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Introduction  
 

 

 

Policy Statement 

The Federation of Bedenham and Holbrook Primary Schools will undertake to 

ensure compliance with the relevant legislation with regard to the provision of first aid 

for all employees and to ensure best practice by extending the arrangements as far 

as is reasonably practicable to children and others who may also be affected by our 

activities. 

 

Responsibility for first aid at The Federation for Bedenham and Holbrook Primary 

Schools is held by Mrs Wendy Bolton (Executive Headteacher) who is the 

responsible manager.  This is deputised in her absence to Mrs Caroline Wood (Head 

of School) at Bedenham Primary and Mrs Rachelle Tomkins (Acting Deputy Head) at 

Holbrook Primary School. 

 

All first aid provision is arranged and managed in accordance with the Corporate 

First Aid Policy. 

 

 

 

All staff have a statutory obligation to follow and co-operate with the requirements of 

this policy.  
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Aims & Objectives  

 

Our first aid policy requirements will be achieved by:  

 Carrying out a First Aid Needs Assessment to determine the first aid provision 
requirements for our premises  

o It is our policy to ensure that the First Aid Needs Assessment will be 
reviewed periodically or following any significant changes that may 
affect first aid provision 

o The Children’s Services First Aid Needs Assessment Form (Appendix 
1) will be used to produce the First Aid Needs Assessment for our site 

 Ensuring that there are a sufficient number of trained first aid staff on duty and 
available for the numbers and risks on the premises in accordance with the 
First Aid Needs Assessment  

 Ensuring that there are suitable and sufficient facilities and equipment 
available to administer first aid in accordance with the First Aid Needs 
Assessment  

 Ensuring the above provisions are clear and shared with all who may require 
them 

 

First Aid Training  

  

The responsible manager will ensure that appropriate numbers of appointed 

persons, school first aid trained staff, emergency first aiders, qualified first aiders and 

paediatric first aid trained staff are nominated, as identified by completion of the First 

Aid Needs Assessment, and that they are adequately trained to meet their statutory 

duties. 

 

Emergency First Aiders (Those completing the half-day emergency first aid course) 

 

At Bedenham Primary School there are 23 emergency first aiders who are as 

follows: 

 Sue Doole 

 Julie Garrett 

 Samantha Slater 

 Sasha Dawkins 

 Jackie Rowe 

 Sandy Plow 

 David Potter 

 Daniella Stevens 

 Maria Mangan 

 MollyJo Brooks 

 Karen Harvey 

 Lindsey Tilbury 

 Karen Stewart 

 Louise Williams 

 Hannah Craymer 

 Nicola Penfold 
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 Amanda Newman 

 Jaime Hanlan 

 Charlene Young 

 Michelle Aston 

 Hope Stockwell 

 Charlotte Fannan 

 Swapna Taher 
 
 

They will be responsible for administering first aid, in accordance with their training, 

to those that become injured or fall ill whilst at work or on the premises.  They may 

also have other duties and responsibilities which are identified and delegated as 

appropriate (e.g. first aid kit inspections). 

 

Emergency First Aiders (Those completing the 1-day emergency first aid course) 

At Holbrook Primary School there are 15 emergency first aiders who are as follows: 

 Amber Derrick 

 Nicola Moth 

 Jo Evans 

 Kerry Shephard 

 Hazel Scott 

 Louise Dennett 

 Sian Kelly 

 Ruth Brenton 

 Samantha Reed 

 Jennie Pullan 

 Natasha Taylor 

 Debbie Gander 

 Dawn Dexter-Hall 

 Georgia Ingledew 

 Sophie Girt 
 

 

They will be responsible for administering first aid, in accordance with their training, 

to those that become injured or fall ill whilst at work or on the premises.  They may 

also have other duties and responsibilities which are identified and delegated as 

appropriate (e.g. first aid kit inspections). 

 
Emergency First Aid At Work 
 
At Bedenham there are 2 Emergency First Aid at Work trained staff who are as 
follows: 

 Sue Pellatt 

 Mark Vernon 
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Paediatric First Aid Trained Staff 

At Bedenham Primary School there are 2 paediatric first aid trained staff who are as 

follows: 

 Julie Jackson 

 Karan Hazzard 
 

These staff are in place to meet the Early Years Foundation Stage (EYFS) statutory 

obligations for provision of first aid to those children aged 5 years old or younger. 

 

Paediatric First Aid Trained Staff 

At Holbrook Primary School there are 3 paediatric first aid trained staff who are as 

follows: 

 Lisa Marshall 

 Cheryl Muckart 

 Concilia Mahambo 
 

 
These staff are in place to meet the Early Years Foundation Stage (EYFS) statutory 

obligations for provision of first aid to those children aged 5 years old or younger. 

 

AED Defibrillator Trained Staff 

All staff who have completed any first aid training are defibrillator trained, this is now 

part of the first aid course. 

 

First Aid Provision  

 

Our First Aid Needs Assessment at Bedenham Primary School has identified the 

following first aid kit requirements: 

 A first aid kit in each class and 4 kits to be used for trips and at lunchtime.  
 

It is the responsibility of the emergency first aider, MollyJo Brooks, in the school 

office to check the contents of all first aid kits termly and record findings on the 

Children’s Services First Aid Kit Checklist (Appendix 2).  Completed checklists are to 

be stored in the school office. 

The contents of first aid kits are listed under the ‘required quantity’ column on the 

checklist itself. 

The room opposite the reception desk is designated as the first aid room for 

treatment, sickness and the administering of first aid.  The first aid room will have the 

following facilities: 

 running water/sink, a bed, bodily fluid powder, paper towel dispenser, 
disposable gloves and tissues. 

 

Our First Aid Needs Assessment at Holbrook Primary School has identified the 

following first aid kit requirements: 
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 7 first aid kits on the premises  
o These first aid kits will be situated at: 

 Year R Classroom 
 KS2 Shared Area 
 Administration Office (for Fire Evacuations only) 
 Administration Office (general use) 
 2 x trips kits in Administration Office 
 Residential Kit in Administration Office 

 

 

 2 travel first aid kits in vehicles 
o These travel first aid kits will be located in the school minibus and 

Home School Link Worker’s car. 
 

It is the responsibility of the Senior Administrative Assistant, Mrs Sophie Girt to 

check the contents of all first aid kits every term and record findings on the Children’s 

Services First Aid Kit Checklist (Appendix 2).  Completed checklists are to be stored 

in the First Aid folder in the Administration Office. 

The contents of first aid kits are listed under the ‘required quantity’ column on the 

checklist itself. 

Note – Sophie is happy to do the checking of the kits but does not want to be 

referred to as Lead First Aider. She does not have a First Aid qualification 

 

The Administration Office is designated as the first aid room for treatment, sickness 

and the administering of first aid.  The first aid room will have the following facilities: 

 Running water 

 Floor area to lie down on 

 First Aid Kit 

 Telephone 

 Chair 
 

 Emergency 

Arrangements 
 

 

Upon being summoned in the event of an accident, the first aider is to take charge of 

the first aid administration/emergency treatment commensurate with their training.  

Following their assessment of the injured person, they are to administer appropriate 

first aid and make a balanced judgement as to whether there is a requirement to call 

an ambulance.   

The first aider is to always call an ambulance on the following occasions: 

 In the event of a serious injury  

 In the event of any significant head injury 

 In the event of a period of unconsciousness 

 Whenever there is the possibility of a fracture or where this is suspected 

 Whenever the first aider is unsure of the severity of the injuries 
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 Whenever the first aider is unsure of the correct treatment 
 

In the event of an accident involving a child, where appropriate, it is our policy to 

always notify parents of their child’s accident if it: 

 is considered to be a serious (or more than minor) injury 

 requires first aid treatment - we only notify for head bumps or significant 
injuries etc.  

 requires attendance at hospital 

 involves a head injury 

 there is a mark on the body from a school injury 
 

Our procedure for notifying parents will be to use all telephone numbers available to 

contact them and leave a voicemail or send a text message should the parents not 

be contactable. 

In the event that parents cannot be contacted and a message has been left, our 

policy will be to continue to attempt to make contact with the parents every hour.  In 

the interim, we will ensure that the qualified first aider or another member of staff 

remains with the child until the parents can be contacted and arrive (as required).  

In the event that the child requires hospital treatment and the parents can not be 

contacted prior to attendance, the qualified first aider or another member of staff will 

accompany the child to hospital and remain with them until the parents can be 

contacted and arrive at the hospital. 

 

Out of hours and 

Trips 
 

 

The first- aid arrangements for all school managed and organised after school 

activities (parents’ evenings, school fetes, and sports activities) are considered in 

this policy. On occasions where there may be the need for additional provision the 

school will carry out a needs assessment for that activity. 

 

Where the school have arrangements to let/hire out buildings to external 

organisations there need to be arrangements in place to co-ordinate the first-aid 

arrangements with the hirer. This is managed by the responsible manager (or their 

deputy) at the appropriate school who will ensure that these arrangements are 

recorded in the lettings/hire agreement. 

 

The first-aid arrangements for school organised trips/visit are included in the risk 

assessment for that trip.  These are reviewed for each trip/visit and the level of first-

aid provision is reviewed to ensure adequate cover is provided for the trip/visit, and 

that sufficient cover is retained at the school to cover those who stay at school. 
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Records  

 

All accidents requiring first aid treatment are to be recorded with (at least) the 

following information: 

 Name of injured person 

 Name of the qualified/emergency/school/paediatric first aider. 

 Date of the accident 

 Type of accident (e.g. bump on head etc) 

 Treatment provided and action taken 
 

CHILDREN’S SERVICES HEALTH & SAFETY TEAM 

For advice and guidance when writing your local first aid policy or using this template             

please contact the Children’s Services Health & Safety Team through their website at: 

https://www.hants.gov.uk/educationandlearning/school-health-safety 

 

This policy will be reviewed at least every 2 years 

Agreed at the Governing Body Meeting on: 09/12/2019            Minute Reference: 9 

Agreed at FGB 17.05.21   

  

Appendix 1 

This needs assessment template is for schools / sites to use to highlight what issues you 
might need to consider, and to record your findings. 

 

Part 1 

 

 

ASSESSMENT OF FIRST AID NEEDS  

 

 

Name of Premises/Organisation/School 

 

 

No. Aspects to Consider 

at Your Premises 

First Aid Provision Considerations  

(Insert Your Information)  

1 What are the risks of injury and ill-health 

arising from the work and activities as 

identified in your risk assessments? 

You will need to give serious consideration to the 

number and training level of first aid staff based 

upon the general level of risk on your premises 

2 Are there any specific risks? (e.g. work Consider any specific training for first aiders, extra 

https://www.hants.gov.uk/educationandlearning/school-health-safety
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with hazardous substances, dangerous 

tools, dangerous machinery, higher risk 

activities, HC3S Kitchens, etc) 

first aid equipment, precise siting of first aid 

equipment, informing emergency services and the 

first aid room requirements and location 

3 Are large numbers of people employed 

on site? 

You will need to consider the number of staff and a 

commensurate number of first aiders to deal with 

the higher probability of accidents 

4 What is your record of accidents and 

cases of ill-health?  What type and 

where did they happen? 

You may need to locate your first aid provision in 

certain areas, review first aid box contents and 

increase first aid staff proportionately 

5 Are there staff/children on site who have 

disabilities or specific health problems? 

First aiders will need to be trained to a suitable 

level to enable them to address any likely ill-health 

or medical conditions as well as potential injuries. 

It is helpful if first aiders are aware of the health 

problems and any issues staff with disabilities 

might experience, but personal information can 

only be provided with the individual’s permission 

6 Are there clients or service users on the 

site who may need first aid?  

The needs of any clients and service users should 

be considered in your assessment 

7 Is there first aid cover for lunch times 

and for the beginning and end of the 

working day?  

 

An adequate level of first aid cover will need to be 

considered at lunch times and start/end of the day 

with arrangements made with first aid trained staff 

to ensure there is adequate cover 

8 What is the site layout and will the layout 

require additional first aid cover for 

separate buildings or floors of a multi-

storey building? 

 

The layout of some larger sites with separate 

buildings or large multi-storey buildings will need to 

be considered as to where the first aiders are 

based, as the distance first aiders have to travel 

may increase the risk to an injured person 

9 Do you have any work experience 

trainees? 

Remember that your first aid provision must 

extend to cover these trainees 

10 Are there a number of inexperienced or 

young staff/workers/visitors on site? 

Young/inexperienced staff/visitors can have higher 

rates of injuries. If large enough numbers are 

present this may require additional first aid cover 

11 Do the numbers of people on site vary 

throughout the day. Are extra first aiders 

needed for peak periods? 

The introduction of flexible working and extended 

working hours should be considered as part of the 

assessment for first aid cover 

12 Do staff work in shift patterns and does 

each shift have sufficient first aid cover?  

Each shift may need to be considered separately 

to ensure that there is first aid provision when 
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people are at work 

13 Do you work on a site occupied by other 

organisations and share first aid 

arrangements?  

 

If you share a site or building with one or more 

other organisations then co-operating on providing 

first aid cover is acceptable, but it is strongly 

recommended that this is documented in your own 

first aid policy and monitored. If the building or site 

is shared by staff from different departments it is 

important that the assessment considers the 

building or site as a whole, and departments share 

the first aid provision arrangements 

14 What is the distance from emergency 

services and how long are they likely to 

take to arrive on site?  

 

Sites remote from emergency services such as 

accident and emergency departments or where 

emergency services will take time to arrive may 

need a higher level of first aid provision such as a 

first aider rather than an emergency first aider 

15 Do some staff work alone or remotely 

(including contracted home workers)?  

 

Staff who work alone and especially those who 

work alone in remote locations will need access to 

their own first aid kits so they can self-administer 

first aid (in accordance with your own lone working 

policy). Staff who work at home full time will also 

need to have their own first aid provision 

16 Do you have service users aged five 

years of age or younger? 

The Early Years Foundations Stage statutory 

instrument and Ofsted require organisations to 

have adequately trained paediatric first aid trained 

staff always present on site and trips if five year 

olds or younger children are on site 

17 Do members of the public visit your 

premises? 

Hampshire County Council does extend its first aid 

cover for members of the public using our sites 

and services.  Where the public access our sites 

and buildings, this cover needs to be considered 

18 Do you have any employees with 

reading or language difficulties? 

You will need to make special arrangements to 

give them the necessary first aid information 

Do not forget that first aid trained staff, paediatric first aid trained staff and appointed persons 

take leave and/or are often absent from the premises for other unscheduled reasons.  You 

must appoint sufficient people to cover these absences to enable first aid personnel to be 

available at all times when people are at work. 

 

Part 2 

 

 

SUMMARY OF REQUIRED FIRST AID PROVISION  
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Name of Premises/Organisation/School 

 

 

Level of First Aid Staff 

(Type of Provision) 

Numbers of Staff Required to 

be on Site at Any Time 

Numbers to be Trained to 

Meet On-Site Requirement 

Qualified First Aider   

Emergency First Aider   

School First Aid Trained   

Paediatric First Aid Trained   

Appointed Person   

Other: (Please specify) 

 

 

(Note: This is not to include any  training 

requirements for medicine administration) 

  

First Aid Kits Quantity Required Locations of First Aid Kits 

Yes / No   

Travel First Aid Kits Quantity Required Locations of Travel Kits 

Yes / No   

First Aid Rooms/Areas Quantity Required Locations of Rooms 

Yes / No   

Defibrillator / Additional 

Equipment 

Quantity Required Locations of Rooms 

Yes / No (list)   

First Aid Needs Assessment Completion 

Manager’s comments Insert comments relevant to assessment as appropriate 
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Name of manager 

 

Signature of manager 

 

 

Date  

 

 

 

 

 

 

 

 

 

Assessment reviews Set future review dates & sign/comment upon completion 

Review date Reviewed by Reviewer signature Remarks 

    

    

    

    

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 2 
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CHILDREN’S SERVICES ASSESSMENT FORM  

First Aid Kit Checklist 

 

Alter the contents list to suit what you have assessed as required for your premises and first aid needs. 

First Aid Kit Checklist 

Location of First Aid Kit/Box   

Vehicle & Registration No.          (if applicable)  

Identity No. of First Aid Kit/Box  (if applicable)  

Date of Initial First Aid Kit/Box Check  

Name of Assessing First Aider  

Contents Check 

 

 

No. 

 

 

Premises First Aid Box  

Minimum 

Required 

Required 

Quantity 

Actual 

Quantity 

1 Guidance card 1   

2 Individually wrapped sterile adhesive dressings (assorted sizes) 20   

3 Sterile eye pads 2   

4 Individually wrapped triangular bandages (preferably sterile) 4   

5 Safety pins 6   

6 Medium individually wrapped sterile unmedicated wound dressings                  6   

7 Large individually wrapped sterile unmedicated wound dressings 2   

8 Pair of disposable gloves 1   

 

 

No. 

 

 

Travel First Aid Kit 

Minimum 

Required 

Required 

Quantity 

Actual 

Quantity 

1 Guidance card 1   

2 Individually wrapped sterile adhesive dressings 6   

3 Individually wrapped triangular bandages 2   

4 Large sterile unmedicated dressing (approx. 18cm x 18cm) 1   
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5 Safety pins 2   

6 Individually wrapped moist cleansing wipes (alcohol free) 2   

7 Pair of disposable gloves 1   

Additional Checks 

1 Are all items of first aid within expiry date? YES NO 

2 Are all items of first aid in good, undamaged condition? YES NO 

3 Is the first aid kit/box in good condition & undamaged? YES NO 

4 Is the location of the first aid kit/box clean and accessible? YES NO 

5 Is the first aid location sign present & in good condition? YES NO 

6 Is the list/sign of trained first aiders present & up-to-date? YES NO 

Summary of Actions 

FIRST AID KIT PASSED (e.g. 3-MONTH) CHECK & NO ACTION REQUIRED YES NO 

Actions required if ‘NO’ 

 

 

 

 

 

 

Name of  

Assessor 

 Signature of 

Assessor 

 Assessed    

Date 

 

Follow-up Actions 

REQUIRED ACTIONS IMPLEMENTED/SHORTAGES REPLENISHED YES NO 

 

Name  

 
 

Signature  

 
 

Date 

 

 

Note:  Minimum Required – Minimum contents required in any first aid kit under ACOP (legal) 
guidance 
Required Quantity   – Your own contents requirements based upon your selected size of first aid 
Quantities are to be locally inserted before the form is issued or used  
 Actual Quantity       – Actual contents noted at the time of this periodic check of the 
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CHILDREN’S SERVICES ASSESSMENT FORM CSAF-002 

 

First Aid Needs Assessment Form September 2021 

Holbrook Primary School 

 

 

There is a statutory obligation to carry out and periodically review an assessment of 
first aid provision in every workplace by carrying out a First Aid Needs Assessment.  
This template form (page 2) and the included guidance aims to help responsible 
managers to identify, formalise and record what level of first aid provision is needed 
in their building, premises or for their team.   

 

Arrangements for your first aid provision as identified through this first aid needs 
assessment would be expected to form the basis of your own first aid policy.  Those 
using this guidance will need to have read the Children’s Services Safety 
Guidance Procedure SGP 08-07 (First Aid) 

 

Assessing the levels 

 

How much first aid provision you require will depend on the circumstances of your 
workplace.  Using this template form, you will be able to assess what facilities, 
staffing levels and training are appropriate in your workplace.  You are advised to 
consult employees (as appropriate) about the important areas that require 
consideration such as: 

 

a. Workplace hazards and risks 
b. Size of organisation and type of service users 
c. History of accidents and incidents 
d. Nature and distribution of workforce including remoteness from 

emergency services 
e. Needs of travellers, remote and lone workers 
f. Employees working on shared or multi-occupied sites 
g. Annual leave and other absences of first aid trained staff and appointed 

persons 
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The assessment of how many and what sort of first aiders are needed 
requires consideration of the hazards of the work itself, the hazards in the workplace 
and the numbers of those exposed to risk.  Managers should already have a clear 
picture of the risks that their staff are exposed to from the risk assessments already 
completed.  Managers also need to consider the numbers of staff and others who 
are present in the location being assessed.   

 

National and corporate guidance on minimum levels of first aid provision based on 
staff numbers only are set out below.  However, these minimum levels would need 
to be increased dependent upon the information determined during the first aid 
needs assessment itself, such as the number and type of service users on site (eg. 
children in a school, or five year olds or younger in a centre). 

 

 
Category of risk 

 
Numbers employed at 

work  

Guidance on number & type of 
first aid staff to be available on 

site at any time 

Lower Risk 
eg. primary schools, 
children centres, some 
secondary schools, 
offices, libraries 

Less than 25 An Appointed Person  

25 – 50 At least one emergency first aider  

More than 50 One first aider for every 100 
employed or part thereof. 

Higher risk 
eg. some secondary 
schools, workshops, 
warehousing, use of 
dangerous machinery 
use or sharp instrument 
use, light manufacturing, 
work with animals or 
higher risk activities. 

Fewer than 5 An appointed person 

5 – 50 At least one first aider (either an 
emergency first aider or first aider 
depending on the type of injuries 
that might occur)  

more than 50 One additional first aider for every 
50 persons or part thereof 

 

INSTRUCTIONS FOR COMPLETING PART 1 

 

1. When completed, both parts of assessment will form the First Aid Needs 
Assessment  record which should be kept and reviewed periodically through your 
bring-up diary system. 

 

2. Start carrying out your assessment of first aid needs by first completing Part 1 
to assist you  in documenting that you have comprehensively considered the level 
and type of provision  that you require on your site.  Enter your own information 
in place of the blue guidance 
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Part 1 

 

ASSESSMENT OF FIRST AID NEEDS  

 

Holbrook Primary School 

 

 

No. Aspects to Consider 

at Your Premises 

First Aid Provision Considerations  

(Insert Your Information)  

1 What are the risks of injury and ill-
health arising from the work and 
activities as identified in your risk 
assessments? 

Low level risk.  3 Paediatric First Aiders and 
15 Emergency First Aiders considered 
sufficient to cover requirements at present. 

2 Are there any specific risks? (eg. 
work with hazardous substances, 
dangerous tools, dangerous 
machinery, higher risk activities etc) 

Site Team and cleaning staff may use some 
hazardous substances, which are covered 
under COSHH regulations. 

3 Are large numbers of people 
employed on site? 

Sometimes more than 50 adults on site.  
Always over 50 children.  4 First Aiders trained 
in paediatric first aid sufficient to cover 
requirements and 12 Emergency First Aiders. 

4 What is your record of accidents and 
cases of ill-health?  What type and 
where did they happen? 

Low level of accidents, mainly minor bumps, 
cuts and bruises.  3 first aid boxes located in 
various sites around school.  All first aiders, 
including trained lunchtime supervisory staff 
issued with a small emergency first aid pack.  
Sufficient boxes and trained staff to cover 
requirements. 

5 Are there staff/children on site who 
have disabilities or specific health 
problems? 

All staff that work on a one to one basis with 
children with disabilities are able to deal with 
their care.  Sufficient first aid trained staff to 
help when required.  Book available for all 
staff with information on each child’s individual 
needs and disabilities. General training has 
been given on epipens, information on 
haemophilia, diabetes and asthma with more 
detailed training for staff who deal with 
children with specific health problems. 

6 Are there clients or service users on 
the site who may need first aid?  

Leaflet produced and handed to ALL visitors 
who use site.  Office staff hand leaflet to 
course leaders and advise them to read to all 
course participants. 
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7 Is there first aid cover for lunch times 
and for the beginning and end of the 
working day?  

 

Office staff available at start and end of day, 
together with lunchtimes.  Breakfast Club staff 
are first aid trained.  A Lunchtime supervisory 
staff member is also first aid trained. 

8 What is the site layout and will the 
layout require additional first aid 
cover for separate buildings or floors 
of a multi-storey building? 

 

The layout of some larger sites with separate 
buildings or large multi-storey buildings will 
need to be considered as to where the first 
aiders are based, as the distance first aiders 
have to travel may increase the risk to an 
injured person – not applicable to Holbrook 
Primary School as all in one building and on 
one floor. 

9 Do you have any work experience 
trainees? 

First aiders sufficient to cover work experience 
trainees also. 

 

10 Are there a number of inexperienced 
or young staff/workers/visitors on 
site? 

No. 

11 Do the numbers of people on site 
vary throughout the day. Are extra 
first aiders needed for peak periods? 

Numbers do vary, but 15 First Aiders cover all 
hours school in use, so no extra provision 
required. 

 

12 Do staff work in shift patterns and 
does each shift have sufficient first 
aid cover?  

Sufficient cover provided by 15 First Aid 
trained staff. 

13 Do you work on a site occupied by 
other  organisations and share first 
aid arrangements?  

 

Badgers Pre-School also on school site.  They 
have own First Aid Provision. 

14 What is the distance from emergency 
services and how long are they likely 
to take to arrive on site?  

 

Minimal distance, less than 2 miles.  5-10 
minutes maximum duration to attend.  
Sufficient First Aid provision on school site. 

15 Do some staff work alone or remotely 
(including contracted home 
workers)?  

 

Family Support Worker works alone on 
occasions.  Provided with own First Aid Kit 
and has mobile phone for emergency. 
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16 Do you have service users aged five 
years of age or younger? 

Badgers pre-school have own First Aid 
provision and the school have 4 paediatric 
trained first aiders. 

17 Do members of the public visit your 
premises? 

Members of the public would be covered 
under our First Aid provision as we have also 
had emergency first aid training. 

18 Do you have any employees with 
reading or language difficulties? 

We will need to make special arrangements to 
give them the necessary first aid information if 
this arises, but at present this does not apply. 

Do not forget that first aid trained staff, paediatric first aid trained staff and appointed 
persons take leave and/or are often absent from the premises for other unscheduled 
reasons.  You must appoint sufficient people to cover these absences to enable first 
aid personnel to be available at all times when people are at work. 

 

INSTRUCTIONS FOR COMPLETING PART 2  

 

 

3. Complete Part 2 using information considered in Part 1.  The actual numbers 
of each type  of first aid staff that you require on site at any one time during the 
working day should  be identified in the first column Numbers of Staff Required to be 
on Site at Any Time 

 

4. The second column Numbers to be Trained to Meet On-Site Requirement 
should be based  on your consideration of how many staff need to be trained to 
ensure that you always  meet your own requirement as detailed in column 1.  
For example – if you decided that  you required one qualified first aider on site 
at any time, it may be that because of rotas or  planned absences that you need to 
train four staff to reasonably meet this requirement. 
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Part 2 

 

 

SUMMARY OF REQUIRED FIRST AID PROVISION  

 

 

Holbrook Primary School 

 

 

Level of First Aid Staff 

(Type of Provision) 

Numbers of Staff Required 
to be on Site at Any Time 

Numbers to be Trained to 
Meet On-Site Requirement 

Qualified First Aider 0 0 

Emergency First Aider 15 1 

School First Aid Trained 0 0 

Paediatric First Aid Trained 3 1 

Appointed Person 0 0 

Other: (Please specify) 

 

 

(Note: This is not to include 
any  training requirements for 
medicine administration) 

  

First Aid Kits Quantity Required Locations of First Aid Kits 

Yes / No 3 Year R classroom 

KS2 Shared Area 

Administration Office (for 
use during fire evacuation) 

 

Travel First Aid Kits Quantity Required Locations of Travel Kits 

Yes / No 4 Admin Office x 4 
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First Aid Rooms/Areas Quantity Required Locations of Rooms 

Yes / No 1 Administration Office 

 

 

First Aid Needs Assessment Completion 

 

  

Manager’s comments  

First Aid needs met by 3 Paediatric First Aiders on site and 15 Emergency First Aiders.  
Sufficient First Aid boxes in various locations around the school, checked regularly to 
ensure complete and in date by First Aiders (Senior Administrative Assistant). 

 

 

Name of manager 

 

Signature of manager 

 

 

Date  

 

Rachelle Tomkins 

 

 

 

 

 

 

May 2021 

 

 

Assessment reviews Set future review dates & sign/comment upon completion 

 

Review date Reviewed by Reviewer signature Remarks 
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Appendix 1 

This needs assessment template is for schools / sites to use to highlight what issues you 
might need to consider, and to record your findings. 

 

Part 1 

 

 

ASSESSMENT OF FIRST AID NEEDS  

 

 

Name of Premises/Organisation/School 

 

 

 Bedenham Primary School 

No. Aspects to Consider 

at Your Premises 

First Aid Provision Considerations  

(Insert Your Information)  

1 What are the risks of injury and ill-health 

arising from the work and activities as 

identified in your risk assessments? 

Low level risk.  2 Paediatric First Aiders and 27 

Emergency First Aiders. We are very well catered 

to cover most emergency first aid situation 

including epilepsy.  

2 Are there any specific risks? (e.g. work 

with hazardous substances, dangerous 

tools, dangerous machinery, higher risk 

activities, HC3S Kitchens, etc) 

COSHH trained site team and cleaning staff, no 

dangerous tools on the premises unless site team 

trained to use them, risk assessments carried out 

for specific unique tasks e.g. use of chainsaw.  

3 Are large numbers of people employed 

on site? 

Often around 50-60 staff on site. Over 280 children 

onsite day to day. 

4 What is your record of accidents and 

cases of ill-health?  What type and 

where did they happen? 

Low level of accidents, mainly minor bumps, cuts 

and bruises.  3 first aid boxes located in various 

sites around school.  All first aiders, including 

trained lunchtime supervisory staff issued with a 

small emergency belt first aid pack.  Sufficient 

boxes and trained staff to cover requirements. 

Where higher level accidents happen e.g. bone 

break we report to HCC and investigate, as well as 

keeping a paper copy. 

5 Are there staff/children on site who have 

disabilities or specific health problems? 

All staff that work on a one to one basis with 

children with disabilities are able to deal with their 

care.  Sufficient first aid trained staff to help when 

required. Book available for all staff with 

information on each child’s individual needs and 

disabilities. General training has been given on 
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epilepsy, epipens, diabetes, cerebral palsy, 

children under chemotherapy, and asthma with 

more detailed training for staff who deal with 

children with specific health problems and 

healthcare plans. 

6 Are there clients or service users on the 

site who may need first aid?  

Helpful leaflet to support visitors to the site and 

where they can get help and support if needed 

produced and handed to ALL visitors who use site, 

there is also clear emergency first aid signage 

around the site. Office staff hand leaflet to course 

leaders and advise them to read to all course 

participants. 

7 Is there first aid cover for lunch times 

and for the beginning and end of the 

working day?  

 

Office staff available at start and end of day, 

together with lunchtimes and break times, one of 

which is paediatric trained.  All lunchtime staff are 

first aid trained as well as our resource provision 

teaching assistants who are available at 

lunchtimes. All lunchtime assistance and basic first 

aid kits on their person. 

8 What is the site layout and will the layout 

require additional first aid cover for 

separate buildings or floors of a multi-

storey building? 

One building and on one floor. Lennox Centre has 

own first aid provision.  

9 Do you have any work experience 

trainees? 

First aiders sufficient to cover work experience 

trainees also. 

 

10 Are there a number of inexperienced or 

young staff/workers/visitors on site? 

No. 

11 Do the numbers of people on site vary 

throughout the day. Are extra first aiders 

needed for peak periods? 

Number of first aiders very sufficient throughout 

the day, current total of 29 first aiders and 2 

paediatric first aiders, so no extra provision 

required. Site manager has also got first aid at 

work. 

12 Do staff work in shift patterns and does 

each shift have sufficient first aid cover?  

Sufficient cover provided by 33 First Aid trained 

staff to cover every hour of the working day. 

13 Do you work on a site occupied by other 

organisations and share first aid 

arrangements?  

Lennox Centre also on school site.  They have 

own First Aid Provision. 
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14 What is the distance from emergency 

services and how long are they likely to 

take to arrive on site?  

 

Minimal distance, less than 3 miles.  10-15 

minutes maximum duration to attend.  Sufficient 

First Aid provision on school site. 

15 Do some staff work alone or remotely 

(including contracted home workers)?  

 

Some cleaning team work alone but have access 

to first aid and site manager who is qualified in first 

aid at work and is on site and available. Lone 

working risk assessment carried out. 

16 Do you have service users aged five 

years of age or younger? 

Year R under 5’s covered by paediatric first aiders. 

17 Do members of the public visit your 

premises? 

Members of the public would be covered under our 

First Aid provision as we have also had emergency 

first aid training. 

18 Do you have any employees with 

reading or language difficulties? 

We will need to make special arrangements to give 

them the necessary first aid information if this 

arises, but at present this does not apply. 

Do not forget that first aid trained staff, paediatric first aid trained staff and appointed persons 

take leave and/or are often absent from the premises for other unscheduled reasons.  You 

must appoint sufficient people to cover these absences to enable first aid personnel to be 

available at all times when people are at work. 

 

Part 2 

 

 

SUMMARY OF REQUIRED FIRST AID PROVISION  

 

 

Name of Premises/Organisation/School 

 

 

Bedenham Primary School 

Level of First Aid Staff 

(Type of Provision) 

Numbers of Staff Required to 

be on Site at Any Time 

Numbers to be Trained to 

Meet On-Site Requirement 

Qualified First Aider 0 0 

Emergency First Aider 29 1 

School First Aid Trained 0 0 

Paediatric First Aid Trained 2 0 

Appointed Person 1 0 
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Other: (Please specify) 

(Note: This is not to include any  training 

requirements for medicine administration) 

  

First Aid Kits Quantity Required Locations of First Aid Kits 

Yes 11 One in each classroom and one in 

first aid room. 

Lower School Cookery Area 

Administration Office (for use 

during fire evacuation) 

 

Travel First Aid Kits Quantity Required Locations of Travel Kits 

Yes 5 First aid room x 5 

First Aid Rooms/Areas Quantity Required Locations of Rooms 

Yes 1 Office area 

Defibrillator / Additional 

Equipment 

Quantity Required Locations of Rooms 

Yes (list) 1 First aid room 

First Aid Needs Assessment Completion 

Manager’s comments Insert comments relevant to assessment as appropriate 

First Aid needs met by 2 Paediatric First Aiders on site and 29 Emergency First Aiders.  Sufficient First Aid boxes in 

various locations around the school, checked regularly to ensure complete and in date by First Aiders (Senior Admin 

Assistant). 

 

Name of manager 

 

Signature of manager 

 

 

Date  

 

Caroline Wood 

 

 

 

 

May 2021 

Assessment reviews Annually (May)  
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Review date Reviewed by Reviewer signature Remarks 

    

    

    

    

 

Appendix 2 

 

CHILDREN’S SERVICES ASSESSMENT FORM  

First Aid Kit Checklist 

 

Alter the contents list to suit what you have assessed as required for your premises and first aid needs. 

First Aid Kit Checklist 

Location of First Aid Kit/Box  Classrooms and First aid room 

Date of Initial First Aid Kit/Box Check Termly 

Name of Assessing First Aider MollyJo Brooks 

Contents Check 

 

 

No. 

 

 

Premises First Aid 

Minimum 

Required 

Required 

Quantity 

Actual 

Quantity 

1 Guidance Folder 1  1 

2 Individually wrapped sterile adhesive dressings (assorted sizes) 20  100 

3 Sterile eye pads 2  100 

4 Individually wrapped triangular bandages (preferably sterile) 4  10 

5 Safety pins 6  60 

6 Medium individually wrapped sterile unmedicated wound dressings                  6  10 

7 Large individually wrapped sterile unmedicated wound dressings 2  10 

8 Box of disposable gloves 1  8 

  

Minimum Required Actual 
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No. 

 

Travel First Aid Kit 

Required Quantity Quantity 

1 Guidance card 1 1  

2 Individually wrapped sterile adhesive dressings 6  2 

3 Individually wrapped triangular bandages 2  2 

4 Large sterile unmedicated dressing (approx. 18cm x 18cm) 1  2 

5 Safety pins 2  5 

6 Individually wrapped moist cleansing wipes (alcohol free) 2  10 

7 Pair of disposable gloves 1  10 

Additional Checks 

1 Are all items of first aid within expiry date? YES NO 

2 Are all items of first aid in good, undamaged condition? YES NO 

3 Is the first aid kit/box in good condition & undamaged? YES NO 

4 Is the location of the first aid kit/box clean and accessible? YES NO 

5 Is the first aid location sign present & in good condition? YES NO 

6 Is the list/sign of trained first aiders present & up-to-date? YES NO 

Summary of Actions 

FIRST AID KIT PASSED (e.g. 3-MONTH) CHECK & NO ACTION REQUIRED YES NO 

Actions required if ‘NO’ 

Name of  

Assessor 

Caroline Wood  

MollyJo Brooks 

Signature of 

Assessor 

 

 

Assessed    

Date 

06.05.21 

Follow-up Actions 

REQUIRED ACTIONS IMPLEMENTED/SHORTAGES REPLENISHED YES NO 

 

Name  

Caroline Wood  

MollyJo Brooks 

 

Signature  

 
 

Date 

 

06.05.21 

Note:  Minimum Required – Minimum contents required in any first aid kit under ACOP (legal) 
guidance 
Required Quantity   – Your own contents requirements based upon your selected size of first aid 
Quantities are to be locally inserted before the form is issued or used  
 Actual Quantity       – Actual contents noted at the time of this periodic check of the 
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