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This policy has been written in consultation with staff and governors 
of St. Ambrose Preparatory School and with due regard to the 
school’s mission statement: 
 
“At St. Ambrose Preparatory School, we strive together to do our very best and 

to make this a safe, happy place, with Christ the centre of all we do.” 
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St. Ambrose Preparatory School is committed to safeguarding and 
promoting the welfare of children and young people and expects all 
staff and volunteers to share this commitment. 
 

St. Ambrose Preparatory School is a Catholic School, which was 
founded by the Christian Brothers and is a place where the staff 
and governors work to bring the Gospel values into all areas of 
School life and where prayer, worship and liturgy are seen as 
meaningful experiences. 
 
St. Ambrose Preparatory School upholds fundamental British values 
and encourages respect for all people. 

 
St. Ambrose Preparatory School recognises its legal duty to 
work with the Local Safeguarding Children’s Board acting on 
behalf of children in need or enquiring into allegations of 
abuse. 
 
We recognise that pupils have a fundamental right to be 
protected from harm and require a secure environment in 
order to learn effectively. 

 
St. Ambrose Preparatory School’s Safeguarding Children Policy 
follows the guidelines laid down by Trafford Council’s 
Safeguarding Children’s Procedures and “Working Together to 
Safeguard Children”(2018) and “ Keeping Children Safe in 
Education”(2018) (KCSIE) and Prevent Duty Guidance (March 
2015). 
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St Ambrose Prep School 

First Aid Policy (Including EYFS) [staff are notified of regular ISI updates] 
 
 

 
St. Ambrose Preparatory School is mindful of the need to safeguard the well being of all pupils 
staff and visitors to the School and will ensure, as far as is reasonably practicable, that first 
aid arrangements will be managed in compliance with the management of Health and Safety 
(First Aid) Regulations 1981, Education (Independent School Standards) (England) 
Regulations 2003. The policy refers to non-statuatory advice given in DfE guidance ’First Aid 
in Schools’.  
 
Management of first aid arrangements will be undertaken in such a way as to ensure there 
are adequate arrangements for training and retraining of first aid staff, provision of first aid 
equipment and facilities and for the recording of first aid treatment, on or off site. 
 
The school aims: 

        To administer first aid in a ‘timely’ manner and records made as soon as practically 
possible within the constraints of the safety/needs of other children.  In some instances 
there may be a short delay in attending to a child if another child’s needs are perceived as 
more serious.  Additional help may need to be sought. 

 To create an atmosphere of carefulness both in and out of the school; this is for   
all users of the school, children, school staff, parents and community. 

 

 Carefulness includes - ability of each to protect themselves 
- concern and consideration for the safety of others 
- knowledge of what to do in in certain situations 
- alertness 
- cultivation of good habits 

 
 To develop good safety habits taught through Science, DT, PSHEE, English and 
all other relevant curriculum subjects. These could involve outside agencies such as 
the police, fire brigade, road safety officers and the school nurse etc. 

 To encourage children to develop healthy eating habits through good health and 
hygiene routine, for example regular exercise or care of themselves, personal hygiene 
etc. 

 To identify the first aid needs of the school. 

 To ensure that first aid provision is administered in a timely and competent manner 
 and available at all times including out on school trips and when school facilities are 
used for activities or events 

 To provide relevant training 

 To provide resources and facilities 

 To keep first aid records and report to the Health and Safety Executive (HSE) as 
required under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations (RIDDOR). 

 To ensure the appropriately trained staff are available in the Early years Foundation 

Stage 
 
Responsibilities: 
 
The Governing Body review matters of Health and Safety on a regular basis and delegate the 
responsibility for ensuring the policies are put into practice. All staff in the school are expected 
to do all they can to safeguard the welfare of pupils, other staff and visitors. 

The Governing Body of St. Ambrose Prep School understands its regulatory responsibilities and will maintain 
an effective oversight of this policy, by evaluating its effectiveness, and reviewing and implementing change. 
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First aid boxes are placed in all the areas of the school where an accident is considered 
possible or likely (such as the Hall). They are clearly signed and contain details of trained first 
aid staff. They are checked regularly and any deficiencies made good. First aid boxes are 
taken when groups of pupils go out of school on organized trips or to participate in sporting 
events. 
As part of their induction into school all new pupils and staff are given information on where to 
go for help in the event of an accident. There are first aid notices around the school. 
 
If a pupil is injured or ill during the school day he/she must inform a teacher immediately. The 
individual will then be assessed by a qualified first aider who will assess, treat (where 
appropriate) and record. 
 
The individual will remain under the care of the first aider if necessary. In the event of there 
being no prospect of recovery the parents or guardians will be asked to collect them. The class 
teacher will be notified if a pupil goes home. 
 
Training: 
Being a First aider is a ‘voluntary’ role and those who volunteer for this will complete an 
approved first aid training course approved by the Health and Safety Executive.  This is 
renewed on a regular basis (i.e. every three years), if the volunteer agrees to continue with 
this role. 
 
We have eight trained first aiders: 
Mr Frank Driscoll   Headmaster  
Mr Pat Conroy   Support/P.E Teacher 
Mrs Lisa Hainsworth-Walsh EYFS – Paediatric First aider 
Mrs Lindsay Simmons Paediatric First aider 
Mrs Kerry Marfleet  Junior Teaching Assistant & Office Cover 
Mrs Ann Woodier  Lunchtime assistant – Paediatric first aider 
Mrs Clare Harding  Lunchtime assistant 
Miss Claire O’Sullivan  EYFS & Infant Teaching Assistant 
All lunchtime assistants are fully trained in basic first aid. 
 
Provision for First Aid: 

 At St Ambrose Prep school there is a designated area in our school reception with 
access to hand washing facilities and close to toilets and separate drinking water is 
easily accessible. 

 A first aider is available during lunchtime and staff on playground duty to 
administer first aid (paediatric first aiders are available). Staff should reassure all 
children with injuries or illness and assess the seriousness of their condition. 
Minor first aid treatment should be administered where required and advice 
sought from the Headmaster, in more serious cases. 

 A current paediatric first aider must be on the premises and available at all times 
when EYFS children are present, and must accompany EYFS children on 
outings. 

 The majority of staff, as and when required, receive training through the services 
of Trafford school nurses eg. Asthma, Diabetes, Epilepsy and use of Epi-pen. 

 First aid materials are kept in a locked cupboard, clearly labelled as the first aid 
cabinet, in designated containers. 

 There are also first aid kits for use off-site for sporting events or activities 
which are stored in the First aid cabinet. 
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 First aid stock is checked and replenished by a lunchtime first aider (as the need 
arises). 

 Pupil’s inhalers are kept in classrooms for easy transportation for P.E. /etc.  Each 
child’s name is clearly marked on his inhaler. 

 Inhalers for Early Years pupils are kept in the department in a secure area. 

 Epipens and allergy medicines are kept in the school office in a secure but 
accessible container. 

Dealing with Bodily 
Fluids – blood etc 
Aims: 

 To administer first aid, cleaning and reassurance for the individual 

 To protect the individual and others from further risk of infection, danger of 
spreading HIV, Hepatitis B and C 

 To protect the individual administering first aid, cleaning etc 
 

Procedures to adopt when dealing with blood, body fluids, excreta, sputum and vomit: 

 Isolate the area and cover with absorbent paper to avoid stepping in it. 

 Block off the area to prevent further spread. 

 Always use disposable gloves (found in first aid cabinet) to wipe up the spill 
with the paper towel and carefully place in a plastic bag and then double 
bag. 

 Sprinkle ‘Body Spill Granules’ carefully on the area of the spill and leave for 20 

minutes. 

 Carefully wipe up the area with paper towels and gloves. Spray with non-toxic 

antibacterial cleaner. 

 Double bag all towels and gloves used to clean the area. 

 Dispose of the bag in the clinical waste bin and wash hands thoroughly with 
soap and warm water. Dry hands thoroughly and finish by applying antibacterial 
gel/ hand cleaner. 

 Never touch bodily fluids with bare hands. 

 Inform the cleaners so thorough cleaning of the area can take place. 
 
 
Incident Reporting/Record keeping 

 
The school holds three First aid record books and all accidents/injuries requiring first aid 
treatment are recorded in one of these books. All boys receiving first aid will also be 
given a wristband to wear: yellow wrist band for all first aid treatment which states – ‘I 
have seen a first aider today’ and red wrist band for all head bumps which states – ‘I 
bumped my head today’. The school also holds an additional record book for head 
injuries which are recorded separately.  Any child sustaining a minor head injury is given 
a letter for their parents and major injuries involving the head or any other part of the 
body are recorded in the Accident book which is kept in the school office. This includes 
injuries which parents are advised to take their child to hospital or a dentist.  Each First 
aid record book has a list on its front cover of children who have allergies to plasters, 
foods, medicines, require inhalers or other medical conditions.  A list of all children 
requiring inhalers or who have serious medical conditions are listed in the staff room and 
the school office with up to date photographs in certain cases, (compiled from information 
provided by parents/guardians). 
These record books are stored in the appropriate area with the following information: 

 

I. Name of injured person 
II. Date and time of accident 

III. Place of accident 
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IV. Type of accident 
V. Treatment provided and action recorded 
VI. Name of first aider 

 

Parents/guardians of EYFS, KS1 and KS2 are contacted if there are any concerns about 
an injury (especially a head injury) or if a child need to go home due to illness. 
 
In the EYFS, parents are informed of any injury a child has sustained and of what treatment 
was given. 
 
The school will always contact parents if a pupil suffers anything more than a minor injury, 
or if they become unwell, or if the school has any worries or concerns about their health. 

 
When a child requires an asthmatic inhaler, or specific allergy medicine or epipen, this is 
recorded in the administration of medicine file with the date and time administered and 
parents are informed. This file is located in the school office. 
 
Emergency Arrangements 

 
The first aider/appointed person will call for 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 

 If the first aider is unsure of the severity of the injuries 

 If the first aider is unsure of the correct treatment. 
 

In the event of an accident involving a child, parents/guardians are notified if the 
accident is: 

 Considered to be a serious (or more than minor) injury including a dental injury 

 May require attendance at hospital 
 

The procedure is to notify parents using all telephone numbers available to the school. If 
parents cannot be contacted, the first aider/appointed person or another member of staff 
will stay with the child until parents can be contacted and arrive (as required). 

 
If the child requires hospital treatment and the parents/guardians cannot be contacted 
prior to attendance, the first aider, appointed person or another member of staff will 
accompany the child to hospital taking contact details and evidence of the consent for 
emergency medical treatment and remain with them until the parents can be contacted 
and arrive at the hospital. The nearest hospital to the School is Wythenshawe Hospital 
where there is an Accident & Emergency Unit (0161 998 7070 

 

Accidents fall into four categories: 

 Fatal 

 Major injury 

 To employees resulting in more than 3 days consecutive absence 

 Other accidents 
 

Fatal or major injury (see list below for examples) should be reported immediately to the 
Health and Safety Executive on 08453009923 or email riddir@natbrit.com 
The accident should be reported by phone immediately and then confirmed in 
writing on the form F2508 If an accident is more than minor it should be reported to 
the Headmaster 

mailto:riddir@natbrit.com
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Major Injuries 

 Fracture of the skull, spine or pelvis 

 Fracture of any bone in the arm other than a bone in the wrist or hand 

 Fracture of any bone in the leg other than a bone in the ankle or foot 

 Amputation of a hand or foot 

 The loss of sight of an eye 

 Any other injury which results in the person injured being admitted to hospital as an 
 inpatient for more than 24 hours, unless that person is detained only for observation. It 
 might be that the extent of the injury may not be apparent at the time of the accident or 
 immediately afterwards, or the injured person may not immediately be admitted to 
 hospital. Once the injuries are confirmed, or the person has spent more than 24 hours 
 in hospital, then the accident must be reported as a major injury. 

 
The school will keep records of all accidents and injuries, and has a procedure in place for 
ensuring that they are reviewed regularly in order, where possible, to minimize the likelihood 
of recurrence. The school will keep a record of any first aid treatment, non-prescription 
medicines or treatment given to a pupil. 
 
Reporting School Accidents 

 
Certain accidents arising out of or in connection with work are reportable to the Health 
and Safety Executive under the requirements of the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1985. The following gives practical advice to 
schools on compliance with this duty. 

 

It is not a complete statement of the duty. 
 

Employee Accidents 
 

(This applies to all Education employees and self-employed persons on school 
premises). 

 
Any accident to an employee resulting in a fatal or major injury must be reported to the 
HSE immediately by telephone. The details must be confirmed on Form F2508 within 7 
days. 
 
If the accident does not result in a fatal or major injury, but the employee is incapacitated 
from their normal work for more than three days (excluding the day of the accident) there 
is no need to telephone, but Form F2508 must be completed and sent to the HSE within 
seven days of the accident. 

 

Pupil Accidents 
 
(Including accidents to any visitors not at work) 

 

Fatal and major injuries to pupils on school premises during school hours must be reported 
in the same way as those to employees. However, injuries during play activities in 
playgrounds arising from collisions, slips and falls are not reportable unless they are 
attributable to: 

 The condition of the premises (for example). 

 The lack of proper supervision - Fatal and major injuries to school pupils occurring 
on school sponsored or controlled activities off the school site (such as field trips, 
sporting events or holidays in the UK) must be reported if the accident arose out of or 
in connection with these activities. 
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Reporting to Parents (Early Years) 
 
Parents will be notified of any accidents that have occurred or first aid administered. For 
minor injuries EY staff will speak to the parent. For injuries other than the normal bumps 
and grazes that occur in EY, written notification and a telephone call will be the procedure 
followed. All incidents however minor are always recorded. 

 
Advice to Parents (Early Years) 

Parents are informed by letter or parent mail about any contagious outbreaks e.g. vomiting, 
chicken pox, swine flu, head lice etc. Where possible parents are given advice about the 
length of time that a child must be absent from school relating to their illness. Parents are 
advised that their child must not return to school for 48 hours after the symptoms of vomiting 
or diarrhoea have ceased.  
 

Illness and Injury (Early Years) 

The school will notify Ofsted of any illnesses or injury in connection with medicines and of 
any serious accident, illness or serious injury to, or death of any child whilst in our care, and 
of any action taken. Notification will be made as soon as reasonably practicable, but in any 
event within 14 days of the incident occurring. 
 

Food and Drink (Early Years) 

The school will inform Ofsted of any food poisoning affecting two or more children looked 
after on the premises. Notification will be made as soon as reasonably practicable, but in 
any event within 14 days of the incident occurring. 
 

Defibrillator 

We have purchased for the school and the wider community a defibrillator which is located 
in the small kitchen, attached to the school hall with an additional supply of pads available. 
Its location has been chosen to allow access when the school hall is rented out for private 
functions.  It is appropriate for both adults and children. 
 

School Visits 

First aid procedures for school visits comply with Chapter 2, paragraphs 64 – 68 of the 
Health and Safety of Pupils on Education Visits 1998. EYFS children on visits always have 
access to a member of staff with a Paediatric First Aid Certificate. 

 
Review 

First Aid Needs will be reviewed periodically or following any significant changes that may 
affect first aid provision. 
 

Information 

All staff have a list of boys with medical issues including boys with asthma which has   been 
compiled from information given by parents/guardians. The lists are updated at the 
beginning of each academic year and are amended when necessary throughout the year.  
Pupils who have sustained injuries such as sprains and fractures and are attending school 
but require support are allocated a ‘buddy’ and the assistance of a member of staff if they 
require the use of the lift.  In case of fire it may be necessary for the pupil to be assisted 
down the stairs by the class teacher. 
 
Medicine cannot be administered by staff, but staff can supervise pupils whilst they self-
administer medicine if they are deemed old/responsible enough with written parental 
consent. Parents are invited into school to administer medication to their child if this is more 
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appropriate. See Policy on Medicines. 
Staff Taking Medicines 
Staff needing/taking any type of medication must store this safely and securely out of reach 
of any children. It can be stored with their personal belongings but these must then be kept 
in a safe place away from children, e.g locked classroom store cupboard on a high shelf or 
in the staff room. 
They may self-medicate but this needs to be out of sight of the children. This includes all 
staff working in EYFS. 
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This policy has been written in consultation with staff and governors 
of St. Ambrose Preparatory School and with due regard to the 
school’s mission statement: 
 
“At St. Ambrose Preparatory School, we strive together to do our very best and 

to make this a safe, happy place, with Christ the centre of all we do.” 
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St Ambrose Prep School 
Policy of Medicines (Including EYFS) [staff are notified of regular ISI updates] 

 

For the purposes of this document, we distinguish four categories, as set out below: 

 

1. Special Medical Conditions 

 

Occasionally, parents with a son suffering an on-going medical condition apply to the 

school. Such a condition may require daily doses of medication, as for example, a child 

suffering from severe A.D.D., or as in the case of a child with peanut allergy (anaphylaxis), 

the administration of the Epi-Pen in an emergency. Providing all other requirements for 

entry have been met, children with a severe condition, requiring special provision, will be 

considered on an individual basis. 

 

2. Short Courses of Treatment 

 

If a child contracts an illness requiring antibiotics or similar medicines to be administered 

over a period of days or weeks, parents are asked to make necessary arrangements, which 

may mean: 

 

a) the child is kept off school until the course of treatment is finished; or, 

b) the child returns to school, receiving the necessary doses at home (before school, after 

school and at bed time possibly); or, 

c) the child returns to school and a responsible adult comes into school at an agreed time 

to administer the medicine. 

 

Staff are not required to administer or oversee the administration of medicines in this 

category, including creams and preparations. 

 

However, the Headmaster or appointed person will administer medicine on the rare 

occasion it may be needed, providing the appropriate proforma has been completed and 

brought into school with the accompanying medicine. (Please see attached.) 

 

3. Inhalers 

 

Some children require the use of an inhaler, either on a daily or occasional basis. In the case 

of infants (children up to age 7), the class teacher would take responsibility for storing and 

ensuring ready access to an inhaler. Juniors (children from 7 to 11 years) are expected to 

take responsibility for their own inhalers, although Junior teachers would take 

responsibility for storing a spare. 

 

It is the parents’ responsibility to ensure inhalers are labelled, showing the child’s name 

and form and that boys are aware of when and how to use them. 

 

Children requiring inhalers/use of emergency inhaler 

 

The school has purchased a salbutamol (Ventolin) ‘reliever’ for emergency use only.  It is 

kept in the school office, together with a list of all children who have a diagnosis of asthma 

or require a ‘reliever’ inhaler occasionally during times of illness.  A copy of the consent 

The Governing Body of St. Ambrose Prep School understands its regulatory responsibilities and will maintain 
an effective oversight of this policy, by evaluating its effectiveness, and reviewing and implementing change. 
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from signed by parents giving permission to use the schools ‘emergency inhaler’ is kept in 

the school office next to the emergency inhaler. 

 

Asthma attack leaflets are displayed in each class room, the hall and key areas of school.  

The leaflets summarise the signs of an asthma attack and what to do in case of emergency.   

These leaflets are available to the lunchtime staff as well.  

 

All lists are updated at the beginning of each academic year and amended as necessary 

throughout the year.   

 

4. Medication in School 

 

Medicines (aspirin, Calpol, paracetamol etc.) are not kept in school. Antiseptic wipes, 

tissues and plasters are used for minor cuts and grazes. Parents may wish to send in their 

own individual supply of latex free plasters or hypoallergenic plasters for their child. 

 
 

 

Policy on First Aid and Medicines: 

 
Approved by Governors Full Governing Body Meeting Summer 2016 

Review Cycle  3 years 

Next Review Date  Summer 2019 

See also Health, Safety & Welfare policy 
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St. Ambrose Preparatory School 

 
Parental agreement for St. Ambrose Preparatory School 

to administer medicine 

 
The school will not give your child medicine unless you complete and sign this form.  

 

Date:  

Child’s Name:  

Class:  

Name and 

strength of 

medicine: 

 

Expiry date:  

Dose to be 

given: 

 

Time to be 

given: 

 

Any other 

instructions? 

 

 

The above information is, to the best of my knowledge, accurate at the time of 

writing and I give consent to the school to administer medicine in accordance with 

the school’s policy. I will inform the school immediately, in writing, if there is any 

change in dosage or frequency of the medication or if the medicine is stopped. 
 

 

 

Print name:  _________________________________ 
 

Signature:   _________________________________ 
 

 
Please note a separate form needs to be completed if more than one medicine needs to be 

given. 


