pdf 

 

The Health and Safety (First-Aid) Regulations 1981. Guidance on Regulation 
https://www.hse.gov.uk/pubns/priced/l74.pdf 

 

Public Health England Guidance: Health protection in schools and other childcare 
facilities 
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities 

 

St John Ambulance First Aid Guides and Advice 
https://www.sja.org.uk/get-advice/ 

 
Public Health England Guidance: Health protection in schools and other childcare 
facilities 
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities 

 

 


