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Copies of this report form o:
White:  Heslth & Sefety bManager

Fiinik: Far inclusion in Securg Site aocdant file
Acadearry Trust
Accident, Violence & Near Miss Report Form (Plasi 588 guidance cvaries]
Please print detalls clearly: I RIDDOR
Dangorous Miajar Chiwr T day Minor Iesir
seriai 0. 454 Panaity (] Occurerce (] Wiy (1 iy iy 0 wiss [
v Employes [ | Visttor | Service User [ | Condractor[ | Pupil [] Agency [| Volunleer [ | WExp[_| Traines [
Surname; | Datgof Brth; /¢ | Directorate:
E Fonanames]: Kinawn As: maie ] Female (] | Taam !
E Hie Adidrass: Jab Tille
= Employes No: Post Mo
c L § RS DY B Y ST T F s
E Posi Coda: Aiivity ab ihe time o incident:
o | Tal
Sigrahare:
Dats Protection Act. Employes Consant [ With supervisicriauthorey  YES [1  wo [
& | Workplace address: Exact location of accidantfincident Dabe & Time of incidisnt:
Diata: P
Tal. Mo, Time: amipm
# | Gurname: E Sumama:
é Faranama(s): E | Forenames):
Tal, Mo [work): Tal, Mo Hama: Tel. No. Jab Tithe:
Stale briefly whal happened, incude detalls of injury/vialancaimaar miss [Furlnerlm'aaugmm wos [ Mo [
ﬂangarma CCCUTENCE and Ty reaimant E'“'H'l
By whom
- By when
% | First aid given: Yes [ Mo
- Name of First Aider:
Ratermed 1o GF: vos ] ta
- Sent ta Hospital: es [] wa ]
Part of body atiect: Type of injury:
Mama of Hospital:
Basic Causes: Apturned ta pre-accdent job: vas [ wa [
Rigk Assessment Aevipwed: ves [] me [
Steps taken b prevant & re-coourence; Work Procsdurs Reviewsd: vas 1 e O
Winlence: Mama of Apgressor:
m Physical Abuse major [ mtinar [
_E Abusiva bahaviour, intimidatian, harassment O
b | Behavioural issues of pupisardice wsar O
i Employee o smployes O
Wan-employee o amployes |
Man-employae 1o non-amaisyoe O
Di you consider this & hate cima? Yes [ we O] |
L | Estimated Absence Waks Days Wara Pokcs invoived ? ves (] o]
™ —
% | Mame [printh: Reparted undes RIDDOR ves ] wa |
E Joi Thla: It ¥ES: Date ! I
= Sagnanure: Dale [ i Incideni Refammcs Mo, I
Tal. ha. Ware HEE imvolved? ves [ Mo [
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1. Aims

The academy is committed to providing first aid provision in order to deal with accidents and incidents
affecting employees, children and visitors. Anyone on Marches Academy Trust premises is expected
to take reasonable care for their own and other’s safety and every reasonable precaution will be taken
to ensure the wellbeing of everyone on site.

The aims of our first aid policy are to:

» Ensure the health and safety of all staff, pupils and visitors.

= Ensure that staff and governors are aware of their responsibilities with regards to health and
safety.

= Provide a framework for responding to an incident and recording and reporting the outcomes.
*= Promote effective infection control.

This policy is applicable to all full-time, part-time and supply staff, students, contractors, volunteers
and work placement students and to all Marches Academy Trust academies.

Nothing in this policy will affect the ability of any person to contact the emergency services in the
event of a medical emergency. For the avoidance of doubt, staff should dial 999 in the event of a
medical emergency before implementing the terms of this policy and make clear arrangements for
liaison with ambulance services on the Academy site.

2. Legislation and guidance

Schools with Early Years Foundation Stage provision insert:

This policy is based on the Statutory Framework for the Early Years Foundation Stage, advice from
the Department for Education on first aid in schools and health and safety in schools, and the
following legislation:

Schools without Early Years Foundation Stage provision insert:

This policy is based on advice from the Department for Education on first aid in schools and health
and safety in schools, and the following legislation:

All schools add:

» The Health and Safety (First Aid) Requlations 1981, which state that employers must provide
adequate and appropriate equipment and facilities to enable first aid to be administered to
employees, and qualified first aid personnel;

» The Management of Health and Safety at Work Reqgulations 1992, which require employers
to assess the risks to the health and safety of their employees;

= The Management of Health and Safety at Work Requlations 1999, which require employers
to carry out risk assessments, decide to implement necessary measures, and arrange for
appropriate information and training;

» The Reporting of Injuries, Diseases and Dangerous Occurrences Requlations (RIDDOR)
2013, which state that some accidents must be reported to the Health and Safety Executive
(HSE), and set out the timeframe for this and how long records of such accidents must be
kept;

=  Social Security (Claims and Payments) Reqgulations 1979, which set out rules on the
retention of accident records; and
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628

» The Education (Independent School Standards) Requlations 2014, which require that
suitable space is provided to cater for the medical and therapy needs of pupils.

This policy complies with our funding agreement and Articles of Association.

3. Roles and responsibilities
In schools with Early Years Foundation Stage provision, at least one person who has a current
pediatrics first aid certificate must be on the premises at all times.

Beyond this, in all settings — and dependent upon an assessment of first aid needs — employers must
usually have a sufficient number of suitably trained first aiders to care for employees in case they are
injured at work. However, the minimum legal requirement is to have an ‘appointed person’ to take
charge of first aid arrangements, provided your assessment of need has taken into account the nature
of employees' work, the number of staff, and the location of the school.

The appointed person does not need to be a trained first aider.

Section 3.1 below sets out the expectations of appointed persons and first aiders as set out in the
1981 first aid regulations and the DfE guidance listed in section 2. If you do not have an appointed
person you will need to re-assign the responsibilities listed below accordingly.

All schools should adapt this section to reflect their circumstances, in line with their assessment of
first aid needs.

3.1 Appointed person(s) and first aiders
The school’'s appointed [person(s) is/are] [insert name of your appointed person(s)]. They are
responsible for:

» Taking charge when someone is injured or becomes ill;

» Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the
contents of these Kkits;

= Ensuring that an ambulance or other professional medical help is summoned when
appropriate.

First aiders are trained and qualified to carry out the role (see section 7) and are responsible for:

= Acting as first responders to any incidents; they will assess the situation where there is an
injured or ill person, and provide immediate and appropriate treatment;

= Sending pupils home to recover, where necessary;

= Filling in an accident report on the same day, or as soon as is reasonably practicable, after an
incident (see the template in appendix 2);

= Keeping their contact details up to date.
Our school’s [appointed person(s) and/or first aiders] are listed in appendix 1. Their names will also
be displayed prominently around the school.

3.2 The Local Governing Body
The Local Governing Body has ultimate responsibility for health and safety matters in the school, but
delegates operational matters and day-to-day tasks to the Headteacher and staff members.

3.4 The Headteacher
The Headteacher is responsible for the implementation of this policy, including:

= Ensuring that an appropriate number of [appointed persons and/or trained first aid personnel]
are present in the school at all times;
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Ensuring that an appropriate number of first aiders have an appropriate qualification, keep
training up to date and remain competent to perform their role;

Ensuring all staff are aware of first aid procedures;

Ensuring appropriate risk assessments are completed and appropriate measures are put in
place;

Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that
appropriate measures are put in place;

Ensuring that adequate space is available for catering to the medical needs of pupils;
Reporting specified incidents to the HSE when necessary.

3.5 Site Managers
Site managers are responsible for:

Ensuring that adequate stocks of first aid equipment is available at all time;
Arranging training for staff members to become/remain qualified First Aiders;

Ensuring adequate signage is provided to enable people to easily recognise and locate both
First Aiders and first aid equipment.

3.6 Staff
School staff are responsible for:

Ensuring that they are aware the local procedure to summon first aid assistance when
required;

Ensuring they follow first aid procedures;
Ensuring they know who the first aiders in school are;

Completing accident reports for all incidents they attend to where a [first aider/appointed
person] is not called;

Informing the Headteacher or their manager of any specific health conditions or first aid
needs.

4. First aid procedures

4.1 In-school procedures
In the event of an accident resulting in injury:

The closest member of staff present will assess the seriousness of the injury and seek the
assistance of a qualified first aider, if appropriate, who will provide the required first aid
treatment;

The first aider, if called, will assess the injury and decide if further assistance is needed from a
colleague or the emergency services. They will remain on scene until help arrives;

The first aider will also decide whether the injured person should be moved or placed in a
recovery position;

If the student is moved to the Medical Room they must not be left unattended at any time;

Spillages of blood, vomit, urine and excreta should be cleaned up promptly, either with
disposable absorbent paper towels or with an appropriate sanitising product.
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= [f the first aider judges that a pupil is too unwell to remain in school, parents will be contacted
and asked to collect their child. Upon their arrival, the first aider will recommend next steps to
the parents;

= If emergency services are called, the [job title of relevant member of staff] will contact parents
immediately;

» The [first aider/relevant member of staff] will complete an accident report form on the same
day or as soon as is reasonably practical after an incident resulting in an injury. See page

4.2 Facilities

The Academy Premises (England) Regulations 2012 state that academies must have a room that is
fit for use and readily available to use for caring for sick or injured Students. It must also be reasonably
close to a W.C and contain a washbasin.

4.3 Off-site procedures
When taking pupils off the school premises, staff will ensure they always have the following:

= A school mobile phone;

= A portable first aid kit;

» Information about the specific medical needs of pupils;
= Parents’ contact details.

Risk assessments will be completed by the [job title of relevant individual] prior to any educational
visit that necessitates taking pupils off school premises.

Schools with Early Years Foundation Stage provision add:

There will always be at least one first aider with a current paediatric first aid certificate on school trips
and visits, as required by the statutory framework for the Early Years Foundation Stage.

Schools without Early Years Foundation Stage provision add/amend if appropriate:
There will always be at least one first aider on school trips and visits.

4.4 Consent

Parents will be asked to complete and sign a medical consent form when their child is admitted to the
academy, which includes emergency numbers, details of allergies and chronic conditions, and
consent for the administration of emergency first aid — these forms will be updated periodically.

5. Indemnity & Insurance

Where an employee acting in the course of their employment administers First Aid assistance to
another employee or other person in the charge of the Academy, such as a student, they will be
indemnified by the liability insurance for a claim of negligence relating to injury or loss caused by their
actions, provided that:

= They are an Academy officially designated First Aider with a current valid First Aid at Work
Certificate and have attended relevant refresher training;

» The relevant protective equipment (PPE) is used,;

» The First Aider is adhering to protocols and acting within the limitations of their training and the
First Aider is acting in good faith.
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6. First aid equipment

A typical first aid kit in our school will include the following:
= A leaflet with general first aid advice;
= Regular and large bandages;
= Eye pad bandages;

» Triangular bandages;

= Adhesive tape;

= Safety pins;

= Disposable gloves;

» Antiseptic wipes;

» Plasters of assorted sizes;
= SCISSOrs;

= Cold compresses; and

» Burns dressings.

There must be no medication of any kind, for example aspirin, paracetamol, antiseptic creams, etc
within the First Aid kit/box.
First aid kits are stored in:
The following are suggestions only. Adapt this section to reflect your school’s first aid arrangements.
» The medical room.
» Reception (at the desk).
* The school hall.
= All science labs.
= All design and technology classrooms.
* The school kitchens.
= School vehicles.

The appointed person/designated First Aider will check all containers each month.
7. Record-keeping and reporting

7.1 First aid and accident record book

= An accident form will be completed by the [first aider/relevant member of staff] on the same
day or as soon as possible after an incident resulting in an injury;

= As much detail as possible should be supplied when reporting an accident, each school should
use the Marches Academy Trust Accident. Violence & Near Miss Report Form;

= A copy of the accident report form will also be added to the pupil’s educational record by the
[job title of relevant member of staff];

= Records held in the first aid and accident book will be retained by the school for a minimum of
3 years, in accordance with regulation 25 of the Social Security (Claims and Payments)
Regulations 1979, and then securely disposed of.
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7.2 Reporting to the HSE

The [job title of relevant member of staff] will keep a record of any accident which results in a
reportable injury, disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation
(regulations 4, 5, 6 and 7).

The [job title of relevant member of staff] will report these to the Health and Safety Executive as soon
as is reasonably practicable and in any event within 10 days of the incident.
Reportable injuries, diseases or dangerous occurrences include:
» Death.
= Specified injuries, which are:
o Fractures, other than to fingers, thumbs and toes;
o Amputations;
o Any injury likely to lead to permanent loss of sight or reduction in sight;
o Any crush injury to the head or torso causing damage to the brain or internal organs;
o Serious burns (including scalding);
o Any scalping requiring hospital treatment;
o Any loss of consciousness caused by head injury or asphyxia; and

o Any other injury arising from working in an enclosed space which leads to hypothermia
or heat-induced illness, or requires resuscitation or admittance to hospital for more than
24 hours.

» |njuries where an employee is away from work or unable to perform their normal work duties
for more than 7 consecutive days (not including the day of the incident).

» Where an accident leads to someone being taken to hospital.

= Near-miss events that do not result in an injury but could have done. Examples of near-miss
events relevant to schools include, but are not limited to:

o The collapse or failure of load-bearing parts of lifts and lifting equipment;
o The accidental release of a biological agent likely to cause severe human iliness;

o The accidental release or escape of any substance that may cause a serious injury or
damage to health;

o An electrical short circuit or overload causing a fire or explosion.

Information on how to make a RIDDOR report is available here:

How to make a RIDDOR report, HSE
http://www.hse.gov.uk/riddor/report.htm

Schools with Early Years Foundation Stage provision add sections 7.3 and 7.4 below:

7.3 Notifying parents
The Business Manager or Tutor will inform parents of any accident or injury sustained by a pupil, and
any first aid treatment given, on the same day, or as soon as reasonably practicable.
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7.4 Reporting to Ofsted and child protection agencies

The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil
while in the school’s care. This will happen as soon as is reasonably practicable, and no later than 14
days after the incident.

The Headteacher will also notify The Local Authority Designated Officer (LADO) and First Point of

Contact (FPOC) of any serious accident or injury to, or the death of, a pupil while in the school’s care.
8. Training

All school staff are able to undertake first aid training if they would like to.

All first aiders must have completed a training course and must hold a valid certificate of competence

to show this. The school will keep a register of all trained first aiders, what training they have received

and when this is valid until.

Staff must renew their first aid training when it is no longer valid.
Schools with Early Years Foundation Stage provision insert:

At all times, at least 1 staff member will have a current paediatric first aid (PFA) certificate which
meets the requirements set out in the Early Years Foundation Stage statutory framework and is
updated at least every 3 years.

9. Monitoring and review arrangements
This policy will be reviewed by the Operations Manager every three years.
At every review, the policy will be approved by the Board of Trustees and Chief Executive Officer.
All members of staff are required to familiarise themselves with this policy as part of their induction
programme.

10. Links with other policies

This first aid policy is linked to other Trust policies:
= Supporting Children with Medical Conditions;
» Health and safety policy; and
» Risk assessment policy.
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11. Appendix 1: list of appointed person(s) for first aid and/or trained first aiders

Staff member’s name
Holly Wainwright

Lisa Dugmore

Kevin McGarvey
Suzanne Hollinshead
Lydia Shipley

Gareth Lewis

Elly Downing

Role

Assistant Head
Business Manager
Teacher

Teaching Assistant
Teaching Assistant
HLTA

Teacher
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Contact details

Holly.wainwright@wdl.mmat.co.uk

Lisa.dugmore@wdl.mmat.co.uk

Kevin.Mcgarvey@wdl.mmat.co.uk

Suzanne.hollinshead@wdl.mmat.co.uk

Lydia.Shipley@wdl.mmat.co.uk

Gareth.lewis@mmat.co.uk

Elly.downing@wdl.mmat.co.uk



mailto:Holly.wainwright@wdl.mmat.co.uk
mailto:Lisa.dugmore@wdl.mmat.co.uk
mailto:Kevin.Mcgarvey@wdl.mmat.co.uk
mailto:Suzanne.hollinshead@wdl.mmat.co.uk
mailto:Lydia.Shipley@wdl.mmat.co.uk
mailto:Gareth.lewis@mmat.co.uk
mailto:Elly.downing@wdl.mmat.co.uk

12. Appendix 1 - First Aid Risk Assessment Template

Activity First Aid Provision
Location  Marches Academy: NAME OF SCHOOL
Hazard # Hazard Description Persons at Risk Current Mitigation Sler: ::ZI LikelihoodRisk Scorg Future Mitigation sr;::gl Likelihood| Re;;:: - MHOACTIO'\:\IHEN Comments/linked documents/Actions
First Aid Containers in all departments,
these are monitored each half term to
ensure contents are suitable and
Staff sufficient
Students https://assets.publishing.service.gov.uk/governmen
R1 Inadequate First Aid Equipment Visitors Contents compliant with guidance set out 5 1 5 0 t/uploads/system/uploads/attachment data/file/30
Contractors in the DfEE Guidance on First Aid for 6370/guidance on first aid for schools.pdf
Hirers Schools
Access to automated external
defibrillator (AED)
Al first aiders trained to First Aid at Work Facully
Medium risk school activities e.g. standard (FAW) . _— ]
R2 secondary science, DT (machinery), Staff 5 2 10 ACU.VW specifc fisk assessments 5 1 5 Annual Dlrectlor Of | Refer CLEAPSS
- ) Students ) o reviewed appointed
swimming pool on site etc. PE staff trained to Emergency First Aid deputy
At Work level (EFAW)
Ratio of first aiders-staff/students in line
with guidance provided by GOV.UK The HSE recommends that if you work in a company
(see link found in comments R1) with 5-50 workers, there should be at least one person
trained in first aid.
Suitable and sufficient provision for
lunchtimes and breaks Another first-aider should be in place for every 50
I workers after that. Accidents can happen, even in low
Suitable and sufficient provision for risk organisations with few employees. 16 Mar 2017
Ratio of First Aiders to staff/students Staff Igave and in case Of gbsences e.g.
not adequate to provide first aid for sickness/holiday/training Schools will generally fall into the lower risk
) : ) Students o
R3 risks to staff also provide sufficient Visitors o - . » 5 1 5 0 category, but some schools or areas of activity may
cover for the student population / | " IFlfSt'a'd provision for offsite activities fall into the medium risk category. Schools should
need i.e. school base their provision on the results of their risk
trips. assessment.
Suitable and sufficient provision for An appointed person is someone to take charge when
practical departments, such as science, someone falls ill or is injured at work, including calling
technology, home economics and an ambulance if needed; look after the first aid box
physical education; and other first aid equipment, including restocking the
box; and. keep records of treatment given.
Suitable and sufficient provision for out
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HITErs are aware ot emergency
procedures and what first aid
) - Staff arrangements are in place. (access to
R4 Community use of school facilites (le Hirers phone / first aid kit / automated external 5 S
defibrillator (AED)
R5 Site Staff working outside normal schq Staff Accesg oa ﬁr_st aid kit and mOb"e. 5 5
phone is sufficient for the level of risk
UNaeTymg nedr Cornamorns suct das IVIdITa'gIIIg VIEUICdl NEEUS FUIICY
eczema, asthma, diabetes and Staff appropriately reviewed and
R6 severe allergies or prescribed Students communicated 5 5
medication on a temporary or long-
tarm hacic WAy narcnnnn Ltrainad in ifin_haalth
FirstAid Reports completed by first
aiders following minor scrapes.
. . . Spring
Insufficient record of incidents Accident, Incident and Near Miss Collate accident, incident and near miss Term
) . ) Reports Forms completed by L ) School
leading to non-compliance with School A ) ) statistics for review by local health and Summer )
R7 ’ Operations Manager following serious 5 10 ) ) H&S https://www.hse.gov.uk/riddor/
Managing Health & Safety management e ) - safety committee and report to goveming ) Term
) incidents e.g. violence, head injuries, ) Committee
Regulations 1999 bodies Autum
bone fractures.
Term
RIDDOR completed by Operations
Mananer fnllnwina RIDDOR renartahle
Date A Review Date Signature Version
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School closure

Probability score x Severity score = Risk Rating

total

Risk rating total

Medium Risk

Certainty of outcome

SEVERITY PROBABILITY
Qutcome Example Score | Outcome Example Score
Small cuts, grazing No previous history
1 . . 1
Slight inconvenience No reason to believe likely
outcome
Bumps to head Similar event happened in
the past
SIERIRES Procedures not 2 "may exist or happen, but is 2
understood not certain or probable"
Broken or fractured .
b Same event happened in
ones past
MAJOR 3 PROBABLE | | 3
Procedure deliberately “kel?.' to happen or be the
. case
ignored
Fatal accident Same event has happened
5 regularly 5
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13. Appendix 2 — Accident Report Form

Copies of this report form fo:
White:  Heslhh & Sefety Manager

Fiini: For incusion in secure site accident il e
Acacdary Trust
Accident, Violence & Near Miss Report Form (Piaase s guidance cvariss)
Pleass print detalls clearly: R —
Dangerous Majar Cheer 7 day MG Pdszsar
Sarial Mo, 4 Eﬂ Fatality []  Octumerce [ injury [ Injary (] Injery ] hitss []

v Employes [ | Visitor [| Service User [ | Condracior[ | Pupll [] Agency [| Velunless | WExp[ | Traines [
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Surnamea: | Dt oof Barth; !¢ | Directorate:
E Forgnamais): Krawn As- wawe ] Fematle (] | Toam |
E Hesme Adidress: b Titke
= Employes No: Post Mo:
E Post Coda: Meslivity ab 1he lirse ol incident:
B | Tal
Sigriate;
Dala Protection Act, Employee Consant [ With supardsicniautharity  YES [1 Mo [
E | Workplace addrass: Exact location of accidantfincident Dabe & Time of incidant:
Data: ¥ !
Tal. Mo Time: aAmipm
& | Surname: E Sumama:
£ | Foranamals): E | Forename(s):
E' Tal, Mo [work): Tal, M. Homea; E Ted. Mo, Jab Title:
Stale brielly whal happened, indude details of injuryfviolencainaar miss [ Further imvastigationss  Yes |:| Mo [
CANGENILE SCCUMEnse and any reatmant given: |
By whom
= By when
E First aid given: ves [ mo L
B Mame of First Aider:
Ratermed o GF: ez [ o
r Sent o Hospital: es [ Mo [
Part of body atlect: Type of injury-
Mama of Hospial:
Basic Causes: Apturned ba pre-atciden job: vas [ wa [
RAisk Assessment Aevipwed: ves [ no [
Steps taken b prevant & re-ooourence; Work Procedurs Reviewsd: vas L1 e [
Wiolenee: Name of Apgressor:
m Physical Abuse major T minar [
_E Abusiva bahaviaur, intimidasian, harmassment O
5 | Benavioural isues of pupisarvice usar O
i Employes ta employes O
k7 Man-employee 10 employse |_.__|
Mar-empioyas 1o non-amployese [ |
D you consider this & hate cima? Yes L1 Mo OJ
L | esimated Absence Wasks Days Wara Folce invobed? vea (] o[
& ]
= | Mame [prir}: Reparied undes RIDDOR ves J w0 |
g Joiy Tika: It ¥ES: Date ! I
= | sgnaturs: Dale /[ f Incideri Referanca o, S
Tal. Mo Ware HSE imvolved? es [ o [
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Operations Managers & CFOO
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Status Approved

Date of approval
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No changes in January 2022

Related Policies/Documents

= Supporting children with medical conditions policy.
= Health & Safety Policy.
= Safeguarding and Child Protection Policy.

Policy control survey

Please complete this survey and provide feedback if you have had to
use this policy
https://forms.office.com/r/HMeZtB29Si
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