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Introduction  
 
Policy Statement 
Brookfield School will undertake to ensure compliance with the relevant legislation with regard to 
the provision of first aid for all employees and to ensure best practice by extending the 
arrangements as far as is reasonably practicable to children, the catering staff and others who may 
also be affected by our activities. 
 
Responsibility for first aid at Brookfield Community School is held by the Headteacher, who is 
referred to as the Responsible Manager.  
 
All first aid provision is arranged and managed in accordance with the First Aid Guidance - Schools 
September 2015 
 
All staff have a statutory obligation to follow and co-operate with the requirements of this policy.  
 
Aims & Objectives  
 
Our first aid policy requirements will be achieved by:  
 

• Carrying out a First Aid Needs Assessment to determine the first aid provision requirements 
for our premises  

o It is our policy to ensure that the First Aid Needs Assessment will be reviewed 
periodically or following any significant changes that may affect first aid provision 

o The Children’s Services First Aid Needs Assessment Form (Appendix 2 of First Aid 
Guidance – Schools) will be used to produce the First Aid Needs Assessment for 
our site 

• Ensuring that there are a sufficient number of trained first aid staff on duty and available for 
the numbers and risks on the premises in accordance with the First Aid Needs Assessment  
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• Ensuring that there are suitable and sufficient facilities and equipment available to 
administer first aid in accordance with the First Aid Needs Assessment  

• Ensuring the above provisions are clear and shared with all who may require them 
 

First Aid Training  
  
The responsible manager will ensure that appropriate numbers of first aid trained staff, emergency 
first aiders and paediatric first aid trained staff are nominated, as identified by completion of the 
First Aid Needs Assessment, and that they are adequately trained to meet their statutory duties. 
 
Emergency First Aiders (Those completing an approved emergency first aid course) 
 

At Brookfield School there are currently 12 members of staff with this certification, spread across 
teaching and support staff. 
 
They will be responsible for administering first aid, in accordance with their training, to those that 
become injured or fall ill whilst at work or on the premises. They may also have responsibility whilst 
assisting with a school trip or event. 
 
 

Qualified First Aiders (Those completing the HSE approved 3-day first aid course) 
 

At Brookfield School there are 2 members of staff with this certification, both always working in the 
First Aid room and present during the school day.   
 
 

They will be responsible for administering first aid, in accordance with their training, to those that 
become injured or fall ill whilst at work or on the premises.  There may also be other duties and 
responsibilities which are identified and delegated to the first aider (e.g. first aid kit inspections). 
 

• All 5 members of the Site Management Team are qualified emergency first aiders. They 
cover the school site for first aid out of main school hours and assist during the school day 
as required. 
 

 

First Aid Provision  

 
Our First Aid Needs Assessment has identified the following first aid kit requirements: 
 

• First aid kits are situated throughout the premises: 
(Technology and Food Technology Rooms, Science Laboratories/ Prep Room, Sports Hall, 
Music Block, Performance Studio, Site Office, House Leaders, Staff Room, Reception, F3, K6, 
ICT, SSC Kitchen, CLC3).  
• 10 travel first aid kits available. 

o These travel first aid kits will be located in the School first aid Room G Block  
• A First Aid ‘grab bag’ is situated in the School reception and first aid room. 

 

It is the responsibility of the First Aid room staff to check the contents of all first aid kits every term 
and record findings on the Children’s Services First Aid Kit Checklist (CSAF-003).  Completed 
checklists are to be stored in the first aid room. 
 

The contents of first aid kits are listed under the ‘required quantity’ column on the checklist itself. 
 

The First Aid room is designated as the room for treatment, sickness and the administering of first 
aid.  The first aid room has the following facilities: 
 

1 adjustable first aid couch (with privacy curtains), running water, first aid kit and extra supplies, 
portable defibrillator, eye wash facilities, wheel chair, fridge for medical supplies and student 
medication , telephone and chairs. 
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• A second portable defibrillator is situated in the School Admin Office adjacent to Reception 
 

 Emergency Arrangements  
 
Upon being summoned in the event of an accident, the first aider is to take charge of the first aid 
administration/emergency treatment commensurate with their training.  Following their assessment 
of the injured person, they are to administer appropriate first aid and make a balanced judgement 
as to whether there is a requirement to call an ambulance.   
 
The injured person should not be moved if there is any possibility of a spinal or neck injury.  
The first aider is to always call an ambulance on the following occasions: 
 

• In the event of a serious injury  
• In the event of any significant head injury 
• In the event of a period of unconsciousness 
• Whenever there is the possibility of a fracture or where this is suspected 
• Whenever the first aider is unsure of the severity of the injuries 
• Whenever the first aider is unsure of the correct treatment 
• In the event of a severe allergic reaction or following the administration of an Epipen 
• In the event of the person having difficulty breathing 
• Severe seizure if person has not had a seizure previously 

 

In the event of an accident involving a child, where appropriate, it is our policy to always notify 
parents/carers of their child’s accident if it: 
 

• is considered to be a serious (or more than minor) injury 
• requires more than minor first aid treatment 
• requires attendance at hospital 
• If there has been an injury to the head 

 
In the event of a serious accident/injury or illness and an ambulance is required Reception staff are 
responsible making the 999 call and then contacting the parent.  Following this Reception staff will 
notify the Headteacher or in their absence, a member of SLT. The member of SLT will then 
assume control of the situation.   
 
Our procedure for notifying parents/carers will be to use all telephone numbers available to contact 
them and leave a message should the parents not be contactable. 
 
In the event that parents/carer cannot be contacted and a message has been left, our policy will be 
to continue to attempt to make contact with the parents every hour.  In the interim, we will ensure 
that the qualified first aider or another member of staff remains with the child in the first aid room 
until the parents/carer can be contacted and arrive (as required).  
 
In the event that the child requires hospital treatment and the parents can not be contacted prior to 
attendance, the qualified first aider or another member of staff will accompany the child to hospital 
and remain with them until the parents can be contacted and arrive at the hospital. 
 

Records  
 
All accidents requiring first aid treatment are to be recorded with (at least) the following information: 
 

• Name of injured person 
• Name of the qualified/emergency first aider  
• Date of the accident 
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• Type of accident (eg. bump on head etc) 
• Treatment provided and action taken 

All accidents requiring hospital treatment will be reported to Children’s Services in accordance with 
CSHST procedures using the online reporting form. 
 
Appendices:   Appendix A: Administration of Medicines 
            Appendix B: Administering Prescribed Medication 
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Policy Statement 
Brookfield School will undertake to ensure compliance with the relevant legislation and guidance in 
Supporting Pupils at School with Medical conditions Dec 2015 produced by the DfE regarding the 
management of medicines on school premises. Responsibility for all administration of medicines at 
Brookfield School is held by Mr S Parkes who is the responsible manager. 
 
It is our policy to ensure that all medical information will be treated confidentially by the responsible 
manager and staff.  All staff have a duty of care to follow and co-operate with the requirements of 
this policy.  
 
Aims & Objectives  
 
Our administration of medicine requirements will be achieved by:  

• Establishing principles for safe practice in the management and administration of: 
 prescribed medicines 
 non-prescribed medicines 
 maintenance drugs 
 emergency medicine  

• Providing clear guidance to all staff on the administration of medicines 
• Ensuring that there are sufficient numbers of appropriately trained staff to manage and 

administer medicines  
• Ensuring that there are suitable and sufficient facilities and equipment available to aid the 

safe management and administration of medicines 
• Ensuring the above provisions are clear and shared with all who may require them 
• Ensuring the policy is reviewed 3 yearly or following any significant change which may 

affect the management or administration of medicines 
 

Administration 
  
The administration of medicines is the overall responsibility of the parents.  The Headteacher is 
responsible for ensuring students are supported with their medical needs whilst on site, and this 
may include managing medicines where appropriate and agreed with parents. 
 
Routine Administration  
 
Prescribed medicines 

• It is our policy to manage prescribed medicines (e.g. antibiotics, inhalers) where 
appropriate following consultation and agreement with, and written consent from the 
parents. 

• Prescribed medication is kept in the First Aid room.  
• The school will only accept prescribed medicines if they 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 still be 
in date, but will generally be available to schools inside an insulin pen or a pump, rather 
than in its original container. 

 
Appendix A: 

Administration of Medicines  
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• See Appendix B: Administering Prescribed Medication 

 
Non-prescribed medicines 

• It is our policy that students will not carry medicines around the school (except Epipens and 
inhalers). 

• Students under 16 years old are never to be administered aspirin or medicines containing 
Ibruprofen unless prescribed by a doctor 

• Responsibility for decision-making about the administration of all non-prescribed medicines 
will always be at the discretion of the responsible manager who may decide to administer 
under certain miscellaneous or exceptional circumstances. Consent from the parent will be 
obtained first, if this is deemed necessary. 

 
 
Maintenance drugs 

• It is our policy to manage the administration of maintenance drugs (e.g. Insulin) as 
appropriate following consultation and agreement with, and written consent from the 
parents.  On such occasions, a health care plan will be written for the student concerned. 

• Insulin must be stored in the first aid room and not carried around the school by the 
student. 

 
Non-Routine Administration 
 
Emergency medicine 

• It is our policy (where appropriate) to manage the administration of emergency medicines 
such as (for example): 

• Injections of adrenaline for acute allergic reactions 
• Injections of Glucagan for diabetic hypoglycaemia   

• A health care plan will be completed for any student who requires emergency medicines to 
be held in school 

• In all cases, professional training and guidance from a competent source will be received 
before commitment to such administration is accepted  

 
Procedure for Administration 
 
When deciding upon the administration of medicine needs for students, the First Aid room staff will 
discuss this with the parents concerned and make reasonable decisions about the level of care 
required and a health care plan will be completed if required. 
 
Any student required to have medicines will have an ‘administration of medicines/treatment’ 
consent form completed by the parent and kept on file.   
 
Individual health care plans will be completed for children as required and reviewed periodically in 
discussion with the parents to ensure their continuous suitability. 
 
For any student receiving medicines, a ‘record of prescribed medicines’ sheet will be completed 
each time the medicine is administered and this will be kept on file. 
 
If a student refuses to take medication the parents will be informed at the earliest available 
opportunity. 
 
Contacting Emergency Services 
 
When a medical condition causes the student to become ill and/or requires emergency 
administration of medicines, then an ambulance will be summoned at the earliest opportunity. This 
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the responsibility of either the attending first aider or reception, depending on the severity of the 
situation.  
 
Reception staff will then contact the parents, and then a member of SLT.  The contacted member 
of SLT will assume ‘control’ of the situation.  
 
First Aid Accommodation 
 
The First Aid room will be used for medicine administration/treatment purposes. The room will be 
made available when required. 
 
Training 
 
Where staff are required to carry out non-routine or more specialised administration of medicines 
or emergency treatment to students, appropriate professional training and guidance from a 
competent source will be sought before commitment to such administration is accepted.    
 
A ‘staff training record’ sheet will be completed to document the level of training undertaken.   
 
Such training will form part of the overall training plan and refresher training will be scheduled at 
appropriate intervals. 
   
Storage 
 
The storage of medicines is the overall responsibility of the Headteacher who will ensure that 
arrangements are in place to store medicines safely.   
 

• Prescribed medication will be kept in the First Aid room. It must be in the original container 
as dispensed from the chemist, clearly labelled with the name of the student, the name and 
dose of the medicine and the frequency of administration. 

 
 
It is the responsibility of all staff to ensure that the received medicine container is clearly labelled 
with the name of the student, the name and dose of the medicine and the frequency of 
administration.   
 
It is the responsibility of the parents to provide medicine that is in date.  This should be agreed with 
the parents at the time of acceptance of on-site administration responsibilities. 
 
Disposal 
 
It is not Brookfield School’s responsibility to dispose of medicines.  It is the responsibility of the 
parents to ensure that all medicines no longer required including those which have date-expired 
are returned to a pharmacy for safe disposal. This medication is returned to the student at the end 
of the school day. 
In exceptional circumstances parents may request that medicines are disposed of on their behalf 
and this can be arranged by the school first aid team. A record is kept of any medicines disposed 
of by school staff. 
 
‘Sharps boxes’ will always be used for the disposal of needles.  Collection and disposal of the 
boxes will be locally arranged as appropriate. 
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1. Any prescribed medication must be handed into the school in the original packaging as 
dispensed from the chemist, clearly labelled with the name of the student, the name and 
dose of the medicine and the frequency of administration. 

 
2. The amount of medication must be recorded in the ‘medicines received’ book. 

3. The parent/guardian must sign a consent form. 

4. The student needs to attend the First Aid room at the correct time for their medication. 

5. When the medication is administered the medication register must be completed and 

signed by the member of staff administering the medication. 

6. If a controlled drug is administered the student must countersign the medication register. 

7. Any prescribed medication which is no longer required must be returned to the student. 

8. In exceptional circumstances the parent/guardian requests that the medication is to be 

disposed of. In these cases the medication is taken to the chemist by a member of the First 

Aid room team. 

9. Any medication which is returned to the student or disposed of by a member of the First Aid 

room team and must be recorded in the medication book. 

10. The expiry dates of prescribed medication should be checked on a regular basis and if 

necessary, replaced by the parent/guardian. 

 

 

 
Appendix B 

Administration of Prescribed 
Medication  


