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Policy Statement  
 
At Embley, we are committed, so far as is reasonably practicable, to ensuring that all members of the 
Embley community, including pupils in the Early Years Foundation Stage (EYFS), boarders, staff, 
volunteers and visitors, have access to appropriate and timely first aid in the event of injury, illness or 
a medical emergency during all activities undertaken by the school. 
 
Overall responsibility for first aid arrangements at Embley rests with the Headmaster, who is the 
Responsible Manager. First aid matters are managed on behalf of, and under the direction of, the 
Headmaster, with operational support provided by the Health and Safety Coordinator(s) and United 
Learning Group. Together, they are responsible for ensuring that appropriate first aid provision, 
procedures and training arrangements are maintained throughout Embley.  
 
The primary responsibility for a pupil's health and medical needs rests with their parents/carers. 
Parents/carers are responsible for providing the school with accurate and up to date information 
regarding any medical conditions, treatments, allergies or medication requirements, and for 
informing the school promptly of any changes to a pupil's medical circumstances. 
 
Embley, supported by United Learning Group, will ensure that any serious accident, injury to, or 
death of a child in its care, and any significant event relating to the administration of medicines, is 
reported and managed in accordance with statutory requirements and relevant regulatory guidance.  
 
Any required notifications to Ofsted, the Independent Schools Inspectorate (ISI) or other relevant 
authorities will be made by the appropriate responsible person within the prescribed timescales. 
 
Through the implementation of this policy, Embley seeks to promote the health, safety and wellbeing 
of all members of the school community and to ensure that every individual receives appropriate 
care and support when required. 
 
This document is available to all interested parties on our website and on request from the Senior or 
Prep School offices and should be read in conjunction with the following documents:  
 

• Supporting Pupils with Medical Conditions Policy  

• Allergy and Anaphylaxis Policy  

• Equal Opportunities Policy  

• Safeguarding Policy  

• Educational Visits Policy  

• Risk Assessments 
• Mental Health & Wellbeing Policy  
• SEN Policy  
• Medical Information Recording Procedure 

 
Aims & Objectives  
 
The aims of this policy are to ensure that: 
 

• All members of the school community understand the procedures to follow in the event of 
an accident, injury or illness and are aware of the support available. 

• Staff receive appropriate first aid training and, where necessary, additional training to 
support pupils with specific medical needs. 



 
• Effective systems are in place to identify and support pupils with medical conditions. 
• Medicines are recorded, stored, handled and administered safely and responsibly. 
• Suitable first aid provision is always available, both on school premises and during off-site 

activities, visits and trips. 
• All accidents, injuries, illnesses and incidents requiring medical assistance are appropriately 

recorded. 
• Effective communication is maintained between the school, parents/carers and healthcare 

professionals, with parents responsible for ensuring medical information remains current. 
 
All staff, regardless of whether they hold a formal first aid qualification, share responsibility for the 
welfare of pupils and are expected to: 
 

• Be familiar with the school’s first aid arrangements and know how to contact a qualified First 
Aider. 

• Ensure that pupils receive prompt medical attention where there is any reasonable concern 
regarding injury or illness, recognising that safety is always paramount. 

• Understand their duty of care and responsibilities in loco parentis, including taking 
appropriate action in emergencies both on and off site. 

• Support the School in ensuring that pupils and parents/carers are aware of relevant first aid 
procedures. 

 
Embley is committed to the fair and consistent application of this policy and will ensure that it is 
implemented in accordance with the Equality Act 2010. The school seeks to achieve this through 
adherence to the procedures and guidance set out within this policy. 
  
Roles & Responsibilities  
 
United Learning Group and Embley’s Local Governing Body   

United Learning Group has ultimate responsibility for health and safety matters in the school, but 
delegate’s operational matters and day to day tasks to the Headmaster and designated school staff. 
The United Learning Group is responsible for ensuring that incidents meeting statutory reporting 

criteria are reported to the Health and Safety Executive (HSE) under the Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations (RIDDOR), where required and with support from 

the school. Embley’s Local Governing Body is responsible for reviewing this policy and monitoring its 

implementation in practice to ensure it remains effective and compliant. 

 
 
Headmaster 
The Headmaster has overall responsibility for the implementation of this policy and may delegate 
specific first aid responsibilities to appropriately trained members of staff. The Headmaster will 
ensure that suitable facilities, accommodation and resources are available and maintained to meet 
the medical and first aid needs of pupils and that staff practices comply with the requirements of this 
policy. 
 
Senior Leadership Team  
The Senior Leadership Team (SLT) is responsible for carrying out and reviewing the First Aid & 
Medical Needs Assessment form with support from the Health & Safety Coordinator. This assessment 
will be reviewed annually or whenever significant changes occur that may affect the school's first aid 
requirements. They will ensure that an appropriate number of appointed persons and trained first 
aid personnel are always present in the school and that first aiders have an appropriate qualification. 
 



 
The SLT will ensure that all staff are aware of first aid procedures and have access to relevant risk 
assessments. They will ensure that this First Aid Policy is understood in conjunction with the 
Supporting Pupils with Medical Conditions Policy and Allergy and Anaphylaxis Policy.  
 
Health & Safety Coordinator(s)   
The Health & Safety Coordinator is responsible for ensuring compliance, as outlined in the First Aid 
Needs Assessment Form. They must coordinate staff training requirements as directed by the SLT 
and keep a record of staff training, ensuring it remains up to date. They will ensure that the list of 
first aiders is displayed for all staff in relevant locations around site, including the Health & Safety 
Notice Boards and Medical Rooms.  
 
The Health and Safety Coordinator will monitor first aid arrangements and staff practice and will 
periodically review procedures to ensure their effectiveness. This will include the examination of 
accident reports, near-miss reports, accident investigations, first aid training records and certificates, 
medical facilities and inspection records for first aid kits, automated external defibrillators (AEDs), 
school owned emergency medical kits for adrenaline auto-injectors and salbutamol reliever inhalers.  
The Health and Safety Coordinator will also undertake periodic compliance checks and monitor that 
suitable and sufficient risk assessments are in place, are current, and that appropriate control 
measures are being effectively implemented. 
 
The Health & Safety Coordinator will periodically review procedures and report to the Health & 
Safety Committee on a termly basis.  
 
They will review this policy annually or following any significant changes that may affect first aid 
provision. 
 
The Health & Safety Coordinator will complete training in Supporting Pupils with Medical Conditions 
and Giving Medication and will renew this training at least every three years, or sooner where 
required by changes in legislation, guidance or School procedures. 
 
School Matron 
The School Matron is based in the Surgery on the Senior School site but also provides guidance and 
support to the Prep School Office staff who are responsible for first aid provision. 
 
The School Matron is registered with the Nursing and Midwifery Council (NMC) and will always act 
within their scope of practice and adhere to the NMC Code of Conduct. The Headmaster's Executive 
Assistant verifies the Matron's NMC registration annually. 
 
The School Matron will adhere to the school's confidentiality arrangements, possess the appropriate 
qualifications, training and experience for the role, and have access to professional guidance and 
consultation through the school's GP Practice, Abbeywell Surgery, Romsey. In carrying out their 
duties, the School Matron will maintain appropriate professional standards of confidentiality and 
information sharing in accordance with their professional code of conduct, data protection legislation 
and the school's safeguarding responsibilities. 
 
The School Matron will support staff to remain competent in carrying out their first aid 
responsibilities and will act as the first point of contact for first aid and medical concerns. 
 
The School Matron will ensure that first aid kits are adequately stocked, maintained and replenished 
as required, including the provision of suitable first aid kits for educational visits, trips and other off-
site activities. The school’s trip leaders are responsible for providing the Matron with details of the 
visit, including the destination, activities, duration, number of participants and any known medical 



 
needs, to enable appropriate first aid equipment and medical supplies to be provided based on the 
assessed risks of the visit. 
 
The School Matron is responsible for recording the administration of medicines in accordance with 
School procedures and requirements. 
 
The School Matron is also responsible for collecting and reviewing medical information obtained 
through the admissions process and other parental communications, and for preparing Individual 
Healthcare Plans (IHPs), allergy management plans and other relevant healthcare documentation.  
 
The School Matron will ensure that information relating to allergies, dietary requirements, asthma 
and other significant medical conditions is communicated to relevant staff, catering providers and 
other appropriate persons, and is displayed or made available in designated locations where 
necessary to safeguard pupils. 
 
The School Matron will undertake and maintain inspection records for first aid kits, Automated 
External Defibrillators (AEDs), emergency asthma kits and emergency anaphylaxis kits, ensuring that 
they are suitably located, appropriately stored, in good condition, within expiry dates and 
replenished as required. 
 
Medical Administrator(s) 
The Medical Administrator provides administrative support to the School Matron and assists in the 
effective management of the school's medical provision. Responsibilities include maintaining medical 
records, consent information and other healthcare documentation; processing and updating medical 
information received from parents/carers; and ensuring that relevant systems, including the school’s 
MIS system iSAMS, are accurate and up to date. 
 
The Medical Administrator supports the administration and review of Individual Healthcare Plans 
(IHPs), allergy management plans and other medical documentation, and assists in communicating 
relevant medical information to staff where appropriate. The Medical Administrator also supports 
the maintenance of medical records, reporting processes and documentation to help ensure 
compliance with the school's policies and procedures relating to first aid and medical care. 
 
The Medical Administrator will complete training in Supporting Pupils with Medical Conditions and 
Giving Medication and will renew this training at least every three years, or sooner where required 
by changes in legislation, guidance or school procedures. 
 
First Aid & Medically Trained Staff 
First Aiders are responsible for providing an immediate response to incidents involving injury or 
illness. They will assess the situation, administer appropriate first aid within the limits of their 
training and competence, and arrange for an ambulance or other emergency medical assistance 
where required. First Aiders will ensure that parents/carers are informed of incidents involving pupils 
and, where necessary, make arrangements for pupils to return home or receive further medical 
attention. 
 
Staff trained to support specific medical conditions, such as diabetes, epilepsy and other identified 
healthcare needs, are responsible for delivering care in accordance with the pupil's healthcare plan 
and the training they have received. Staff must not undertake medical support duties unless they 
have received appropriate training and been assessed as competent. 
 
All First Aiders and medically trained staff are responsible for recording incidents and treatments 
provided, ensuring that accident reports are completed on the day of the incident or as soon as 



 
reasonably practicable thereafter, and reporting any concerns relating to health, safety, or medical 
provision to the appropriate manager. 
 
School Staff 
All staff are responsible for familiarising themselves with the school's first aid arrangements, 
including the location of first aid equipment and the identity of the school's First Aiders. Staff must 
follow the school's first aid procedures and seek assistance from a First Aider whenever appropriate. 
 
Where a First Aider or appointed person is not called to attend an incident, staff are responsible for 
completing an accident report as soon as reasonably practicable. Staff must also inform their Line 
Manager of any personal health conditions, disabilities, allergies, or specific first aid requirements 
that may affect their work or require support in an emergency. Staff are expected to cooperate with 
the school's arrangements for managing medical conditions and promoting health and safety. 
 
First Aid and Medical Needs Assessment 
 
The school undertakes a First Aid and Medical Needs Assessment to ensure that first aid provision 
remains suitable and sufficient for the needs of pupils, staff, visitors and contractors. The assessment 
considers the nature of the school's activities, the size and layout of the site, accident and incident 
trends, the medical needs of pupils and staff, educational visits, boarding provision, emergency 
response arrangements, and the availability of trained first aid personnel and equipment.  
 
The assessment is completed annually by the Health and Safety Coordinator in consultation with the 
School Matron and SLT. It will also be reviewed whenever significant changes occur that may affect 
first aid provision, including changes to staffing, pupil needs, buildings, activities, educational visits, 
accident trends or legal requirements. The outcomes of the assessment are used to determine the 
level of first aid cover, training, equipment, facilities and emergency arrangements required across 
the school 
 
Training 
 
Training needs are identified through the school's First Aid and Medical Needs Assessment and 
reviewed annually, or sooner where changes in staffing, pupil needs, activities, incidents, or 
legislation require.  
 
Various staff throughout the school are appointed as First Aiders and receive Emergency First Aid at 
Work (EFAW) training. Staff working within the EYFS provision hold Paediatric First Aid qualifications 
where required. As good practice, the school also provides First Aid at Work (FAW) training to several 
staff to ensure enhanced first aid provision across the site. First aid qualifications are renewed every 
three years, and annual refresher training is provided to maintain competence and confidence. In 
addition, selected staff receive training to support pupils with specific medical conditions, including 
diabetes, epilepsy, mental health and wellbeing, and other identified healthcare needs. Staff must be 
appropriately trained and deemed competent before taking responsibility for supporting pupils with 
medical conditions. 
 
The Health and Safety Coordinator(s) oversee first aid arrangements, ensuring qualifications remain 
valid, records are maintained, first aid information is communicated to staff, and sufficient first aid 
cover is available during the school day, boarding activities, educational visits and EYFS provision. At 
least one suitably qualified paediatric first aider is always available where EYFS pupils are present. 
 
First Aid Facilities and Equipment 
 



 
The school's First Aid and Medical Needs Assessment determines the number, location and contents 
of first aid kits and facilities required across the site. First aid kits are stocked according to the risks 
and anticipated level of use within each area and are checked at least termly, or more frequently 
where necessary. The School Matron is responsible for inspecting, replenishing and recording stock 
levels using the First Aid Kit Checklist and for ensuring adequate first aid supplies and personal 
protective equipment (PPE) are always available. 
 
The school provides suitable first aid facilities and resources to support the treatment of illness and 
injury. A dedicated Medical Room is available at the Prep School, and a fully equipped Medical Centre 
is available at the Senior School. These facilities are used for the assessment, treatment, supervision 
and care of pupils and staff who are injured or unwell. 
 
First aid facilities include: 
 

• Suitably stocked first aid kits located throughout the school. 
• Emergency asthma and anaphylaxis kits owned and maintained by the school. 
• Automated External Defibrillator’s (AED’s)  
• Personal protective equipment (PPE). 
• Access to running water. 
• Medical supplies and first aid consumables. 
• Access to a computer for recording accidents, maintaining medical records and reviewing 

pupil healthcare information and care plans. 
• Cleaning materials for managing bodily fluid spillages. 
• Portable first aid kits for educational visits, sporting activities and school minibuses. 
• Eye wash facilities in areas where hazardous substances are used or stored. 
• Secure storage facilities for medicines, including a lockable cabinet for prescribed and 

restricted medicines. 
• Dedicated medicines refrigerators.  

 
The Prep School Medical Room contains a bed for pupils requiring rest, treatment or observation. 
The Senior School Medical Centre includes a toilet, shower, dedicated treatment room with a 
medical bed for rest and observation, a separate waiting and recovery area with comfortable seating, 
office space and a main surgery area. 
 
The School Matron and designated staff are responsible for ensuring first aid equipment, facilities 
and supplies are maintained, appropriately stocked, regularly inspected and available for use 
whenever required. 
 
Automated External Defibrillators (AEDs) 
 
An Automated External Defibrillator (AED) is a life-saving device used in cases of suspected cardiac 
arrest. It should only be used on a casualty who is unresponsive and not breathing normally. The AED 
analyses the heart rhythm and, where appropriate, will instruct the user to deliver a shock. 
 
The school provides AEDs to support the emergency response to cardiac arrest. Training on the use 
of AEDs is provided to First Aiders; however, AEDs are designed to be used by anyone in an 
emergency and provide clear verbal and visual instructions throughout the process. All staff have 
access to optional AED awareness training through the school's online training platform to increase 
confidence in responding to a cardiac emergency. All staff should immediately summon emergency 
assistance and follow the instructions provided by the AED when responding to a suspected cardiac 
arrest. 
 
Location of AEDs 



 
Four AEDs are available on site: 

• Pavilion 
• Prep School 
• Sports Hall 
• Boarding House 

 
All units are registered with the local ambulance service. 
 
AEDs are checked monthly by the School Matron to ensure they are in working order. Any servicing, 
battery changes, or replacement parts are arranged as required. 
 
 
Emergency Arrangements 
 
In the event of a serious accident, injury or medical emergency, staff must ensure the immediate 
safety of those involved, call for assistance from a trained First Aider, contact emergency services 
where required and ensure one member of staff always remain with the casualty. Clear access must 
be maintained for emergency responders, and relevant information should be made available on 
their arrival. 
 
The attending First Aider will take charge of the situation and provide emergency treatment 
appropriate to their training and competence. Following an assessment, the First Aider should 
exercise their professional judgement based on their first aid training and may consult with parents 
to determine whether an ambulance is required. Any member of staff may call an ambulance if they 
believe it is necessary. If there is any doubt regarding the severity of an injury or illness, an 
ambulance should be called.  
 
An ambulance should normally be called in the following circumstances: 
 

• Serious injury or medical emergency 
• Significant head injury 
• Unconsciousness or loss of responsiveness 
• Suspected fracture, spinal injury, head injury, or other serious musculoskeletal injury 
• Difficulty breathing, chest pain, seizure, stroke symptoms, or severe allergic reaction 
• Where movement of the casualty could worsen a suspected serious injury 
• Where the First Aider is uncertain about the severity of the condition or the appropriate 

treatment 
 

Parents/carers will be informed as soon as practicable where a pupil has sustained an injury requiring 
first aid treatment, hospital attendance, or where the injury is considered more than minor. Where 
parents/carers cannot be contacted immediately, the school will continue to make reasonable 
attempts to contact them using all available contact details and emergency contacts. The welfare and 
treatment of the injured person will remain the priority, and the school will act in loco parentis 
where necessary to ensure appropriate care, supervision and medical treatment are provided until a 
parent, carer or emergency contact can be reached. Where a pupil requires hospital treatment, a 
familiar member of staff will accompany them and remain with them until a parent, carer or other 
responsible adult arrives. Decisions regarding urgent medical treatment, where parents cannot be 
contacted, remain the responsibility of the attending healthcare professional. 
 
All accidents, injuries and medical incidents must be recorded as soon as reasonably practicable in 
accordance with the school's accident reporting and investigation procedures 
 



 
Minor Injuries 
 
Minor injuries, such as cuts, grazes and bumps, will be treated by a trained first aider using 
equipment and supplies provided in the school's first aid kits. Following treatment, the incident must 
be recorded using the school's reporting system.  
 
Parents/carers will be informed of all accidents via email. In the event of a more serious injury, 
parents/carers will be contacted directly by telephone. A record of this communication will be 
recorded on iSAMS to ensure there is a clear and auditable record held within the pupil's profile. 
 
Head Injuries  
 
All head injuries will be treated with caution and assessed by a qualified first aider, regardless of how 
minor they may appear. Pupils who sustain a head injury will be monitored for signs of deterioration, 
including dizziness, sickness, confusion, unusual behaviour, or drowsiness. Where there is any doubt 
regarding the severity of the injury, a precautionary approach will be taken, medical advice sought, 
and parents/carers informed. 
 
Any bump to the head must be assessed, treated, and recorded. A major head injury, including any 
suspected concussion, dizziness, loss of consciousness, or the development of a significant swelling 
or lump, must be reported to the Prep School Office and/or the School Matron immediately. 
Parents/carers will be contacted without delay and may be asked to collect their child for monitoring 
or medical assessment. If a trained member of staff considers the injury to be significant, an 
ambulance will be called immediately and parents/carers informed as soon as possible. 
For a minor head injury, where none of the above symptoms are present, the incident will be 
recorded and parents/carers contacted via telephone call, a record of this communication will be 
documented on iSAMS. All relevant staff will be made aware to monitor the pupil. Should any 
concerns arise following the initial assessment, the pupil will be reassessed by a qualified first aider. 
 
All head injuries will be recorded on the school's accident reporting system on the same day, or as 
soon as reasonably practicable after the incident. Parents/carers of any pupil who has received 
treatment for a head injury, however minor, will be provided with information advising them of 
symptoms that may develop later and require medical attention. The school's approach to head 
injuries is always to "play safe", recognising that even seemingly minor head injuries can become 
more serious over time. 
 
Accident Reporting  
 
All staff who administer first aid, attend an injured or unwell person, or manage an incident are 
responsible for ensuring that the event is recorded in accordance with the Staff Handbook, this 
Policy, the United Learning Group Health and Safety Policy, and the United Learning Accident 
Management Code of Practice. All accidents, incidents, injuries, occupational diseases, dangerous 
occurrences and near misses must be recorded on United Learning's accident reporting system, 
Awaken Learning's BeOnline, as soon as reasonably practicable and ideally within 24 hours of the 
event.   
 
Very minor and superficial injuries, particularly in Early Years and Key Stage 1, may be recorded as a 
"bump and scrape". This reporting route should only be used where the injury is minor in nature and 
there has been no failure in duty of care, premises, equipment or supervision. Where there is any 
doubt regarding the significance of an incident, a full Accident Report should be completed.  
Mental health incidents must not be recorded through this process and should be managed in 
accordance with the school's Safeguarding and Mental Health & Wellbeing Policies and Procedures.  



 
Any accident, incident or first aid treatment must be recorded on BeOnline by the person attending 
the casualty or managing the incident. Records must include the full name of the injured or ill person, 
details of the injury or illness, treatment provided, any subsequent review of the person's condition, 
and the name of the member of staff completing the record. Where required, treatment records and 
administration of medicine will also be entered onto iSAMS with a follow up email sent to the 
parents/carers.   
 
Medical incidents arising solely from an underlying medical condition, such as epileptic seizures, 
diabetic episodes or fainting, should normally be recorded within the pupil's medical records on 
iSAMS rather than on BeOnline, unless the event was caused or contributed to by a work-related 
activity or environmental factor.  
 
Parents/carers will be notified of incidents involving their child by the School Office and should be 
kept appropriately informed by the member of staff responsible for the pupil. For significant 
accidents or incidents, the School Matron or School Office staff will contact parents/carers directly by 
telephone to discuss the incident, any treatment provided and any required follow-up actions. A 
record of this communication, together with details of the incident, will be recorded on iSAMS to 
ensure there is a clear and auditable record held within the pupil's profile.  
 
Once an accident or incident report has been submitted, it will be reviewed by the Health & Safety 
Coordinator(s) and assigned, if relevant, to designated staff for investigation. Accidents and incidents 
will be investigated to a level proportionate to their severity and potential for recurrence. Where 
appropriate, witness statements, photographs, risk assessments and other relevant evidence will be 
gathered and retained. Corrective actions identified through investigations will be implemented and 
monitored.  
 
Near misses must also be reported. A near miss is an event that did not result in injury or harm but 
had the potential to cause damage, injury or ill health. Reporting and investigating near misses 
enables the school to identify hazards and implement measures to prevent future incidents.  
Accident and incident records will be reviewed regularly to identify recurring incidents, trends, 
hazards or patterns of concern. Summary accident data and trends will be reported to the school's 
Health and Safety Committee as part of ongoing monitoring and review arrangements. Where 
concerns arise regarding the frequency of injuries, the circumstances in which an injury occurred, or 
where it is suspected that a pupil may have been intentionally harmed, the matter will be managed 
in accordance with the school's Safeguarding Policy and parents/carers will be informed as soon as 
reasonably practicable.  
 
Where an incident may meet the criteria for reporting under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations (RIDDOR), it must be brought immediately to the attention of 
the Health & Safety Coordinator(s) and the United Learning Health and Safety Team. The United 
Learning Health and Safety Team is responsible for determining whether an incident is reportable 
and for making any statutory notifications to the Health and Safety Executive (HSE). For pupils in the 
Early Years Foundation Stage, incidents requiring notification will also be reported to Ofsted as soon 
as reasonably practicable and within the required statutory timescales. Details of all RIDDOR-
reportable incidents will be recorded on BeOnline and reviewed as part of the school's health and 
safety monitoring arrangements. 
 
Accident and first aid records will be retained in accordance with the United Learning Records 
Retention Schedule. Records relating to adults will be retained for six years from the date of the 
incident. Records relating to children will be retained until 25 years after the child's date of birth. In 
the case of serious accidents, a longer retention period may apply in accordance with legal, 
insurance, or regulatory requirements. 
 



 
Extra-Curricular Activities and Third-Party Providers 
 
Third-party providers delivering activities on behalf of the school are responsible for maintaining 
their own first aid arrangements, accident records and reporting procedures in accordance with 
relevant legislation and their organisational policies. However, all accidents, injuries, illnesses, 
significant incidents and near misses involving Embley pupils must be reported to the school as soon 
as reasonably practicable. Third-party providers must cooperate fully with any investigation 
undertaken by the school and maintain communication regarding the outcome of investigations, 
corrective actions and any incidents that are reportable under the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations (RIDDOR). 
 
Breakfast Clubs, After-School Care and School-Led Activities 
School-operated extra-curricular activities, breakfast clubs and after-school clubs are covered by this 
Policy. All accidents, injuries, illnesses and first aid treatment occurring during these activities must 
be managed, recorded and reported in accordance with the procedures outlined in this Policy.  
 
Holiday Clubs & Camps 
Holiday clubs that are open to the public and operated by the school will follow the principles and 
procedures set out in this Policy. As attendees may not be enrolled on the school's management 
information systems, accidents, injuries, illnesses and first aid treatment will be recorded using 
approved paper or standalone records rather than the school's usual electronic systems. A copy of 
the accident or first aid record will be provided to the parent/carer where appropriate, and the 
original record will be retained securely by the school. Any serious incidents, safeguarding concerns, 
investigations or RIDDOR-reportable events must be reported to the school and managed in 
accordance with the requirements of this Policy. 
 
Educational Visits, Off-Site Activities and Sports Fixtures 
 
There will always be adequate and appropriate first aid provision for all educational visits, off-site 
activities and sports fixtures, as determined by the individual Risk Assessment and First Aid & Medical 
Needs Assessment. The level of first aid provision will be proportionate to the nature of the activity, 
location, number and needs of participants, and the time required to access emergency medical 
assistance. At least one member of staff will hold a valid Emergency First Aid at Work qualification or 
equivalent were identified as necessary by the assessment. When there is involvement of pupils 
under the age of six, at least one member of staff will hold a valid Paediatric First Aid (PFA) 
qualification in accordance with EYFS requirements.  
 
Any accident, injury, illness, significant incident or near miss occurring during an educational visit, off 
site activity or sports fixture must be reported and recorded in accordance with the school's Accident 
Reporting Procedures and Educational Visits Policy. Serious incidents must be reported immediately 
to the designated SLT contact and recorded on BeOnline as appropriate.   
 
First Aid Arrangements for PE, Games and Sports Fixtures 
A suitably qualified First Aider must be available at all PE lessons, Games sessions and sports fixtures. 
The School Matron must be informed of all fixtures taking place on site and will provide first aid 
support for both the Senior and Prep Schools where required. 
 
In the event of a serious injury or medical emergency: 
 

• Only a suitably qualified First Aider should administer first aid beyond basic assistance. 

• The supervising member of staff must ensure the safety and supervision of all other pupils. 

• The School Matron, or Prep School Office staff, must be informed immediately. 



 

• A member of staff must remain with the pupil until responsibility is transferred to a 
parent/carer, School Matron, medical professional or emergency services. Where a pupil is 
taken to hospital, a member of staff must accompany them until a parent/carer arrives. For 
this reason, away fixtures should normally be accompanied by at least two members of staff 
or designated responsible adults. 

• Emergency services must be contacted where appropriate and a member of the SLT 
informed of any serious incident. 

 
Off-Site Visits and Activities 
All educational visits, residential visits, overseas trips and off-site activities will be planned and 
managed in accordance with the school's Educational Visits Policy.  
 
The Trip Leader is responsible for ensuring that appropriate arrangements are in place before 
departure, including: 
 

• A suitable and sufficient risk assessment that reflects the nature, location and duration of the 
visit. 

• Consideration of the medical, behavioural, safeguarding and educational needs of all 
participants. 

• A charged mobile phone and appropriate emergency communication arrangements. 

• An adequately stocked first aid kit appropriate to the activity, number of attendees and level 
of risk. 

• Details of pupils' medical conditions, healthcare plans and emergency treatments. 

• Emergency contact details for parents/carers and school-based contacts. 

• Access to all relevant visit documentation, including risk assessments, travel information and 
emergency procedures. 

• Appropriate insurance arrangements and documentation, where applicable. 

• Identification of a designated SLT emergency contact.  
 

Risk assessments must be completed by the Trip Leader and approved in accordance with the 
school's Educational Visits Policy before the visit takes place. Oversight of educational visits is 
managed by the Educational Visits Coordinator (EVC) and the Assistant Head Co-Curriculum. Routine 
sports fixtures are not normally managed through the EVC approval process; however, the same 
principles of risk assessment, supervision, first aid provision, parental consent, communication and 
emergency planning apply.  
 
First aid kits must be checked prior to departure with the assistance of the School Matron. The 
contents of the kit will be appropriate to the nature of the activity, location, duration of the visit and 
the availability of emergency medical assistance.  
 
The Trip Leader is responsible for ensuring that all required pupil medications, including inhalers, 
adrenaline auto-injectors and any other prescribed emergency medication, accompany the visit and 
always remain readily accessible. Pupils' medical needs, healthcare plans and emergency procedures 
must be clearly identified within the risk assessment and communicated to accompanying staff 
before departure. All staff accompanying a visit must be aware of pupils with significant medical 
needs and be familiar with the emergency procedures relevant to those pupils.  
 
For residential, remote or overseas visits, the Trip Leader must ensure that staff understand local 
emergency arrangements, access to medical care, communication procedures, contingency plans for 
serious incidents, and the location and contact details of relevant medical facilities. Appropriate 
arrangements must be in place for communication with the school and parents/carers in the event of 



 
an emergency. All accompanying staff must be briefed on the emergency procedures for the visit and 
their respective responsibilities should an emergency arise. 
 
Infection Prevention & Control  
 
All staff must follow appropriate infection control procedures when administering first aid to reduce 
the risk of cross-contamination and infection. Standard hygiene precautions should always be 
followed, including effective hand hygiene and the use of appropriate personal protective equipment 
(PPE) when dealing with blood or other bodily fluids. 
 

• Hand washing facilities and alcohol-based hand sanitiser are available throughout the school. 
• Single-use disposable gloves are provided in first aid kits and must be worn when providing 

treatment involving blood or bodily fluids. 
• Hands must be washed or sanitised before and after administering first aid and after 

removing gloves. 
• Spillages of blood or bodily fluids must be dealt with promptly using designated cleaning 

materials and disposed of safely in accordance with school procedures. 
• During normal school hours, Housekeeping or Estates Staff should be contacted to manage 

the clean-up of bodily fluid spillages wherever possible as they have training in Infection, 
Prevention & Control.  

• In the absence of cleaning staff, appropriately trained staff should follow the same 
procedures using the equipment provided. 

• Contaminated waste must be disposed of in designated clinical waste bags and managed in 
accordance with current UK legislation and national guidance relating to healthcare and 
hazardous waste disposal. 

• Yellow clinical waste bags and other infection control supplies are available from the Senior 
School Medical Centre and the Prep School Medical Room. 

  
Boarding Medical and First Aid Arrangements 
 
The school ensures appropriate care of boarders who are unwell or injured. These include first aid 
provision, the management of medical emergencies, the administration of medication, and support 
for pupils with chronic medical conditions, allergies, disabilities and other healthcare needs. 
Appropriate arrangements are in place to ensure that boarders receive timely and effective care at 
all times. 
 
Appropriate first aid and minor illness support is always available to boarders, including during 
evenings, weekends and overnight periods. The level of first aid and medical provision is determined 
through the school's First Aid and Medical Needs Assessment and in consultation with the Heads of 
Boarding and SLT, which considers the needs of boarders, staffing arrangements, site layout, known 
medical conditions, activities undertaken and access to external healthcare services.  
 
The school provides suitable accommodation, including appropriate toilet, washing and rest facilities, 
for boarders who are unwell or injured. Where required, pupils may be cared for separately from 
other boarders to support their recovery, wellbeing and the management of infection risks.  
 
Appropriate supervision and support are provided by suitably trained staff, with access to the School 
Matron and external medical services where necessary. Suitable arrangements will be made to 
ensure the privacy, dignity and welfare of all pupils, including the provision of separate 
accommodation for male and female boarders. 
 
Boarders have access to medical, dental and optical services. All boarders are normally registered 
with the school's designated local GP practice unless they choose to remain registered with their 



 
own. Boarders may request to see either a male or female doctor and may choose whether to be 
accompanied by a member of staff when attending medical appointments, subject to age, welfare 
and safeguarding considerations. 
 
The School Matron holds an appropriate professional qualification and registration and where 
applicable, maintains links with local healthcare providers and provides advice and support on 
medical matters within the school. 
 
All boarders’ medication will be stored, administered and recorded in accordance with the 
Supporting Pupils with Medical Conditions Policy. 
 
Accurate records will be maintained of all medication administered, first aid treatment provided, and 
any significant illness, accident or injury involving a boarder. Information relating to medication 
administration, first aid treatment, injuries or illnesses occurring during the school day will be shared 
with boarding staff as part of the end-of-day handover process. Likewise, relevant information arising 
during boarding hours will be communicated to appropriate school staff at the start of the next 
school day to ensure continuity of care, effective safeguarding and the ongoing welfare of the pupil.  
Medical information will be treated as confidential and shared only with those members of staff who 
require the information to fulfil their professional responsibilities and safeguard the welfare of the 
pupil. 
 
Boarders are encouraged to arrange routine dental and optical appointments during school holidays 
where possible. Where emergency treatment is required, appropriate arrangements will be made by 
the School Matron. Where necessary, boarders may also be referred to specialist healthcare services 
through the school's local GP Practice or other healthcare professionals. 
 
In the event of a medical emergency, the school will take all reasonable steps, at any time of the day 
or night, to obtain appropriate medical treatment and to contact parents/carers. Where urgent 
treatment is required and parents/carers cannot be contacted, the school will act in loco parentis, in 
the best interests of the pupil and in accordance with the consent arrangements held by the school. 
The confidentiality, privacy and rights of boarders in relation to their health and medical care will be 
always respected. Medical information will be shared only with those who need it to support the 
welfare, health or safeguarding of the pupil. The school recognises the rights of boarders to be 
involved in decisions about their medical treatment and will respect a boarder's ability to give or 
withhold consent where they are assessed as competent to do so in accordance with the principles of 
Gillick Competency and the Fraser Guidelines. 
 
 

International Pupils, Educational Guardians and Medical Consent 

Where a pupil's parents reside outside the United Kingdom, the school requires the appointment of a 
suitable educational guardian who is based in the UK. The guardian must be capable of fulfilling the 
responsibilities outlined in the school's Guardianship Terms and Conditions. 
  
Subject to the appropriate authority and documentation being provided by the parents, the guardian 
may act in loco parentis and make decisions on the pupil's behalf regarding emergency arrangements 
and medical treatment. In an emergency, the school will act in the pupil's best interests and may 
liaise directly with the appointed guardian. 
 
References to parents/carers include an appointed educational guardian where parental authority 

has been delegated and recorded by the school in accordance with the Guardianship Terms & 

Conditions. 
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