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Accidents to pupils 
 
Minor Accidents 
Minor cuts, minor bumps, grazes, nosebleeds, slight twist of ankle that cannot be attributed to school 
organisation, such as lack of supervision, damaged or faulty equipment or the condition of premises. 
 
Responsibility for dealing with accidents: 
Our Paediatric First Aiders will administer First Aid for minor accidents. They are: 
Christine Charles; Renata De Godoy; Mary Murphy; Natasha Brashko; Aaron Spencer; Edgar Perez; Gabrielle 
Welsh; Faye Maleady; Jenny Write, Donna Pearce; and Olivia Staunton.  
 
The injury must be recorded on a minor pupil accident/ incident record sheet and filed in the Class Minor 
Injury Folder kept in the medical room.  
 
If no first aid is administered but a possible injury has occurred e.g. if a child complains of a bad back or hurt 
leg, but there are no visible signs then the incident must still be recorded on the pupil accident/ incident 
record sheet and filed in the Class Minor Injury Folder kept in the medical room.  
 
Minor accidents at break time/ lunch time: 
First aid staff will use the portable first aid box/ bag and take it to the sky garden or playground, where it is 
readily accessible to administer first aid for minor injuries.  As appropriate, first aiders may make a 
professional judgement to take the child for treatment in the medical room should this option be required.  
 
Location of first Aid Kits 
First Aid Kits are located within the designated cupboard signposted in each classroom with a green cross.  
Additional first aid kits are stored in the medical room and the main school office. The first aid boxes/ bags 
contain basic first aid equipment; plasters, dry antiseptic spray, cotton wool and plastic gloves and yellow 
medical bags for the disposal of the medical waste. School forms for recording pupil accidents will be next to 
the first aid box in the stipulated areas and on completion must be filed in the Class Minor Injuries Folder 
stored in the medical room. 
 
First aid room – shared facility 
The medical room must contain a sink and bed, and offer appropriate privacy for a child who is poorly. The 
fold up medical bed is stored in the medical use for use as required. The medical room is located on the 
ground floor corridor in between the main school office and the Head Teacher’s office and is sign posted as 
such.  
 
Medical waste 
All medical waste such as cotton wool, used plasters which have been used to treat cuts, nose bleeds etc. 
must be placed in the yellow plastic bags. The bags must be then secured so that the contents cannot fall out. 
The yellow bag can then safely be placed in any waste bin. All accidents, where first aid is administered e.g. 
cold compress must be recorded. 

 
More serious accidents. 
Examples of more serious accidents may include but are not limited to: a bumped head, a bad fall, a 
bleeding graze, a cut, a bump with bruising, a suspected sprain, a suspected broken limb, difficulty 
breathing, and unconsciousness. 
 
In classroom - If in doubt, do not move the pupil. The teacher should send another child to the office to alert 
the HT/ member of SLT and ensure the immediate attendance of a paediatric first aider (if they are not 
already present). 
 
Accidents at break time: If in doubt do not move the pupil. Paediatric First Aider should remain with the 
injured person. A child should be sent into the school office to alert HT/senior member of staff. If it is a 
possible life threatening injury, telephone an ambulance immediately and then inform the parents/carers. 
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A member of the SLT/ HT will always contact the parent to inform them that their child has had a more 
serious injury or accident. On a case by case basis, the HT/ member of the SLT will advise whether to keep the 
child in school and closely monitor their recovery (for example, a nose bleed, a graze, a bump with bruising 
etc…) or whether the parent should collect their child so that he/ she can rest at home or have their injury 
checked by a medical practitioner (e.g. a head bump, small object placed on the ear/nose, splinter in the 
finger, suspected sprain etc. 
 
Bumped heads 
In the event of a bumped head, the child must be given a bumped head note, which must be sent home with 
the pupil. A member of the SLT must be informed and they will decide whether to ring the parent and to 
monitor the child in school or whether the child should be collected by the by parent. 
 
Reportable accidents: 
All accidents, which are more than a minor accident (which result in the need for medical attention) whether 
hospital, doctor or clinic, require the completion of a Iris online report form. The person responsible for the 
pupil at the time of the accident will report to a Senior Leader so that the HT/ DHT/AHT can complete the IRIS 
entry. The Governing Body Health and Safety Committee will be informed of non-minor injuries. 
 
Hospital treatment: 
When a pupil needs hospital treatment or an ambulance has to be called, parents/ carers must be informed as 
quickly as possible. 
 
If it becomes necessary for the parent/carer to go directly to the hospital to meet the ambulance, a member 
of staff must accompany the child in the ambulance and remain with the pupil until the person with parental 
responsibility arrives. 
 
Where a parent arrives and wishes to take the pupil to hospital by their own transport, the support of a 
member of staff must be recorded and/ or an offer to call an ambulance. 
 
When a pupil is taken directly to hospital from school the LA and Trust should be notified immediately in 
order to investigate and if necessary inform the Health & Safety Executive. 
 
Accidents to employees 
Please Note: if an emergency situation arises e.g. difficulty breathing, possible life threatening injury 999 must 
be called immediately. 
 
Work related accidents 
All accidents or near misses to employees require the completion of an Accident Report Form (IR1) and a 
record made in the accident book (Employees) within 24hrs of the accident. The forms and book are kept in a 
locked cabinet in the school office. On completion these forms are sent to the Governing Body and the City of 
London Academy Trust.  
If the injury is serious or likely to result in the employee being absent from work for more than 3 days the 
then the Trust must be contacted and the relevant form forwarded as soon as possible to enable the incident 
to be reported to the Health & safety Executive within 10 days of the incident. 
 
Children who become ill at school. 
 
Minor illness/ discomfort: 
For example, this may include but is not limited to a headache, feeling sick, sore throat, and ear/tooth ache. 
The teacher should monitor the situation and if the pupil appears to become worse and does not seem to feel 
better, then the teacher should ask the office staff to contact the pupil’s parent/carer. The child should be 
looked after by a paediatric first aider who will supervise and monitor the child until the parent/carer arrives 
to take the child home.  
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Emergency contact procedures. 
Emergency contact numbers for each pupil are kept in files in the school office/ on S. These forms are 
renewed and updated at least annually and parents are reminded to inform the school of any update changes. 
The forms also indicate a second contact, should be the parent/carer be unavailable. 
 
 
Related Policies 
 
This policy should be read in conjunction with the Off-site Visits Policy and Managing Medicines Policy.   
 
All injuries off-site should follow the agreed protocols set out in the Recording Injuries Policy. If staff who are 
off -site do not have access to IRIS, they should contact the head teacher, deputy head teacher, senior school 
administrator or the school business manager who will enter the report onto IRIS.   
 
All parents should be contacted swiftly regarding an injury that takes place off school site when the injury is 
more serious than a minor injury such as a suspected sprain or fracture.
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