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Enrich Academy
First Aid and Accident Reporting Policy
June 2025

	1
	Summary

	Enrich Academy First Aid and Accident Reporting Policy

	2
	Responsible person
	Lorna Wright 

	3
	Accountable ELT member
	Head of School

	4
	Applies to
	Enrich Academy Staff & Students

	5
	Trustees and/or individuals who have overseen development of this policy
	N/A

	6
	Headteachers/Service Heads who were consulted and have given approval (if applicable)
	

	7
	Equality impact analysis completed
	Policy
Screened
	Y/N
	Template completed
	Y/N

	8
	Ratifying committee(s) and date of final approval
	Enrich Academy APRC 

	9
	Version
	3.0

	10
	Available on
	Every
	Y/N
	Trust Website
Academy Website Staff Portal
	Y/N

Y/N

Y/N 

	11
	Related documents 
(if applicable)
	Safeguarding and Child Protection Policy
Supporting Students with Medical Needs Policy
Positive Handling Policy
Driving on Work-Related Business Policy
Data Protection Policy
Educational Visits Policy
Student Risk Assessments

	12
	Disseminated to
	Enrich Academy staff, parents / carers and students

	13
	Date of implementation (when shared)
	

	14
	Date of next formal review
	June 2026

	15
	Consulted with Recognised Trade Unions
	N/A

	16
	Adopted by Ethos Academy Trust following consultation
	N/A



	Date  
	Version 
	Action 
	Summary of changes 

	Feb 2023
	2.0
	Written by IMB and amended in Feb 2024

	· Previous versions are not accessible. 

	26/05/2025
	3.0
	Re-written in line with Ethos Polices
	· New Designated First Aid Lead
· Minimum requirement of first aiders on site
· Defibrillators (AEDs) installed at the Crofton site, with location signage and weekly checks.
· First Aider Radio Call Procedure
· Decision-Making Process for Sending Students Home must now involve both a First Aider and DSL
· Replenishment and Log Protocol and monthly checks required
· Logs kept inside each first aid kit
· Advanced Team Teach Protocols: First Aiders must monitor wellbeing during RPIs
· All first aid logs entered into CPOMS (students), Every (Staff).
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[bookmark: _Toc199191129]Rationale 
Enrich Academy seeks to implement this policy through adherence to the procedures set out in this document. The policy should be read in conjunction with related documentation and policies, including:
· Safeguarding and Child Protection Policy
· Supporting Students with Medical Needs Policy
· Educational Visits Policy
· Positive Handling Policy
· Driving on Work-Related Business Policy
· Data Protection Policy
· Student Risk Assessments
This document draws on guidance from First Aid in Schools, Managing Medicines in Schools and Early Years Settings (DfE/DoH). It is available on the school website or on request from school. Enrich Academy is committed to the principles of equality and non-discrimination in line with the UK Equality Act (2010).
In accordance with statutory requirements and The Health and Safety (First-Aid) Regulations 1981, Enrich Academy recognises the need to provide adequate first aid provision for all staff, students, and visitors, including contractors. A suitable and sufficient risk assessment is conducted to determine first aid needs.
All staff are expected to familiarise themselves with:
1. The location of the First Aid equipment (identified in the First Aid Equipment section)
2. The names and locations of First Aiders (Displayed on posters throughout the school)
3. First Aider call out procedures and how to contact them in an emergency
[bookmark: _Toc199191130]Aims
· Ensure appropriate first aid treatment for all staff, students and visitors at Enrich Academy
· Appoint a designated First Aid Lead: Amanda Johnson (School Business Manager)
· Maintain a minimum of one qualified First Aider on-site at all times
· Provide suitable and accessible first aid materials and equipment
· Treat all casualties, relatives, and others with care, compassion, and courtesy
· Install and maintain a defibrillator (AED) in accordance with DfE guidance
[bookmark: _Toc199191131]Personnel and Training 
All First Aiders must complete HSE-approved training and hold a valid certificate, renewed every three years. Records of training and certification are kept on the Enrich Academy Training Matrix. Training is arranged via Wakefield Council. All new staff receive an overview of first aid procedures during induction.
[bookmark: _Toc199191132]First Aid Management & Response Procedures
· At any time in the day staff can call for a First Aider over the radio
· All First Aiders are expected to respond to the call, stating their location and availability to attend
· Am ambulance can be called, if necessary
· A staff member must accompany student to hospital if parents are unavailable
· Parents/guardians must be informed immediately
· Decision to send student home should be made in conjunction with a First Aider and a DSL.  Supervision must be available at home I student is going home
· All biohazard clean-up follows hygiene protocols using provided equipment
[bookmark: _Toc199191133]First Aid Equipment 
First aid kits are clearly labelled (white cross on green background) and located in:
· Science rooms (with eyewash)
· Construction
· Cooking (with burn kits)
· Art
· PE
· Motor Vehicle
· Construction
· Hair and Beauty
· Forest School
· Reception at both Enterprise and Crofton
· Crofton Staff Room
· School mini buses
· Defibrillator – at Crofton is located in the front reception
[bookmark: _Toc199191134]Educational Visits 
Trip leaders must double check with the school minibus driver whether there is a first aid kit on the minibus. If not, they must collect one from reception and return it at the end of the trip. Student medication is provided by Receptionist at Crofton. Spare stock is available in the School Business Manager’s Office. A First Aider will accompany trips where risk assessments indicate it is necessary.  Where a first aider does not attend the trip, a member of staff will be designated to respond to first aid incidents.
[bookmark: _Toc199191135]Replenishment Procedures 
The First Aid Lead, Amanda Johnson, monitors and replenishes all kits:
· Kits are checked monthly
· Expired/missing items are replaced
· Restock is recorded for compliance
· There is a log sheet in each first aid kit to track usage
· Staff with first aid kits in their areas are expected to bring their first aid kits to the Business Manager’s Office at least monthly or before of restocking is needed
[bookmark: _Toc199191136]First Aid Logs
· Are stored inside first aid kits
· Record item usage every time first aid is administered
· Are to be checked monthly by the staff responsible for the classroom/ area
· Must maintain replenishment records
[bookmark: _Toc199191137]Team Teach Protocols 
Advanced Team Teach practitioners are trained in first aid whenever possible. If not, a first aider must be present to monitor health and wellbeing when Advanced Team Teach is used.
[bookmark: _Toc199191138]Student Medical Information and Care Plans 
Student emergency contact and medical history is stored on Arbor and CPOMS, and reviewed annually or as needed. Medical care plans are documented on Provision Map and available in the Staff Room at Crofton and in the main Office at Enterprise. All staff are provided with training on Anaphylaxis Epilepsy, Asthma and Diabetes.  Please refer to Supporting student with Medical Conditions for further information.
[bookmark: _Toc199191139]Calling an Ambulance 
Staff may call emergency services if there is serious risk and no immediate care can be provided.  A member of staff must accompany a student in an ambulance and stay with them at the hospital until their parents/ carers are available to attend.
[bookmark: _Toc199191140]Accident Recording and Reporting 
All treatments recorded by First Aiders should be entered onto CPOMS (for students) and on Every (for staff and visitors) immediately and must include:
· Date/time/place
· Name of injured
· Details of injury
· First aid administered
· Outcome
· First Aider name
All recorded accidents are monitored by the Business Manager, who leads investigations and trend analysis. Reports are reviewed by the SLT and discussed at Health & Safety meetings. Accidents are reported to HSE as per RIDDOR requirements.
[bookmark: _Toc199191141]Monitoring and Evaluation
· Annual review of first aid procedures by Business Manager/ First Aid Lead
· Termly analysis of all accident and incident data
· Results used to inform future planning and ensure continuous improvement
[bookmark: _Toc199191142]Confidentiality and Data Protection 
All records of first aid administered are confidential and stored securely in compliance with the Data Protection Act 2018.
[bookmark: _Toc199191143]Signage and Awareness
· First Aid summary posters with names and photos of First Aiders are displayed across the school
· AED location clearly signed and checked weekly
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