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Dovecote School is owned and operated by Cavendish Education.

[bookmark: _Int_qHVh0pM7]This policy is one of a series of school policies that, taken together, are designed to form a comprehensive statement of the school's aspiration to provide an outstanding education for each of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these policies. In particular it should be read in conjunction with the policies covering equality and diversity, Health and Safety, safeguarding and child protection.
All of these policies have been written, not simply to meet statutory and other requirements, but to enable and evidence the work that the whole school is undertaking to ensure the implementation of its core values.
While this current policy document may be referred to elsewhere in Dovecote School documentation, including particulars of employment, it is non-contractual.
In the school's policies, unless the specific context requires otherwise, the word "parent" is used in terms of Section 576 of the Education Act 1996, which states that a 'parent', in relation to a child or young person, includes any person who is not a biological parent but who has parental responsibility, or who has care of the child. Department for Education guidance 'Understanding and dealing with issues relating to parental responsibility' considers a 'parent' to include:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person
A person typically has care of a child or young person if they are the person with whom the child lives, either full or part time and who looks after the child, irrespective of what their biological or legal relationship is with the child.
The school employs the services of the following consulting companies to ensure regulatory compliance and the implementation of best practice:
· WorkNest (HR & employment law)
· SchoolPro TLC (data protection)
· iAmCompliant (compliance management)
Where this policy refers to 'employees', the term refers to any individual that is classified as an employee or a worker, working with and on behalf of the school (including volunteers and contractors).
Dovecote School is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers, pupils and visitors to share this commitment.
All outcomes generated by this document must take account of and seek to contribute to safeguarding and promoting the welfare of children and young people at Dovecote School.
The policy documents of Dovecote School are revised and published periodically in good faith. They are inevitably subject to revision. On occasions a significant revision, although promulgated in school separately, may have to take effect between the re-publication of a set of policy documents. Care should therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy document are still effectively current at a particular moment.
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1. Aims
Dovecote School is committed to providing timely, safe and effective first aid for students, employees, contractors and visitors. The school will maintain first aid arrangements that reflect its first aid needs assessment, the nature of its provision and sites, and the particular needs of its students.
This policy aims to:
· ensure adequate and appropriate first aid equipment, facilities and trained personnel are available whenever the school is operating;
· provide a clear framework for responding to illness, injury and medical emergencies;
· ensure first aid incidents are recorded, reported and reviewed appropriately;
· support safe provision during educational visits, transport and off-site activities;
· ensure first aid arrangements take account of students with SEND, medical conditions, allergies and individual healthcare plans;
· meet applicable Early Years Foundation Stage paediatric first aid requirements; and
· promote a culture in which staff act promptly in an emergency and seek professional medical assistance whenever needed.
Nothing in this policy prevents any person from contacting the emergency services. In a life-threatening or serious medical emergency, 999 must be called without delay.
2. Legislation and Guidance
This policy has due regard to applicable legislation and current statutory or official guidance, including:
· Health and Safety at Work etc. Act 1974;
· Health and Safety (First-Aid) Regulations 1981;
· Management of Health and Safety at Work Regulations 1999;
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR);
· Social Security (Claims and Payments) Regulations 1979;
· Education (Independent School Standards) Regulations 2014;
· Human Medicines Regulations 2012, including Schedule 19 where relevant;
· DfE, First aid in schools, early years and further education;
· HSE, first aid at work: guidance on the Health and Safety (First-Aid) Regulations 1981 and current guidance on selecting competent first aid training providers;
· DfE, Automated external defibrillators (AEDs) in schools; and
· Early Years Foundation Stage statutory framework for group and school-based providers, including the framework effective from 1 September 2026.
Where a first aid incident raises a safeguarding concern, staff must also act in accordance with DC008 Child Protection Policy and Procedures and Keeping Children Safe in Education 2026.
3. Roles and Responsibilities
3.1 Dovecote School Governance Body
The Dovecote School Governance Body is responsible for approving this policy and maintaining oversight that appropriate first aid arrangements are in place.
3.2 Headteacher and Senior Leadership Team
The Headteacher, supported by the Senior Leadership Team, is responsible for implementation of this policy, including:
· ensuring a suitable and sufficient first aid needs assessment is completed and reviewed at least annually and when circumstances materially change;
· ensuring sufficient first aid cover is available across Shapwick Manor, Church Farm, school vehicles and off-site activities;
· ensuring staff understand first aid procedures and know how to summon assistance;
 ensuring suitable first aid accommodation, equipment and supplies are available;
· ensuring incidents that meet statutory reporting thresholds are reported to the HSE or other relevant authority;
· ensuring insurance arrangements and internal reporting processes remain appropriate; and
· ensuring the impact of incidents on students and staff is considered, including any need for post-incident support.
3.3 People, Resources and Compliance Manager
The People, Resources and Compliance Manager coordinates the school’s first aid arrangements, training records and compliance monitoring, including checking that qualifications are current and that this policy remains aligned with Dovecote and Cavendish Education requirements.
3.4 Appointed person(s) and first aiders
The appointed person oversees first aid arrangements, maintains first aid supplies and ensures professional medical assistance is summoned where appropriate. A person acting only as an appointed person is not expected to provide first aid beyond their training and competence.
First aiders are responsible for responding within the scope of their competence, providing immediate and appropriate treatment, escalating to professional medical care when required, completing incident records promptly, and keeping their contact details and training status current.
3.5 All staff
All staff must know how to obtain first aid assistance, follow this policy and related procedures, provide relevant information to first aiders, complete incident records where required, and act in the best interests of students in an emergency. Staff must not attempt treatment for which they are not trained or competent.
4. First Aid Needs Assessment and Provision
Dovecote School will review its first aid needs at least annually and whenever there is a significant change to staffing, student needs, premises, activities or risk profile. The assessment will consider:
· the hazards and risks present at Shapwick Manor and Church Farm;
· the size and layout of the school and the distribution of staff and students;
· students with medical conditions, SEND, allergies, mobility needs or other vulnerabilities;
· the nature of curriculum and vocational activities, including science, design technology, food activities, outdoor learning and the farm environment;
· school transport, educational visits and activities away from the school sites;
· staffing patterns, absences and out-of-hours activities;
· the school’s accident history and emerging patterns; and
· mental health considerations relevant to first aid provision.
First aid provision must be sufficient to enable assistance to be provided without avoidable delay. Becoming a school, first aider is voluntary, although all staff retain a general duty to respond reasonably in an emergency and seek appropriate help.
5. First Aid Equipment and Accommodation
5.1 First aid kits
First aid kits will be clearly identified, readily accessible and stocked in accordance with the first aid needs assessment. Where no additional risk indicates otherwise, a typical kit will include:
· a leaflet giving general first aid advice;
· 20 individually wrapped sterile adhesive dressings in assorted sizes;
· 2 sterile eye pads;
· 2 individually wrapped triangular bandages, preferably sterile;
· 6 safety pins;
· 6 medium-sized individually wrapped sterile unmedicated wound dressings;
· 2 large sterile individually wrapped unmedicated wound dressings; and
· 3 pairs of disposable gloves.
Medication will not be stored in first aid kits. First aid kits will be checked routinely and after use, restocked promptly and expired items disposed of safely.
Dovecote first aid kits are currently located at:
	Site
	Locations

	Shapwick Manor
	Reception; Art room; Science room; Kitchen; First Aid Room; Home Cooking Skills Room

	Church Farm
	Kitchen; Art room; Reception

	School transport
	Minibuses and other school vehicles as identified by risk assessment


5.2 First aid room
The school will maintain suitable first aid accommodation for examination, treatment and short-term care of sick or injured students. The room will be clean, accessible, adequately heated, ventilated and lit, contain handwashing facilities, be situated near a toilet where practicable, and be available whenever required for first aid purposes.
6. Training and Competence
The school will ensure that first aiders hold valid qualifications appropriate to the needs identified by the first aid needs assessment. HSE no longer approves first aid training organisations; Dovecote will therefore select competent training providers and undertake appropriate due diligence.
First aid at work and emergency first aid at work certificates are normally valid for three years. The school will arrange requalification before expiry and will support appropriate refresher training. Additional training will be provided where the school’s risks or student needs require it, including paediatric first aid, anaphylaxis, emergency medication, CPR/AED use or other specialist areas.
The current list of trained first aiders is shown at Appendix 1 and is also maintained through the school’s training/compliance records and displayed at appropriate points around the school.
7. Emergency Procedures
When an accident, injury or sudden illness occurs, the nearest member of staff will assess the immediate situation, make the area safe where possible, obtain first aid assistance and call 999 immediately where the circumstances indicate a serious or life-threatening emergency.
A first aider will assess the casualty and provide treatment within their competence. The casualty should not be moved unless it is necessary for safety or appropriate first aid treatment. Emergency service instructions must be followed.
Where a student is seriously injured or unwell:
· 999 will be called without delay where emergency assistance is required;
· parents or carers will be contacted as soon as practicable, without delaying emergency treatment;
· where an ambulance transports the student, a suitable member of staff will accompany the student where required and remain until a parent/carer or other appropriate responsible adult takes over;
· where emergency ambulance transport is not required but medical assessment is needed, transport arrangements will be risk assessed and made safely, preserving appropriate supervision and safeguarding; and
· the Headteacher or delegated senior leader will be informed promptly of any serious incident.
Students who witness a serious incident or its aftermath will be supported appropriately, including through pastoral or safeguarding arrangements where required. Staff involved in a significant response will also be offered appropriate debrief and support.
8. Reporting, Recording and Statutory Notification
All incidents involving first aid attendance will be recorded on the school’s approved electronic or paper reporting system on the same day, or as soon as reasonably practicable. Records will include the date, time and location, the person affected, details of the illness or injury, treatment provided, the outcome, and the name of the person completing the record.
Parents/carers will be informed as soon as practicable where a student is injured or becomes significantly unwell. Parents/carers will be informed of head injuries, whether apparently minor or more serious, and given appropriate advice about signs and symptoms requiring further medical attention.
The People, Resources and Compliance Manager and Headteacher will ensure that incidents meeting RIDDOR criteria are reported to the HSE within the required timescales. RIDDOR reporting will distinguish between employees and persons not at work, including students and visitors, and will only be made where the statutory reporting criteria are met.
Accident and first aid records will be retained securely in accordance with DC065 Records Management Document, statutory minimum retention requirements, data protection requirements, and any longer period required by the school’s insurers or legal advisers.
[bookmark: _Int_aZ9s5ncY]Where an early years provision is separately registered with Ofsted, any applicable notification requirements for serious accidents, illness, injury or death will be followed. Where the provision operates under the school’s registration, the school will follow the reporting requirements applicable to that registration.
9. Educational Visits, Off-site Activities and School Transport
The person organising an off-site activity will assess first aid requirements as part of the visit risk assessment and in accordance with DC063 Educational Visits and School Trips Policy. Staff will have access to a charged school mobile telephone, relevant medical information and emergency contact details, subject to appropriate data protection controls.
A portable first aid kit will be taken on off-site activities. At a minimum, the travelling kit will contain the items identified by HSE guidance and the visit risk assessment. School minibuses and other large vehicles will carry a marked first aid box that meets applicable vehicle requirements and the school’s assessed needs.
Where EYFS children take part in an outing, a person with a current full paediatric first aid certificate meeting the EYFS requirements will accompany them.
10. Medicines, Medical Conditions and Allergies
First aid is distinct from the routine administration of medication. Medicines will be managed under DC085 Administering Medication Policy, DC054 Supporting Pupils with Medical Conditions Policy and DC090 Allergen and Anaphylaxis Policy.
Medication will be stored securely and appropriately in its original container with the required instructions and labelling, except where an individual student is authorised to keep emergency medication with them. Medication will not be kept in first aid kits.
Where a student may require emergency lifesaving medication, the arrangements will be recorded in the student’s individual healthcare plan and relevant staff will be trained and informed. Prescription-only medicines listed in Schedule 19 of the Human Medicines Regulations 2012 will only be administered in accordance with the law and by staff who are trained and competent to do so.
The administration of tablets and medicines is not normally part of first aid at work. Where current first aid guidance permits an exception, such as aspirin for a casualty aged 16 or over with a suspected heart attack, staff will act only within their training, competence and the applicable guidance. Aspirin will never be administered to a child under 16 unless prescribed by a doctor.
11. Automated External Defibrillator (AED)
Dovecote School maintains an AED in the school office. The device will be kept accessible, maintained in accordance with manufacturer instructions and checked as part of the school’s emergency equipment arrangements. Where an AED is required, staff should follow the device prompts and emergency service instructions. Staff awareness of AED location and use will be reinforced through training and emergency preparedness arrangements.
12. Early Years Foundation Stage
Dovecote School will meet the paediatric first aid requirements of the EYFS statutory framework applicable to group and school-based providers. In particular:
· at least one person with a current full paediatric first aid certificate consistent with Annex A of the EYFS framework will be on the premises and available at all times when EYFS children are present;
· a suitably qualified paediatric first aider will accompany EYFS children on outings;
· while EYFS children are eating, there will always be a member of staff in the room with a valid full paediatric first aid certificate;
· paediatric first aid qualifications will be renewed at least every three years;
· staff qualification and ratio requirements relating to paediatric first aid will be met; and
· the school will make information about staff holding current paediatric first aid qualifications available to parents where required.
13. Monitoring and Review
This policy and the school’s first aid needs assessment will be reviewed at least annually, and sooner where there is a significant incident, change in legislation or guidance, change to the school’s provision, premises or student needs, or evidence that first aid arrangements require amendment.
The People, Resources and Compliance Manager will coordinate the review. The policy will be approved by the Dovecote School Governance Body. Changes affecting Cavendish Education processes will be aligned with Cavendish requirements and escalated as appropriate.
Staff will be required to familiarise themselves with first aid arrangements as part of induction and through periodic updates. The next scheduled review date is 7 August 2027.
14. Links with Other Dovecote Policies
· DC008 Child Protection Policy and Procedures;
· DC017 Behaviour (Building Positive Relationships) Policy;
· DC019 Health and Safety Policy;
· DC028 Risk Assessment Policy;
· DC054 Supporting Pupils with Medical Conditions Policy;
· DC063 Educational Visits and School Trips Policy;
· DC065 Records Management Document;
· DC085 Administering Medication Policy;
· DC090 Allergen and Anaphylaxis Policy; and
· any relevant student individual healthcare plan, emergency protocol or risk assessment.



Appendix 1 - Current First Aiders

	Name
	Contact
	Location

	Georgie Waite
	340
	Shapwick Manor – ECT

	Olivia Binning
	335
	Shapwick Manor - LSA

	Kyomi Crocker
	303
	Shapwick Manor - LSA

	Selina Tobin
	374
	Church Farm - TLSA

	Anne-Marie Conneely
	200
	Shapwick Manor - Reception

	Tracey Lockyer
	375
	School Farm

	Katie Maries
	392
	Shapwick Manor - Therapy

	Karen Holm
	357
	Church Farm - Thrive

	Cathy Bird
	212
	Shapwick Manor - Reception

	Syd Lambert
	364
	Shapwick Manor - Garden

	Ellie Chilcott
	349
	Shapwick Manor - SLG Office

	Jim Gillman 
	435
	Shapwick Manor – Maintenance

	Shane Burt 
	389
	Shapwick Manor – Maintenance 

	Mary-Jo Wheeler
	334
	Shapwick Manor - Lower School

	Myles Anderson
	383
	Giggling Goat Cafe

	Nick Barrett
	469
	Shapwick Manor - Reception





Appendix 2 - First Aid Training and Equipment Control
The school will maintain its live training and equipment control records through its compliance systems. These records should identify the training held, expiry/renewal date, any specialist competence, and checks of first aid kits and AED equipment. The live record is the authoritative operational record and should be reviewed alongside this policy.
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