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Children learn best when they are healthy, safe and secure, when their individual needs are 
met, and when they have positive relationships with the adults caring for them. Our goal is 
to ensure the students at Arnold House have their physical and psychological needs met so 
that they can concentrate on learning. We also believe that, where practical, every effort 
should be made to support students staying at school when they have minor injuries or 
illnesses. 
 

1. Aims 
 
The aims of the First Aid Policy are to: 
 

• Ensure the health and safety of all staff, students and visitors. 
• Ensure that staff and governors are aware of their responsibilities with regard to 

health and safety, specifically first aid. 
• Ensure that the school has adequate, safe and effective first-aid provision, allowing 

every member of staff and student to be well looked-after in the event of an injury, 
accident or illness, whether major or minor. 

• Ensure that staff and students are aware of the procedures for responding to an 
incident. 

• Ensure that staff are aware of the procedures for recording and reporting the outcome 
of an incident.  
 

2. Legislation and Guidance 
 

• The Health and Safety (First Aid) Regulations 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 
 

• Department for Education First Aid Guidance for Schools, which states that, where the 1981 
regulations focus on employer and employees, schools must ensure the first aid provision for 
students, including staff training, first aid kits, and procedures. 
 

• Statutory Framework for the Early Years Foundation Stage (EYFS), which states that “at 
least one person who has a current paediatric first aid (PFA) certificate must be on the 
premises and available at all times when children are present and must accompany 
children on outings.”  
 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 
2013, which state that some accidents must be reported to the Health and Safety Executive 
(HSE) and set out the time frame for this and how long records must be kept. More 
information about this is held in the Health and Safety policy 
 

• The Education (Independent Schools Standards) Regulations 2014, which require that 
suitable space is provided to cater for medical and therapy needs of pupils. 
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3. Roles and Responsibilities 
 

As Marlborough Place offers EYFS provision, at least one person who has a current PFA 
certificate must be on the premises whenever students are present. 

 
In all settings, and dependent upon an assessment of First Aid needs, employers must have a 
sufficient number of suitably trained first aiders to care for employees whilst at work. In 
addition, schools must ensure suitable first-aid provision for students. 

 
3.1 School Nurse 

 
Arnold House employs a registered paediatric nurse who has professional responsibility for the 
care of the students who need or seek advice and/or support for their medical/health needs. 

 
The School Nurse is contactable in the medical room at on extension 210, in the main office on 
extension 201, or on 07549 816 123. When the School Nurse is off-site or otherwise 
unavailable, a first-aider or paediatric first-aider will be contactable via the Main Office.  

 
School Nurse and First Aid 
Regarding first aid specifically, the school nurse is responsible for: 

 
• If required, taking charge when someone is injured or becomes unwell.  
• Being available to be contacted to assist other first aiders / paediatric first aiders by 

carrying a mobile phone issued by the school. 
• Ensuring that, where appropriate, emergency services are called.  
• Accompanying a student to the hospital, where required. 
• Ensuring there is an adequate supply of medical materials in first aid kits and replenishing 

the kits at all three sites. 
• Ensuring that qualifications for first aiders and paediatric first aiders are appropriate 

and remain up to date. 
• Maintaining the list of qualified first aiders and paediatric first aiders. This list has been 

distributed around all three sites. 
• Ensuring the First Aid Policy is reviewed annually and signed off by the Board of Governors. 

 
3.2 First Aiders and Paediatric First Aiders 
 
As far as is possible, all staff will be trained to administer first aid or paediatric first aid, depending 
on their role within the school. Staff that are trained will be responsible for: 
 
• Acting as first responders to any incidents. 
• Assessing the situation and providing immediate and appropriate treatment. 
• If offsite, contacting the School Nurse as soon as possible after a major incident and for 

all possible and actual concussions. 
• Documenting all incidents in the Evolve Incident Reporting Systemin a timely manner. 

 
3.3 The Governing Board 

 
The Governing Board has ultimate responsibility for Health and Safety matters in the School, but 
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delegates operational matters and day-to-day tasks to the Headmaster and staff members. 
 

3.4 The Headmaster 
 

The Headmaster is responsible for the implementation of this policy by the school nurse. 
 

3.5 The Staff 
 

Staff that are not first-aid trained are responsible for knowing how to contact the School Nurse or 
qualified First Aider in an emergency 

 
4. First Aid Procedures 

 
4.1 In-School Procedures 

 
In the event of an accident, illness or injury: 
 

• If the closest member of staff is first aid trained or paediatric first aid trained, they will 
assess the seriousness of the injury and provide treatment as necessary. 

• If the closest member of staff is not first aid trained or paediatric first aid trained, they 
will immediately seek assistance from a qualified first aider or paediatric first aider.  

• In either case, the school nurse will be available for advice (if off-site) or assistance (if on-
site). 

• The first responder / school nurse may decide to contact the emergency services. If this is 
done, the first responder / school nurse  will remain on the scene until the emergency 
services arrive. 

• If emergency services are contacted, the parents will be contacted as soon as possible. The 
Headmaster and the Head of Governors will also be informed as soon as possible. 

• The school nurse may decide that the child is too unwell to stay in school, but that the 
emergency services do not need to be contacted. In that instance, the student’s parents should 
be contacted as soon as possible, and asked to collect the student. If the school nurse cannot 
be contacted, this decision can be made by a first aider / paediatric first aider. 

• The member of staff who deals with the incident will record it in the Evolve Incident Reporting 
System. 
 

 
4.2 Off-site First Aid Procedures 

 
When a staff member takes students off the school premises, the staff member will ensure they 
have: 

 
• A school-issued mobile phone, sufficiently charged. 
• A Medi-bag maintained by the school nurse, containing a first aid kit as well as 

the medication for students with specific medical conditions 
 

There will always be a trained first aider / paediatric first aider on all off-site activities with students. 
 
4.3 Hygiene Procedures During First Aid 
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• Basic hygiene procedures must be followed by all staff carrying out first aid. 
• Single use disposable gloves must be worn when treatment involves blood or other body 

fluids. 
• Dressings or other materials that have bodily fluids on them must be disposed of 

appropriately in the medical room on the relevant site. in the clinical bin in the /medical room 
at Loudoun Rd, in the medical room at Marlborough Place, and in the medical room at 
Canons Park. 

• Thorough handwashing is paramount when carrying out first aid. 
 

4.4 Out of hours 
 

If a student is attending a club outside of school hours, run by an outside agency, that club 
will be responsible for the administration of First Aid when needed, even though it is on 
school premises. 

 
5. First Aid Equipment 

 
5.1 First Aid Kits 
 
First aid kits will include at least the following items: 
• Bandages 
• Triangular bandage 
• Adhesive tape 
• Disposable gloves 
• Antiseptic wipes 
• Dressings 
• Assorted plasters 
• Instant ice packs 
• Sterile water/saline for eye injuries 

 
First aid kits are kept in the following locations within all sites of Arnold House School:  
• Science Labs at Loudoun Road 
• Kitchens at Arnold House, Canons Park, and Marlborough Place 
• Canons Park Activity Centre – First Aid Room 
• Medical Room at Loudoun Road 
• Medical Room at Marlborough Place 
• Undercroft at Loudoun Road 
• Staff kitchen at Marlborough Place 
• School Mini Buses 

 
In addition to these, each classroom at Loudoun Road and Marlborough Place will have a portable 
first-aid kit. 

 
Staff will advise the school nurse when items in the first aid kits need replacing to ensure the kits remain 
fully stocked  and in date. 
 
5.2 Automatic External Defibrillator (AED) 
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Each site has an AED: 
• At Loudoun Road, the AED is in the undercroft. 
• At Canons Park, the AED is in the medical room. 
• At Marlborough Place, the AED is in main reception. 

 
The AED is housed in a clearly marked cabinet or secure wall bracket and is accessible to all staff 
and visitors. No keys or security codes must be required to access the device. 

 
While formal training is encouraged, AEDs are designed to be used by any person (lay-rescuer) in an 
emergency. The device provides voice prompts that must be followed strictly. 

 
Use of the AED in a life-saving attempt is covered under the organization’s liability insurance, 
provided the user acts in good faith. 

 
To ensure the device is always rescue-ready: 
• The school nurse will check the status indicator light (Green/OK) every week. 
• The school nurse will replace electrode pads and batteries prior to their expiration dates. 

 
Following any use of the AED, the device must be taken out of service immediately until pads are 
replaced and data is downloaded by the manufacturer or emergency services. 

 
6. Record Keeping and Reporting 

 
6.1 Reporting incidents on Evolve 

 
• As previously stated, all incidents must be logged on the Evolve Incident Reporting System by 

the attending member of staff as soon as possible after an accident or illness. 
• If the incident is recorded as a minor incident then the school nurse, head of year and form 

tutor will be notified automatically. 
• If the incident is recorded as a major incident, then the headmaster will also be notified. 
• All staff accident records need to be recorded on the Evolve incident Reporting System as well, 

and HR should also be notified 
 

6.2 RIDDOR 2013 Legislation 
 

While most day-to-day incidents are only recorded internally on the Evolve incident reporting 
system, certain serious accidents must be reported to the Health and Safety Executive (HSE) 
under the RIDDOR 2013 legislation. More about RIDDOR is mentioned in the Health and 
Safety policy. 

 
6.3 Notifying Parents 

 
The School Nurse or the office staff will inform parents of any serious accident or injury 
sustained by a boy, and any treatment given, as soon as is reasonably practicable. All other 
communication will be sent as an email via Evolve. 
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7. Training 
 

The school nurse will ensure that school staff receive first aid or paediatric first aid training as 
appropriate for their role. A record of the specific qualifications and copies of certificates are 
kept by the school nurse. 

 
8. Policy Review 

 
The policy will be reviewed every year. 

 
After review, the policy will be approved by the Leadership Team and Governors. 

 
9. Other Policies 

 
This policy forms part of Arnold House School’s wider commitment to the health, safety, and 
wellbeing of staff and students. Some of our school policies consider prevention, like our Risk 
Assessment Policy. Others consider our response, like our First Aid Policy. 

 
To ensure a comprehensive understanding of our safety protocols, this document should not be 
read in isolation. It is intended to be read in conjunction with other relevant policy documents. 
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APPENDIX 1 
 
WHEN TO CALL 999 
 
The emergency services should be called in the following circumstances. 

1. Profuse and unstoppable bleeding. 
2. Blunt injury which could be associated with internal bleeding e.g. abdomen 
3. Head injury (nausea, vomiting, altered vision, if pupils are not equal and not reacting to 

light, increasing and persistent headache, altered consciousness or unconscious and or 
increasing bump at site of injury, inability to move limb/limbs 

4. Any loss of consciousness 
5. Suspected meningitis (The onset of this illness is usually abrupt and is characterized by: 

fever, malaise, unexplained vomiting, back or joint pains, headache, confusion and a rash). 
6. Collapse from any cause and/or turning blue. 
7. Difficulty in breathing, or choking, acute asthmatic attack (which does not respond to an 

inhaler). 
8. Gross allergic reaction (suspected anaphylactic shock) 
9. Seizure (first seizure or in a known epileptic that lasts for more than 5 minutes) 
10. If a diabetic has a hypo-glycaemic episode which is not corrected by sugar intake 

followed by a complex carbohydrate (bread, cake, pasta etc) OR A diabetic who has very 
high sugar level and can go into a coma, be alert if they have any of these: lethargy, 
thirst, abdominal pain, passing a lot of urine, with or without a high temp, sweet smell 
on breath. 

11. Suspected broken bone 
12. Excessively high temperature (over 40) 
13. Severe Vomiting 
14. Severe burns or scalds 
15. Persistent and increasing pain (e.g. stomach pain) 
16. Sudden and severe headache 

 
Calling 999 
 

1. Dial 999 and ask for ambulance 
 

2. Be prepared to give the following information: 
• The current breathing and response status of the casualty 
• School Telephone number: 

 
o Loudoun Road 020 7266 4850 
o Marlborough Place 020 4553 0905 
o Canons Park 020 8381 2218 
• School address: 
o Arnold House School 1 Loudoun Rd London NW8 OLH 
o Marlborough Place, 38 Marlborough Place, NW8 OPE 
o Canons Park, 44 Donnefield Avenue, HA8 6RH 
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• Exact location of pupil requiring assistance 
• Name of pupil 
• Your name 
• Brief description of symptoms (reiterate that this is a child and it is an emergency) 

 
3. Contact parents 
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4. Record timings of phone calls, and when situation is safe, ensure that a record of 
the incident is documented in the pupil’s records 
 

APPENDIX 2 – LIST OF SCHOOL STAFF WITH FIRST AID QUALIFICATIONS 
 

Name Expiry date Name Expiry date 
Danusia Adamska  15/04/2027                                                                                                                                                                                                            Chris Kerr 16/04/2027 
Mirela Andries 01/09/2028 Joyce Lam  09/01/2027 
Dorella Aury-
Lemieux 

01/09/2028 Patricia Legan 01/09/2028 

Rachel Ayrton 01/09/2028 Julia Lloyd-Jones 01/09/2028 
Dimitra Bakalgiann
i 

06/01/2028 Ned Lutyens 16/04/2027 

Masuma Begum 10/01/2027 Dayne Matthews 16/04/2027 
Maddi Bennett 16/01/2027 Lucy McCartney 16/07/2026 
Lukasz Bszko 20/03/2028 Vicky McKenzie 26/01/2028 
David Cox  17/04/2027 Pranvera 

Mehmeti 
19/04/2027 

Nadine Dawkins 29/07/2026 Keeley Miller 14/05/2026 
Grace Devaney 01/09/2028 David Moss-

Marks 
01/09/2028 

Roisin Dunnett 01/09/2028 Catrin Osborne 01/09/2028 
Agnes Edwards 09/02/2027 Emma Rafferty 01/09/2028 
Emma Faulkner 01/09/2028 Georgios Ragias 08/01/2027 
Gertruda Fedak 21/04/2027 Anita Ram 06/01/2027 
Vanessa Geffriaud 04/11/2028 Jo Rendell 10/01/2027 
Sean Gleeson 17/01/2027 Keeley Smith 01/05/2026 
Georgia Glick 11/07/2027 Kacie Taylor 05/01/2027 
Fhilisha Grant 15/01/2027 Giles Tollit 01/09/2028 
Elena Gregoriou-
Ostojic 

20/03/2028 Claire Tomsett-
Rowe 

01/09/2028 

Emily Guy 20/03/2028 Molly Traeger 20/03/2028 
Monika Karlik 08/01/2027 Todd Tunley 01/09/2028 
Dylan Hale 01/09/2028 Jon Harahap 15/04/2027 
Vicky Hennessy 10/01/2027 Becky Tuttle 01/09/2028 
Helaina Holland 20/03/2029 Josh Wint 23/04/2027 
Alex Ingram 
(Sports FA – 2 day) 

23/04/2027 Tomasz Wocial 01/09/2028 

Natalie Hall 09/04/2027 Anna-Marie 
Wootten 

24/02/2029 

Jon Harahap 15/04/2027   
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