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First Aid

POLICY ON FIRST AID IN SCHOOL

Minor incidents

The qualified first aider is Mrs Ogborne.  She attends training once every three years.

All staff, both teaching and non-teaching are responsible for dealing with minor incidents requiring first aid.

During lesson time, first aid is administered by the class teacher or classroom assistant. 

At lunchtimes minor first aid is administered by one of the supervisors.

If an accident occurs in the playground and first aid is required, one of the members of staff on duty must send the child to the staff room where the first aider will examine the child. 

If there is any concern about the first aid which should be administered at any time, then the qualified first aider must be consulted.

Safety/HIV Protection
Staff must wear disposable gloves when treating any accidents/incidents which involve body fluids. All waste (wipes, pads, paper towels etc.) is placed in a disposable bag and fastened securely. Any children's clothes should be placed in a plastic bag and fastened securely ready to take home.

Recording Accidents
If the First Aider has treated a child, a note is made using the School Accident Report Record (Kept in School Office), (See Appendix 1).  If the accident was other than a non-injury or first aid only accident or if it was an act of violence towards a member of staff, an Accident Report Form AR1 must also be completed.  (See Appendix 2).

First Aid Boxes
The first aid boxes are located in the Staff Room and outdoor shed and Mrs Hall keeps a First Aid Box in her classroom for Outdoor Play.  Mrs Ogborne is responsible for checking the contents of the First Aid Box and for placing orders to replenish stock. All staff are responsible for notifying Mrs Ogborne if supplies in any boxes are running low.

First aid boxes will contain (as a minimum) scissors, bandages, sterile individual wipes, sterile gauze, sterile water, plasters and disposable gloves.  
The guidelines as issued by the Department of Education are displayed in the Staff Room and are followed with regard to infectious diseases.  Staff who suspect a pupil of their class to be a carrier of an infectious disease should discuss the matter with the Principal. 

First Aid Training

Mrs Ogborne and Ms Walker are all trained members of the First Aid team.

First aid courses when available are advertised and all staff welcome to attend.  

Allergies/Long Term Illness

A record is kept in the Staff Room and the School Office of any child’s allergy to any form of medication (if notified by the parent) any long term illness i.e. asthma, and details on any child whose health might give cause for concern.

Accidents

Accidents fall into four categories:

· Fatal

· Major injury

· To employees resulting in more than three consecutive days of absence

· Other accidents

Fatal or serious injury

One member of staff dials 999 and requests ambulance support. This member of staff must be prepared to tell exact location and nature of the illness or accident.  Another member of staff remains with the injured person. An adult must remain with the injured person at all times if possible. If the accident involves a child, the parent must be contacted.  If the accident involves a member of staff, the next of kin must be contacted.

Emergency Procedures Guidelines are located in staff room and in each teacher’s role book. (See Appendix 3).

Accidents in the first two categories should be reported immediately to the EA using the AR1 form and staff there will advise on procedure.

Education Authority (NE Region) County Hall Ballymena (Legal Department) Tel: 028 256 53333

Other accidents

These are the accidents which more commonly occur in school. 

Procedure to follow:

· Minor cuts and grazes are treated appropriately;

· For a more serious accident i.e. bump on the head, a fall causing swelling of a body part, the relevant section in the Accident Book needs to be completed


· If a child has a bump on the head or there is a concern over the injury, a parent must be contacted

· If a child is taken to hospital as a result of an accident in school, the relevant Accident Form (AR1) and other documentation must be copied and sent to Education Authority (NE Region).

Reporting School Accidents
Certain accidents arising out of or in connection with work are reportable to the Health and Safety Executive under the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985. The following gives practical advice to schools on compliance with this duty.

It is not a complete statement of the duty.

When informed, the Education Authority will see to the notification of all relevant bodies.

Employee Accidents
(This applies to all Education employees and self-employed persons on school premises)

Any accident to an employee resulting in a fatal or major injury must be reported to the Education Authority (NE Region) immediately by telephone. The details must be confirmed on the appropriate Form within 7 days.

If the accident does not result in a fatal or major injury, but the employee is incapacitated from their normal work for more than three days (excluding the day of the accident) there is no need to telephone, but a form must be completed and sent to the Education Authority (NE Region) within seven days of the accident.

Pupil Accidents
Fatal and major injuries to pupils on school premises during school hours must be reported in the same way as those to employees. However, injuries during play activities in playgrounds arising from collisions, slips and falls are not reportable unless they are attributable to:

· The condition of the premises (for example, potholes, ice, damaged or worn steps etc.)

· Plant or equipment on the school premises 

· The lack of proper supervisio

Fatal and major injuries to pupils occurring on school trips or controlled activities off the school site (such as field trips, sporting events or holidays in the UK) must be reported to the Education Authority (NE Region)

Useful Telephone numbers:

Rasharkin Health Centre – 028 295 71203

Ballymoney Health Centre – 028 276 60300

Coleraine Hospital Emergency Department – 028 703 27032

(See also FIRST AID POLICY)

Administering Medication

See separate Policy.

Application of Sun Cream

Staff do not apply sun cream on pupils.  During hot weather, parents are reminded that it is their responsibility to apply sun cream before the children come to school or before a trip.  Parents are also reminded to send sun hats to school in hot weather.

Critical Incident

We have procedures in place in the event of an emergency or critical incident in school. (See Critical Incident Policy).

Risk Assessments

A risk assessment will be carried out before any school event or trip.  There are generic risk assessments in place for: Bus Travel, Playground, Traffic Management, Dining Hall, Events, Farm Visits, Snow and Ice, Outdoor Play, Swimming, Educational Visits, Breakfast Club and Fire.  (See Risk Assessments File for all current Risk Assessments)

PTA Events

All relevant Risk Assessments must be shared with PTA prior to all PTA events.  All children must be supervised by their own parents/carers at PTA events.  At least one teacher must be in attendance at PTA events.

Supervision of Pupils

· Morning Arrival

The School Bells rings at 8.45am.  Teachers are expected to be in their classroom from 8.45 a.m.  Children on the School Bus arrive at School at approximately 8.10am, these children are supervised in Breakfast club.  Breakfast Club commences at 8am and is supervised by Mrs Shannon in the P2/P3 classroom.  

· Break-time Supervision 

Break-time is from 10.15a.m. – 10.45 a.m. Classroom Assistants perform break-time duty.  One adult must ascertain there are no dangers in the playground area .ie. broken glass before the children go outside.  No child must go outside before at least one of the adults on duty.  The first supervisory adult outside should close playground gate. The adults on duty must maintain contact with the pupils throughout their period of duty, keeping all children within vision, where reasonably possible. The adults on duty are also responsible for pupils lining up after break-time and ensuring all pupils return safely to their class.  One-one Classroom Assistants are responsible for their own pupil.
Staff on duty are solely responsible for the safety of the children and will be held accountable in cases of negligence of their duty. 

· Lunchtime Supervision 

At lunchtime, the lunch-time supervisors ensure the safety and wellbeing of the children.  Children eating dinner do so in Mrs Crawford’s classroom where one supervisor ensures order, further Classroom Assistants are responsible for looking after children on a one-one basis. P1 – 3 children eat in their lunch in Mrs. Hall’s Classroom where they are supervised by Mrs. Ogborne, P4&5 children eat their lunch in Mrs. Young’s classroom where they are supervised by Mrs Walker and P6-P7 children eat their lunch in Mr Bellew’s Classroom where they are supervised by Mrs Jamieson.

All children remain until they are finished their lunch or dinner. No child is allowed to leave the hall or classroom to the playground until a supervisor goes with them.  When the bell rings at 1.00p.m., the supervisors line up all pupils and bring them into class.  Only at this time are the supervisors free to go.

Parents wishing pupils to remain indoors due to casual ailments must provide a note to cover a stipulated period e.g. 1,2 days etc.  These children will remain in the reception area, where they are in view of the adults on duty.  A selection of games, books and activities are available to these children.

· Wet/Cold Break and Lunchtimes
On very cold, windy or wet break and lunchtimes, children will remain indoors. Foundation Stage and Key Stage One children will watch a DVD or participate in Table Top Play in the Foundation Stage and Key Stage One Classrooms.  Key Stage Two children have a selection of ‘Rainy Day Games’ to play with or DVD in their classroom.

Clubs

Little Reagh’s takes place on Tuesday- Thursday of each week from 2:00pm-2:45pm and is supervised by Mrs. Ogborne in Mrs. Hall’s Classroom. 

All other after-school’s clubs are supervised by teachers, including those from outside agencies. 

Safety at Play

Those on duty at break and lunch times are asked to note the following points.

P7 Buddies will monitor the Playground Activities on offer.

A Timetable of Playground Games is on display in the School Bicycle Shed.

The Equipment area should be sectioned off using cones.

Football should only be played in the top half of the playground.

Children may only play on the grass areas when authorised to do so by the Principal as these areas are wet and muddy for the greater part of the school year.

The School Gates must be kept closed during the duration of the school day. 

The playground gate should be kept shut.

Children should not run while eating.

Rough play, pulling, dragging, chaining, etc. is not allowed and will be dealt with by those on duty.  Serious occurrences must be reported to the Principal who will follow the guidelines in the Positive Behaviour Policy.

During Play Based Learning, if the water tray is being used, the wet floor sign must be set up.  All toys must be cleared away from the floor space

Minor Injuries at Break or Lunch Time

Staff on duty will treat minor injuries but if a more serious injury is suspected the school First Aider, Mrs Hall should be informed.

Parents will be informed of any significant bumps e.g. bump to the head, badly cut knee etc. by being given a copy of the Accident Report Record filled out at the time of the incident.  

Safety in the Classroom

It is the responsibility of each class teacher to ensure the safety of their pupils during lessons. If a member of staff sees a potential hazard in the classroom, it must be reported immediately to the Principal.  Staff will train pupils in appropriate behaviour and techniques for using potentially hazardous equipment e.g. scissors, saws, etc.  At the beginning of each school year, each staff member will draw up their own classroom rules, in consultation with the pupils and remind pupils of these at the beginning of each term.  These will be displayed for all pupils to see. 

 Safety for PE
For any physical activity i.e. PE and Outdoor Play, children may change into appropriate clothing for both outside and inside activities. 

Swimming 

Swimming takes place for Key Stage 2 children on a Wednesday. Children are accompanied by one teacher and at least one Classroom Assistant.  Any children with a physical or behavioural need will be accompanied by their one-one assistant. Children are taught by a fully qualified instructor, trained by the Joey Dunlop Centre.  A child over the age of 8 is permitted to change in the changing rooms at the Joey Dunlop Leisure Centre.  A male member of staff from the Leisure Centre is permitted to enter the male changing rooms if required.  

Dismissal of Children at Home Time

Each member of staff will bring their class in an orderly fashion to line up at the top of the path at the front of the school. Parents, grandparents, child minders etc. must collect the child / children from the front of school. A member of staff will dismiss the children one by one.  Once a child has been dismissed into the care of the person collecting him/her, he/she becomes their responsibility. Parents must inform the school if someone different will collect their child.  Reception children will be dismissed from the side door at 12 noon. Children wishing to walk or cycle home must provide the school with written consent from their legal guardian.

Smoking Policy

It is the policy of the Governing Body that our school is a non-smoking school.  Smoking is not permitted in any area of the school by staff, parents or visitors to the school.

Car Parking

Car Parking is a concern at Carrowreagh Primary School and while we acknowledge that the road in front of the school is busy and car parking is restricted, we must ask those collecting children by car, at any time of the day, to strictly observe the markings at the main gate of the school.  Parents should not bring vehicles into the school grounds and should only do so under exceptional circumstances. 

Emergency Procedure

A practice evacuation of the building will be conducted termly. 

Evacuation Procedure

As soon as the fire alarm sounds (continuous bell) all children and adults must stop what they are doing and walk out of the building through the nearest exit to the assembly point (Nature Garden).

 Mrs Crawford (whose classroom is situated closest to the toilets) must check the toilets on leaving the building.  Mrs Hall will check the kitchen.  Mrs Young will check the staff toilet and the cloakroom area.  Mrs Morrison will check the staffroom, principal’s office and reception area.  On no account is anyone allowed to delay the evacuation by collecting any personal belongings.  If the normal exit is blocked for any reason, then the nearest available exit should be used.

Staff Responsibilities 

The register must be brought from each class. All teachers must check that all the children are present, then report to the Principal. Nobody is to go back into the building. If a child is missing, this information must be reported to the Principal.

Each class may go in only when the all clear is given.   All children must walk in and out of school in a sensible manner.

Fire and Bomb Alerts 

In the event of a fire or bomb alert the Principal or person designated must:

· Ring the fire alarm to activate the evacuation of the premises of all adults and children - (see fire drill procedure – Appendix 4);

· Phone 999 for the Fire Brigade and Police;

· Check that the evacuation procedure has been followed (a copy of this is displayed in the Classroom and in teacher’s role books;

· Remain in the Nature Garden;

· Principal to meet the fire brigade/police and direct them to the incident;

· All children and adults must remain outside; and

· Only when the all clear has been given will children and adults be able to re-enter the building.

Lunchtime Fire Procedure

· On hearing the fire bell, the Supervisors on duty in the playground will gather all children together away from the building and ensure no child re-enters the building.

· Staff members will assist with the evacuation of children inside the building 

(See Fire Policy).

