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1. Policy Statement 

The Greenhouse HyFlex Academy is committed to ensuring the health, safety and 
welfare of all pupils, staff and visitors by providing effective first aid provision in 
accordance with statutory requirements. 

This policy ensures that: 

• First aid is administered promptly and effectively 

• Staff are appropriately trained 

• Learners, particularly those who are vulnerable or looked after, are supported 
safely 

 

2. Legal Framework 

This policy complies with: 

• Health and Safety (First-Aid) Regulations 1981 

• DfE Guidance: First Aid in Schools (2025 update) 

• Keeping Children Safe in Education 2026 

• Management of Health and Safety at Work Regulations 1999 

• Equality Act 2010 

 

3. Roles and Responsibilities 

Proprietor / Leadership 

• Ensure a sufficient number of trained first aid staff are available at all times in 
line with Health and Safety Executive (HSE) requirements.  

• Ensure at least one appointed person to take charge of first aid arrangements 
and ensure this person looks after equipment and calls emergency services if 
needed. 

Appointed First Aiders  

• Hold valid First Aid at Work (FAW) certification (updated every 3 years) 

• Provide immediate care for: 

o Injuries 

o Illness 



   
 

4 
 

• Maintain first aid records 

• Carry out termly equipment audits and ensure that all first aid kits are fully 
restocked. 

Education Staff 

• Be aware of: 

o First aid procedures 

o Location of equipment 

• Report incidents promptly 

• Complete annual first aid refresher training through online course. 
 

4.  First Aid Provision 

The Academy will ensure: 

• At least one trained first aider on site at all times 

• First aid kits located: 

o Main Classroom 
o Kitchen 
o Off-site visits 

• Access to: 
o Clean water 
o Disposable gloves 
o Hygiene materials 

 

5. Supporting Pupils with Medical Needs 

• Individual healthcare plans are in place where required 

• Staff receive training on specific medical conditions relevant to both staff and 
the student cohort (e.g. epilepsy, diabetes, allergies). 

• Emergency medication (e.g. EpiPens, inhalers) is stored securely and remains 
accessible at all times. 
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6.  Emergency Procedures 

In the event of serious illness or injury: 

1. Appointed First aider assesses situation 

2. Emergency services called (999) if required 

3. Parent/carer and placing authority informed 

4. Incident recorded 

Staff must prioritise preservation of life and prevention of deterioration 

 

7. Recording and Reporting 

All incidents are recorded in the appropriate First Aid/Accident Reporting Log Book for 
either staff or students. 

Records include: 

• Date, time, location 

• Nature of injury 

• Treatment given 

• Name of first aider 

Reporting: 

• Serious incidents reported under RIDDOR where applicable 

 

8. Safeguarding Considerations 

• First aid is delivered in line with KCSIE 2026 

• Staff maintain: 

o Professional boundaries 

o Dignity and respect 

• Any concerns identified during treatment are reported via safeguarding 
procedures 
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9. First Aid Equipment 

• Checked regularly (at least termly) 

• Replenished as needed 

• Stored in clearly marked locations 

 

10. Monitoring and Review 

• Policy reviewed annually 

• Leadership monitors: 

o Incident trends 

o Staff training compliance 

 

11. Related Policies 

This policy must be read in conjunction with the following related policies, which 

together form The Greenhouse’s overarching health and safety framework: 

• Health and Safety Policy and Procedure  
• Fire Safety Policy and Procedure  
• Accident, Incident & Near Miss Policy 
• Safeguarding and Child Protection Policy 

 

This policy has been written by Fiona Conde (Headteacher) and 

approved by Jonathon Simpson (Business Director).  

   

Approval Date: June 2026 

Review Date: June 2027   
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Appendix A: Appointed First Aiders 

Staff Name Role Qualification Expiry date 
Chrissie Carroll Appointed first aider - 

onsite 
First Aid at Work - 3 
Day Course 
First Aid Basics in an 
Educational Setting: 
SSS Learning 

May 2029 
 
April 2028 
 

Shaun Buxton Appointed first aider - 
offsite 

First Aid at Work - 3 
Day Course 
First Aid Basics in an 
Educational Setting: 
SSS Learning 

September 2029 
 
April 2028 

 

Appendix B: Additional First Aiders 

Staff Name Role Qualification Expiry date 
Fiona Conde Additional first aider 

if required 
First Aid Basics in an 
Educational Setting: 
SSS Learning  
First Aid at Work - 3 
Day Course 

April 2028 
 
 
March 2028 

Jaspal Singh Additional first aider 
if required 

First Aid Basics in an 
Educational Setting: 
SSS Learning  
 
 

March 2028 

Richard 
Chesters-Price 

Additional first aider 
if required 

First Aid Basics in an 
Educational Setting: 
SSS Learning  
 
 

May 2028 
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Appendix C: First Aid Recording forms 
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Appendix D: First Aid Audit  

First Aid Kit Audit Form: Educational Setting 
 
Location: 
Date / Inspector: 

 
Item Minimum Qty Present Expiry 
Plasters (assorted) 20   
Eye pads 2   
Triangular bandages 2   
Large dressings 2   
Medium dressings 6   
Gloves (pairs) 2   
Cleansing wipes 10   
Safety pins 6   
Scissors 1   

 
 
First Aid Kit Audit Form: Offsite Visits 
 
Location: 
Date / Inspector: 
 

Item Minimum Qty Present Expiry 
Plasters (assorted) 20   
Eye pads 2   
Triangular bandages 2   
Large dressings 2   
Medium dressings 6   
Gloves (pairs) 2   
Cleansing wipes 10   
Safety pins 6   
Scissors 1   

 
Offsite Essentials: 
- Emergency contact list 
- Mobile phone 
- Medical info 
 
 
Notes: 

• This checklist reflects minimum HSE guidance  
• Additional items may be required based on risk assessments  
• Kits should be checked at least termly and after use. 
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Appendix E: First Aid Certificates 
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