
 

 
 

Hob Green First Aid Procedures  

To reflect the context of the School, certain Trust Policies have associated contextualised 

procedures. Please refer to Trust’s First Aid Policy for more information. 

 

Important first aid ‘musts’ guidelines    

• Know your limitations as to your skills as a first aider.  

• Know who the School’s trained First Aid staff are. 

• Ensure that you only clean wounds with water or medi-wipes.  

• DO NOT apply any creams or lotions.  

• DO NOT administer any medicines unless the School has written authorisation to do so 
from parents.  

• Ensure all medicines are kept locked away in Main First Aid Cupboard  
• Ensure any completed medication forms are kept secure in Main Office.  
• For personal protection, have a second adult looking at any part of a child this ‘sensitive’ 

or of an intimate nature and should be recorded. 

 

Incidents  

• All incidents must be recorded on the School’s pre-printed Accident Forms and a slip 

sent home with the child. This includes any minor first aid treatment, such as a 

replacement of plasters, minor grazes, splinters, sickness, etc. Parents will be informed 

directly by the school if there are further concerns. 

• The location and time of incidents must be fully recorded in order to monitor potential 

hazards.  

• Where there are visible injuries to a pupil (including any head injuries), parents must 

be contacted by telephone before the child is collected and advised of the situation. 

Any phone calls home are followed up by a text message. 

• Where a child has received any head injury, but stays in school, the teacher will be 

asked to monitor the child’s health and to report any changes or concerns to the first 

aider. The medical monitoring record should be used (see appendix 1)  

• Over the lunchtime period if a child is injured and needs minor first aid treatment this 
will be administered by the lunchtime supervisor and a green slip completed.  If the 
injury is considered to be more serious, another trained First Aider will be alerted.  

• Blood spillage. Wear gloves. Stop bleeding, then clean and cover. 
Only plaster if it is necessary – most cuts are better left exposed to the air. 
Blood spillage on the floor: put area out of action, use the mops in the KS2 cleaning 
cupboard labelled ‘toilets’. Any paper towels, gloves etc. put in a plastic bag, tie up bag 
and dispose of in the yellow bins located in the main foyer toilets and the ladies toilets. 
Remember to lean a child forward if they have a nose bleed, and ask them to pinch 
their nose to stop the blood flow. (Lean the child over a sink or bucket if available.)The 
length of time of the nose bleed should be noted and parents/carers informed with a 
green slip and conversation. 



 

 
 

• Administration of plasters-A data information collection sheet is issued to children, and 
new starters. Any allergies are requested on that sheet. Allergies to plasters are 
recorded on the school system.  
Children who do not have recorded allergy to plasters can have a plaster applied if 
required. It is good practice to ask the child first.  
This should be recorded in the accident book and the parent informed at the end of the 
day. 

• Should an adult require first aid, in the case of a minor injury, this can be self-
administered. In the case of a more serious injury, advice should be sought from a trained 
first aider.  

 

Injuries Causing Concern  

• For any injuries that are a cause for concern, a trained First Aider will be informed and 

parents will be contacted immediately via the school office. 

• Each classroom and communal areas have a red ‘Helping Hand’ with the location 

clearly labelled these are for use when you need a trained First Aider or additional First 

Aiders and cannot leave your classroom. A sensible child will be given the ‘Helping 

Hand’ to take to the nearest room or area to get help.  

 

 

  Serious Injuries 

• Where a more serious accident has occurred, a trained First Aider will be informed 

immediately 

• Each classroom and communal areas have a red ‘Helping Hand’ with the location 

clearly labelled these are for use when you need a trained First Aider or additional First 

Aiders and cannot leave your classroom. A sensible child will be given the ‘Helping 

Hand’ to take to the nearest room or area to get help.  

• In instances of a head trauma, where the child is complaining of a headache or nausea, 

an ambulance will be called immediately and parents informed.   

• In the event of a suspected fracture, the advice of a trained First Aider will be sought 

immediately. Parents will be contacted immediately and an ambulance called where 

the injury is considered to be severe. 

• The event of a child choking send for help and support at the same time as dealing 

with choking. Encourage the child to cough in the first instance. If this is unsuccessful, 

lean child forward and using the palm of the hand, deliver five back slaps to the middle 

of the back. Check whether the obstruction has dislodged before continuing. In the 

case of a small child, the child should be laid across the lap of the adult to allow gravity 

to support the abdominal thrust. If blockage is still there, then try abdominal thrusts 

(these should be done by a trained First Aider if possible). 

An ambulance should be called after this ‘treatment’, as there could be some internal 

damage. Always contact parents after treatment. 

• Accident/Dangerous Incident Report Forms, in the main office, must be completed for 
all serious incidents/near misses by the member of staff who dealt with the child/adult. 



 

 
 

• Serious injuries and accidents are reported to the Trust’s Operations Director 
immediately by a School senior leader. 

• For suspected anaphylaxis reaction monitor the pupil carefully and be aware of 
swelling, changes in breathing/shortness of breath, alertness, drowsiness etc. Seek first 
aid advice, call an ambulance, contact parents and refer to care plan for known 
allergies. 
 
 

 

 

 

 

First Aid on School Trips 

• At least one first aider should accompany the class on the school education visit 

• School First Aid Kits must be taken on all school trips/outings etc. 

• Full Risk Assessments must be completed before any trip/outing and signed off by a 

senior leader. 

• These must be collected the day before a trip is due to take place to ensure stock levels 

are sufficient and restocked if necessary.  

• School First Aid Kits are located in First Aid cupboard and should be signed out and in 

by a class teacher.  

• Any first aid administered whilst on a trip/outing must be recorded fully on first aid 

slips when back at school. 

 

First Aid Supplies  

• Each classroom has its own first aid supplies and the class teacher is responsible for 

ensuring stock levels are maintained.   

• First aid supplies should be requested in writing to Office Manager  

• Cold compresses are located in First Aid cupboard.  

• The School has a defibrillator and this is located outside the main staffroom 

  

 

Designation First Aid Contacts  

• Lead first aider-  

    Katie Cooper 

• Paediatric and Emergency First Aiders at work are –  

        Rebecca Crichton 

        Rebecca Williams                                         Juliann Millward 

        Amanda Fletcher                                         Tracey Bennett 

        Gillian Walker                                           Casandra Bowen 

        Leanne Berry                                             Lorraine Gilliam                                          

        Linzee Cartwright                                        Stacey Knowles 



 

 
 

        Shawney London 

         

        Paediatric first aiders – 

Amy Willmott 

Katie Cooper 

Julie Foxall 

Michelle Peach 

 

• Designated Health and Safety Lead/Forest School First Aid for outdoors- 

 Steve Owens 
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Appendix 1 

Medical monitoring record 

 

Compiled by ___________________ First aider 

 

Date _____________ Time___________ 

 

Child’s name ___________________ 

 

Date and time parent/carer contacted______________________________ 

 

Green First Aid slip completed and handed to pupil/teacher 

 

Class____________________- class teacher_________________ 

 

This child has received a bump to the head and needs monitoring. 

 

Signs to look out for  

•  Drowsiness 
•  Feeling sick 

•  Pupils getting larger 

•  Headaches  
  



 

 
 

Monitoring record to be completed by the class teacher 

 

Times to be checked – (first aider please fill in the times)  

 

□ ________________ checked by _________________ 
 

□ ________________ checked by _________________ 
 

□ ________________ checked by _________________ 
 

□ ________________ checked by _________________ 
 

□ ________________ checked by _________________ 
 

 

If there is any change in condition – please report this immediately to the first aider 

named above for further advice. This form is to be passed back at the end of the day for 

secure storage and forms part of the accident record book. 
 


