
 

 

 
 

ELMHURST JUNIOR SCHOOL Health & Safety Policy 
Appendix #1    - ACCIDENT/FIRST AID  

 
 
INTRODUCTION 
The staff and governors aim to minimise accidents by: 
● ensuring the premises and equipment are safe for all personnel; 
● ensuring that safety rules are observed and that children behave in ways 
which minimise accidents. 
 
If an accident occurs the staff will respond appropriately, complying with the 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR) scheme administered by the Health and Safety Executive and 
Somerset County Council’s own internal reporting scheme. 
 
Staff are able to administer First Aid having undergone recognised up to date 
training. Ms Catcheside is in charge of ensuring that first aid supplies are in 
order. 
 
INJURY CLASSIFICATION 
As a helpful guide accidents are classified as follows: 
 
A Serious Injuries: those which are life-threatening or fatal. 
 
B Moderate Injuries: those which include suspected fractures, severe 
bumps to the head and serious bleeding. 
 
C Minor Injuries: including minor bruising, grazes, bumps, stings, splinters 
etc. 
 
D Trivial Injuries: very minor injuries such as broken finger nails, sore toe, 
etc where a bit of TLC is all that is required.

 
IMMEDIATE ACTION 
1 Medical attention, including First Aid and Emergency Services, as 
appropriate, will be obtained as the first priority and the safety of other 
personnel ensured. 
2 Parents will be contacted if appropriate. 
3. Appropriate preventative action will follow. 
 
 
REPORTING ACCIDENTS 
 



 

 

A Serious Injuries: 
●  staff contact Headteacher 
●  parents are contacted (or nominated emergency contact) 
●  county Health and Safety unit is notified (EEC - IR1 form). 
 
B Moderate Injuries: as above 
 
C Minor Injuries: 
●  staff use their discretion and may notify the headteacher 
●  parents may be contacted at the discretion of staff.  If there is 
doubt  we will err on the side of caution and contact parents. 
●  Head injuries will be given a head bump sticker and a note in 
book bags. 
 
D Trivial Injuries: No report is made. 
 
 
 
HEAD INJURY 
 
If any of the following symptoms are present then CALL THE DOCTOR 
IMMEDIATELY, CALL AN AMBULANCE, OR TAKE THE PATIENT TO 
HOSPITAL IMMEDIATELY: 
 
● Sudden, severe headache or gradually increasing headache. 
● Vomiting 
● Drowsiness 
● Sudden unconsciousness, fainting or giddiness 
● Weakness or numbness of limbs 
● Disturbance of vision or double vision. 
 
In the case of a bump on the head/ face or neck, if more immediate action 
has not been deemed necessary, the parents will be informed by the class 
teacher/ office staff  or the Learning Support Assistant by telephone as soon 
as possible. A first aider must see to the child and the child must be 
monitored throughout the day and if they become unwell then either an 
ambulance is called (see above) and / or parents are called. At the end of the 
day parents will be informed by  a written note, informing them of the 
accident and requesting that they keep a close eye on the child for any 
delayed reactions.  A head bump sticker will also be given. The appropriate 
documents will be used to record the incident at school.  
 
 
RECORDS 
 
A Serious Injuries (records retained for 3 years): 



 

 

● School Accident Book entry made on EEC website 
● Form IR1  
● Witness statements taken. 
 
B Moderate Injuries: School Accident Book.  IR1 form if hospitalised. 
 
C Minor Injuries: Notebook entry at staff discretion.  
  
D Trivial Injuries: No record maintained. 
 
 
COMPENSATION 
There are no automatic compensation payments except for: 
● Education visits abroad 
● Work experience. 
 
Parents may, of course, arrange private insurance cover for their children. 
This school offers such an insurance scheme to parents. For any activity, 
such as a school visit, parents are required to give their written consent. 
 
 
MANAGEMENT OF MEDICAL CONDITIONS 
The needs of pupils with medical conditions will be dealt with sensitively, on 
an individual basis as the need arises, and with reference to LA guidelines, 
including those on intimate care and administering of medicines. 
 
 
ADMINISTERING MEDICINES 
The school policy for this is stated in the prospectus under  
“ILLNESS at school + Administering of Medicines”.  Medicines will only 
be administered if parents have signed and returned a consent form available 
from the school office.  See Appendix 3. 
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