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west Sussex County Council Guidelines (Adopted and Adapted) 

Working together to recognise the value and realise the potential of everyone  

POLICY  

The Angmering School is committed to creating a safe and secure environment for all. It provides first 

aid for staff, students and visitors. Contractors who work on site provide their own first aid. First aid is 

available at all times when people are on site, and to groups who are doing off-site activities or are 

otherwise in the establishment’s duty of care.  

FIRST AID COVER  

The School’s First Aid Coordinator is a qualified School Nurse and supported by a medical room 

assistant. The school has appointed first aiders who are trained at different levels.   

First Aiders trained in First Aid at Work (FAW)  are those who have successfully completed an 

approved 3 day course in first aid delivered by an HSE approved training provider. Certificates are valid 

for three years and can be renewed by attending a 2 day refresher course. Renewal is completed within 

28 days of expiry of the previous certificate.  

First Aiders trained in Emergency First Aid at Work (EFAW) are those who have successfully 

completed an approved 1 day course in first aid. This level of training although usually suitable for low-

risk workplaces with small numbers of people, enlarges the team and ensures more staff are aware and 

able to address risks when working in smaller groups or on trips or visits. Certificates are valid for three 

years.  

An Appointed Person is designated to take charge when somebody is injured or becomes ill at work, 

when a qualified first aider is absent in temporary and exceptional circumstances. The appointed 

person’s role is to call the emergency services when required, and to look after the first aid equipment 

and facilities. While there is no statutory requirement for Appointed Persons to have training, they are 

provided sufficient instruction to understand the duties they are expected to undertake, and that they 

must not attempt to give first aid for which they have not been trained. It is unlikely that within the school 

day, this would be the case, but after hours and before school, PE and Sites and Buildings Staff may 

fulfil this role.   

Qualifications and Training  

All appointed first aiders, hold a relevant current certificate that has been obtained through attendance 

on a training course run by an approved organisation and provided usually, by the in-house qualified 

trainer. It is part of the LSA job profile that this qualification be maintained in view of the significant 

additional risk identified in having a large number of students with physical and medical conditions in 

school.  

The School Nurse is a registered children’s nurse and holds a specialist public health qualification. 

 Refresher Training  

Although certificates are valid for three years, regular refresher courses are run annually as required by 

County.  
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Numbers of First Aiders Please refer to appendix 1 

There are above average numbers of trained staff in the school (3 FAW and 3 EFAW being the 

requirement for this school) so that there are sufficient numbers of first aiders, strategically located to 

ensure that assistance will be provided quickly in an emergency. The number is also sufficient to ensure 

provision is maintained during foreseeable absences such as sickness, and to accommodate 

educational visits and sporting fixtures. First aid duties are shared between qualified staff, and the 

appropriate level of provision is maintained.  A list of qualified First Aiders is available from the HR 

department. 

 Appointment  

All LSAs are required to hold a First Aid Certificate and PE staff are strongly advised to do so. Lists are 

kept of all qualified staff. All who are qualified are expected to act in an emergency even if not 

timetabled.  

Contacting First Aiders  

Systems are in place to ensure that everybody on the premises knows where the duty first aider is 

located and how to summon a first aider in an emergency. The Medical Room is open for First aid and 

medication between 10am -2pm. Outside of these hours students must attend student services. Notices 

are displayed in conspicuous places and the procedure is included in staff and volunteer induction 

training/paperwork and student safety briefings. Unaccompanied visitors will also need to be informed 

when they sign in.   

Carrying Out a Risk Assessment   

First aid is provided to any person to whom we owe a duty of care if they are injured or become ill while 

on our premises or involved in an off-site activity, including school trips. There are sufficient suitably 

qualified first aiders and adequate first aid facilities to ensure that immediate assistance is provided to 

casualties and an ambulance is summoned when appropriate.  

Factors taken into account in assessing risks  

Assessment Factor Apply? 
Yes     
No 

Impact on First Aid Provision 

1   
Are there any specific risks such as 
hazardous substances, dangerous tools 
or machinery, or dangerous loads. 
dangerous loads or animals?    
 

 You will need to consider:  
- specific training for First Aiders  
- extra first-aid equipment  
- precise positioning of equipment.  
- RIDDOR 
 

2   
Are there parts of the workplace with 
different levels of risk?  
 

 You may need to make different  
levels of provision  
 

3  
 What is your record of accidents and 
cases of ill health? What type are they 
and where did they happen?  

 You will need to check your records  
You may need to:  
- locate first aid in certain areas  
- review the provision.  
- complete on line accident forms. 



 

4 
 

 

4  
 Are there inexperienced workers on site, 
or people with disabilities or special health 
problems?  
 

 You will need to consider special 
equipment.  
What special; equipment would you need 
for an inexperienced worker?  
 

5. 
Are the premises spread out, e.g. are 
there several buildings on the site or multi-
storey  
buildings?  
 

 You will need to consider provision in each 
building and on several floors.  
 

6  
 Is there shift work or out-of-hours 
working?  
 

 First-aid provision is required at all times 
while people are at work. 

7  
 Is your workplace remote from 
emergency medical services?  
 

 You will need to tell them where you are or 
make special arrangements.  
 

8  
 Do you have staff who travel a lot or work 
alone?  

 You will need to consider:  
- issuing personal first-aid kits and training 
staff how to use it;  
- issuing personal communications.  
 

9  
 Do any of your staff work at sites 
occupied by other employers?    
 

 You will need to make arrangements with 
the other site occupiers.  
 

10   
Do you have any temporary workers, 
volunteers or customers on site?  
 

 Your first-aid provision must cover them.  
 

Appropriate Practice   

First Aiders are responsible for assessing injuries or ill health and using their training to decide upon the 

most appropriate response. This can involve treating the casualty if the injury is within the scope of their 

training, referring them to hospital for assessment or further treatment, or making an emergency call to 

summon an ambulance. In non-urgent situations where the guidance contained in the First Aid Manual 

is insufficient, they can also contact NHS 111 by dialling 111 on any telephone. Urgent treatment should 

not be delayed in order to consult with parents or carers.  The school has an excellent relationship with 

the School Nursing Service and the School Nurse monitors and advises on first aid, risk assessments 

and care plans.  

The school has two accessible defibrillators, one  situated inside the Sport’s Reception area and the 

other is located in N1 (LNC), both accessible by all staff. 

Indemnity  

WSCC employees who hold a valid first aid qualification are indemnified by the county council’s 

insurance against any claims for negligence or injury, provided they relate to first aid provided in the 

course of their employment and they acted in good faith and in accordance with their training. The 

indemnity is regardless of where and to whom the first aid was provided.  
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Calling the Emergency Services  

Staff are aware of the procedures in emergencies and all phones around the school can be used for 

emergency calls.  Notices are displayed in key areas. Where a parent is unreachable, it is normal 

practice, for a staff member to accompany a student to/at hospital until the parent arrives. 

Students with Medical Conditions  

First aiders are informed if a student with a medical condition is likely to need special emergency 

treatment. The School Nurse or medical room assistant will prepare  a health care plan for such 

students. Specialist nurses will support with care plans for students with complex medical needs. 

Student health care plans are available to first aiders in the first aid room and a copy provided to any 

medical practitioner providing emergency medical treatment to such students.  A message is added to 

the student’s file in SIMS and teachers informed if appropriate.   

Medicines  

Although staff do not have a statutory duty to give medicines (as per County guidelines), they are 

sometimes administered to enable regular attendance of our students. The school keeps records of any 

medicines that are administered by school staff.  These records are available to the school nurse and 

the medical room assistant, and if a student who has received medicines is referred for further treatment 

or assessment, or emergency medical treatment, a record of any medicines administered that day is 

provided to the medical practitioners. All medicines, apart from emergency medicines are kept in a 

locked store cupboard in the original pharmacist’s packaging. Students are informed where the 

medication is stored and who holds the key. In the event of a student requiring emergency medication, 

staff are fully briefed on the procedures for obtaining the medication in an emergency. Medication which 

require refrigeration are kept in the medical room fridge, clearly labelled in an airtight container.  

 First Aid Materials, Equipment and Facilities  

There is a monitoring system overseen by the School Nurse to ensure an adequate level of first aid 

materials, equipment and facilities in the school so that an injured person can be treated quickly in an 

emergency. The first aid room is well-equipped and regularly reviewed. Department Leaders are 

responsible for ensuring their departmental first aid kit is complete and up to date at all times. 

First Aid Kits  

The number and content of first aid kits is subject to risk assessments and review. Records are kept of 
their whereabouts. “Grab bags” are always fully resourced for emergencies and first aid kits provided for 
trips out as required.   

High-risk areas such as laboratories and workshops have their own first aid kits, and kits are 

immediately available for use on playing fields.  It is the responsibility of each department to ensure kits 

are well stocked and in date. 

First aid kits must be stored appropriately robust containers designed to protect the contents from damp 

and dust and marked with a white cross on a green background or stored appropriately within the first 

aid room.  

First Aid Kits Contain:  

● a leaflet giving general guidance on first aid  
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●  several pairs of disposable gloves 

●  20 individually wrapped sterile adhesive dressings (assorted sizes and blue ones for food 

technology or kitchen areas)  

●  2 sterile eye pads  

●  4 individually wrapped sterile triangular bandages  

●  6 safety pins  

●  6 medium-sized individually wrapped sterile un-medicated wound dressings (approximately 

12cm x 12cm)  

●  2 large individually wrapped sterile un-medicated wound dressings (approximately 18cm x 

18cm).  

(If tap water is not available for eye irrigation, at least one litre of sterile water or sterile normal saline 

(0.9%) in sealed disposable containers may be provided). These have a limited shelf life and are 

replaced periodically.  Where soap and water are not available, individually wrapped moist cleaning 

wipes are provided. If scissors are put into the first aid box, they are blunt-ended. No antiseptic creams, 

lotions, or any type of medication or drug is kept in a first aid kit.   

 The contents of a travelling first aid kit for off-site visits is appropriate to the type and duration of visit, 

containing as a minimum:   

● a leaflet giving general advice on first aid 

●  six individually wrapped sterile adhesive dressings 

●  one large sterile un-medicated wound dressing (approximately 18cm x 18cm) 

●  two triangular bandages    

●  two safety pins  

●  individually wrapped moist cleansing wipes 

●  one pair of disposable gloves.  

If scissors are put into a first aid kit, they are blunt-ended. No antiseptic creams, lotions, or any type of 

medication or drug is kept in the first aid kit.  

 Minibuses  

All minibuses carry a first aid kit as is the legal requirement.    

Medical Accommodation  

The first aid room is well-equipped and used exclusively for this purpose. It is well lit with a washbasin 

and a toilet reasonably nearby. The floor and surfaces are well-maintained, easy to clean and disinfect. 

It is located on the ground floor access for a wheelchair or gurney to the space reserved for emergency 

vehicles. Appropriate accommodation is provided for health professionals to carry out medical and 

dental examinations.  The room has at least:  

● a sink with hot and cold running water; 

●  soap and paper towels; 

●  disposable gloves (latex-free);  

●  drinking water and (plastic cups);  

● A range of first aid equipment;  apparatus for the safe disposal of clinical waste: foot-operated 

refuse container lined with disposable yellow clinical waste bag;   

●  a sharps container when sharps are used;   

●  a couch with waterproof protection, clean pillows and blankets;   
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●  chairs;  

●  a kettle for student medication 

●  a telephone;  a record book for recording the first aid given; 

●  a computer to log all interventions with students; 

●  (a current edition of the First Aid Manual); 

●  a filing cabinet for care plans and other records; 

●  a copy of the Health protection Agency ‘Guidance on Infection Control in Schools and other 

Child Care Settings’.   

● A lockable cupboard and secure storage for medicines and spare resources.  

School procedures:-  

The school has excellent First Aid facilities and the services of a school nurse/first aider during school 

hours.  If a student feels ill in school, they are given a permission slip by a teacher and they then go to 

the Medical Room where first aid can be given. During the Covid 19 pandemic students are escorted by 

a member of staff to avoid crossing of bubbles.  If a student is too ill to stay in school, parents are then 

contacted by the school to arrange for the student to be taken home.  When a student is injured, first aid 

only, is given and an assessment made. We inform parents if it is not clear how serious the injury may 

be and further investigation by a doctor is deemed necessary. We also inform parents if students suffer 

a head injury or a non-accidental injury, even if the student feels well enough to stay in school. On rare 

occasions, an accident or illness may require the attendance  of emergency services; in this event, we 

make every effort to contact parents after the emergency call is made. In the event that a parent or 

relative cannot be contacted, it is usual for a member of our staff  to accompany or follow the student to 

hospital to await the arrival of parents.  All students will have parental consent for the school staff to 

administer medication and it is the parents responsibility to ensure that records are updated if they 

change. The school ensure that the staff who administer medicines are fully briefed in general 

procedures for medicines and they receive appropriate training in Managing Medicines in School to 

administer specific medicines, for example, epi-pens. This is specialist training that all First Aiders 

receive and is open to other staff.   

Students who are prescribed medication to be taken during the school day, on a regular basis, must 

ensure that it is in its original box with prescription label with name, date and dosage. It should be 

handed in to the First Aid room for dispensing as indicated.  A care plan will need to be completed and 

the appropriate forms will need a parental signature. Some students are prescribed occasional 

treatment such as an antibiotic, which has to be taken during the day. Normally, staff  do not administer 

antibiotics and students prescribed them should remain at home for the duration of the treatment. 

However, if a doctor deems the treatment to be mild and the student able to attend school, he or she 

may bring in the medication with parental request (the medical room will contact parents to confirm 

dosage etc.). This must be clearly marked, in the original pharmacist’s container and taken to the 

medical room. A ‘Request to administer medicine’ form must be signed and returned to the medical 

room the next day. Staff check that the medication has been administered without adverse effect in the 

past and parents must certify this is the case. A note to this effect is recorded on the consent form.  

Asthma inhalers, epi-pens and, infrequently, other medication, which have to remain in the care of the 

student, must be clearly marked (a care plan must be complete in this case except for inhalers). They 

are the student's responsibility and must never be lent to another student. Parents are encouraged to 

supply an emergency spare to be  kept in school in the medical room and it must be clearly labelled and 

collected on expiry.   
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Students should not carry any medication on their person unless prior consent has been gained from 

the Head teacher and the appropriate forms completed (and a care plan completed).  The only 

exceptions for this is for students who are prescribed emergency medication including adrenaline pens 

and inhalers. If a student suffers from migraines or another condition requiring occasional pain relief, 

additional, prescribed and labelled supplies can be sent in to the First Aid room to be dispensed as the 

need arises.  

Paracetamol will only be given out between 12 noon and 2pm.  Written parental consent must be given 

prior to administration of paracetamol.  1 x 500mg tablet of paracetamol will be administered to students 

12 years old and under.  1.5 x 500mg tablets of paracetamol will be administered to students 13 years 

to 16 years and over 16 years will be offered 2 x 500mg paracetamol tablets.  A sticker documenting the 

date, time and dose administered will be given to your child. Non-prescription travel sickness medication 

will be administered by staff providing they are supplied in the original packaging and accompanied by a 

‘Request for school to administer medicine’ form. It must be suitable for the child’s age and supplied by 

the parent.  

Antihistamine medication can only be administered where a medical professional has recommended or 

prescribed antihistamine for the treatment of a mild allergic reaction. 

Controlled Drugs 

The school does not deem a pupil prescribed a controlled drug (as defined by the misuse of Drugs Act 

1971) as competent to carry the medication themselves. Controlled drugs will be stored securely in a 

non-portable container and only named staff will have access. Controlled drugs for emergency use must 

also be easily accessible.  The administration of a controlled drug will be witnessed by a second 

member of staff and records kept.  In addition to the records required for the administration of any 

medication, a record will be kept of any doses used and the amount of controlled drug held in school.  

For Educational Trips and Visits, Travelling Abroad, Off-site Education and Work Experience please see 

separate policies. The First Aid Policy applies to these too.  

Any supplementary questions a parent may have about medication may be addressed to Donna Street 

– School Nurse or Sarah smith - medical room assistant. Parents should contact the school to tell us of 

any contagious or infectious disease or case of head lice so that we may inform relevant authorities or 

take other precautionary measures as necessary.   

Relevant Policies:  

Trips and Visits.  

Child Protection  
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Appendix 1     

  

The following 3 tables give the minimum numbers of available first aid personnel to be present on the school site during school 

hours, or with an off site activity. First aid provision for out of school hours should be based on a risk assessment.  

  
TABLE 1  

Primary schools with children under 5  
It is recommended that the EFAW first aid courses you provide includes an element of first aid relevant to primary-school aged 
children.  

Number on roll  Minimum First Aid Provision in school during 
school hours  

Staff numbers (head count)  

Less than 100  1 FAW, 1 EFAW, 1 EYFA  < 50 staff.  

100-299  1 FAW, 2 EFAW, 2 EYFA  < 100 staff.  

300-999  2 FAW, 3 EYFA  < 200 staff  

Off-site activities attended by 
children under 5  

Additionally, at least 1EYFA accompanying the 
group.  

  

Other off-site activities (see 
note c)  

First aid provision should be at least one EFAW, 
and any additional cover determined by risk 
assessment  

  

  

TABLE 2  

Primary schools with no children under 5  
It is recommended that the EFAW first aid courses you provide includes an element of first aid relevant to primary-school aged 
children.  

Number on roll  Minimum First Aid Provision in school during 
school hours  

Staff numbers (head count)  

Less than 100  1 FAW and 1 EFAW  < 50  

100-299  1 FAW and 2 EFAW  < 100  

300-999  2 FAW and 3 EFAW  < 200 staff  

Off-site activities (see 
note c)  

First aid provision should be at least one EFAW, 
and any additional cover determined by risk 
assessment  

  

  

TABLE 3  

Secondary schools with no children under 5 (See notes)   

Number on roll  Minimum First Aid Provision in school during 
school hours  

Staff numbers (head count)  

Less than 100  1 FAW and 1 EFAW  < 50 staff  

100-299  1 FAW and 2 EFAW  < 100 staff  

300-999  2 FAW and 3 EFAW  < 200 staff  

1000 or more  3 FAW and 3 EFAW  < 300 staff  

Off-site activities (see 
note c)  

First aid provision should be at least one EFAW, 
and any additional cover determined by risk 
assessment  

  

  

Notes  

  

a. If there are children under 5 at your secondary school, (e.g. a crèche or a nursery for staff member’s children) then 

contact the H&S team for advice as you will require EYFA first aid provision too.  

  

b. If your establishment exceeds the number of staff in the staff numbers column, then contact the H&S Team for 

advice on first aid numbers.  
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c. First aid provision must be considered for every off-site activity (including sports fixtures). The provision is subject to 

risk assessment but the minimum must be a First Aider qualified in EFAW, or for children 5 and under, at least one 

EFAW-EYFA  

 

WSCC SLA – guidance doc. 

 

 

 

 


