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1 – The TLET Wa y 

 
Transforming Lives Educational Trust (TLET) is a family of academies. Every TLET policy is rooted in and reflects 

our ambitions for pupils, students and wider stakeholders alike. Our ambitions are to Nurture Potential, Inspire 

Community and Deliver Excelle nce. 
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2 – Definition of Terms 

 
2.1 First Aider , in the context of this policy, is defined as a member of academy staff designated to be 

responsible for First Aid, and in receipt of a current First Aid training qualification. 

2.2 Mental Health First Aider , in the context of this policy, is defined as a member of academy staff designated 

to be responsible for Mental Health First Aid, and in receipt of a current Mental Health First Aid training 

qualification. 

2.3 Paediatric First Aider , in the context o f this policy, is defined as a member of staff at an academy with Early 

Years Foundation Stage provision designated to be responsible for Paediatric First Aid, and in receipt of a 

current Paediatric First Aid training qualification. 

2.4 Appointed person , in the context of this policy, is defined as any other member of staff with a responsibility 

for First Aid, who may or may not be in receipt of a current First Aid training qualification. 

 

3 – Rationale and Statutory Requirements 

 
3.1 This policy is based on the Statutory Framework for the Early Years Foundation Stage (EYFS) , general advice 

from the Department for Education on first aid and health and safety in academies, and the following 

legislation: 

 

● Th e Health an d Safety (First Aid ) Regu lat ion s 1981, wh ich state that emp lo yers must provide adequate 

and appropriate equ ip ment and facilities to enable first aid to be administered to emp lo yees, and 

qualifie d fir st aid personne l; 

 

● Th e Managemen t of Health an d Safety at Work Regu lat ion s 1992, which require employers to make an 

assessment of the r isk to the health and safety of their employees; 

 

● The Management of Health and Safety at Work Regulations 1999, which require employers to carry out 

r isk assessm ents, make  arrangements  to  imp le ment  necessary  and  arrange  for  appropriate 

in format io n and t rain in g; 

 

● Th e Report in g of In juries, Diseases an d Dangerou s Occurrences Regu lat ion s 20 13 (RIDDOR), wh ich state 

that some accidents must be reported to the Health an d Safety Executive (HSE), and set out the 

t imeframe for this and how long records of such accidents must be kept; 

 

● The Social Secur ity (Claims and Paym ents) Regu lat ions 1979, which set out ru le s on the retention of 

accident records;  

 

● Th e Educat ion (Independen t Academy Standards) Regu lat ions 20 14, wh ich requ ir e that su it able space 

is provided to cater for the med ical and therapy needs of pup ils 
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4 – Scope 

 
This policy refers to… 

Parents/Carers ✔ Trustees 
 

Employees ✔ Volunteers ✔ 

Pupils/Students ✔ Visitors ✔ 

Governors 
 

Community 
 

 
4.1 Roles & Responsibilities 

 

4.1.1 The TLET Director of Operations (Do O) is responsible for: 

● producing, and annually reviewing, a Trust- wid e Fir st Aid Po licy t emp lat e for d ist r ibu t io n to the Trust ’s 

academies; 

 

● reviewing First Aid data from each academy as part of the termly Health and Safety meeting with 

academy representatives.  

4.2 First Aiders, Mental Health First Aiders and Paediatric First Aiders are t rained, qualified and responsible 

for: 

● ensuring there is an adequate supp ly of med ical materials in first aid kits, and rep le n ish ing the contents 

of these kit s; 

 

● ensuring that an ambulance or other professional m ed ical help is summoned when appropriate; 

 

● acting as fir st responders to any incidents, assessing the situation where there is an in ju red or ill person, 

and provid in g im med iat e and appropriate t reatment;  

 

● taking charge when someone is in jured or becomes ill; 

 

● sending pup ils and staff home to recover, where necessary; 

 

● filling in an accident report  on the same day, or as soon as is reasonably practicable, after an incident 

(see the template in Appendix 2 ). 

 

● fo llo win g gu id e lin es for administering m ed icat ion (see appendix 4) 

 

4.2.1 Fir st Aid ers, Mental Healt h Fir st Aid ers and Paed iat r ic Fir st Aid ers are list ed in Appendix 1 . The ir names will 

also be d isp laye d prominently around the relevant TLET site. 

4.3 The Governing Board  is responsible for: 

 

● all health and safety matters in the academy. However, the Governing Board delegates operational 

matters and day- to- day tasks to the academy Principal. 
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4.4 The Academy Principal is responsible for: 

 

● the im p le mentat  io n of this po licy, in clu d in g: 

 

o ensuring that an appropriate number of t rained fir st aid personnel  are present in the academy at 

all t im es; 

o ensuring that First Aiders, Mental Health First Aiders and Paed iat r ic First Aiders have an 

appropriate qualification, keep t raining up- to- date and remain competent to perform their role; 

o ensuring all staff are aware of first aid procedures; 

 

o ensuring appropriate r isk assessments are comp le ted and appropriate measures are put in p lace ; 

 

o undertaking, or ensuring that managers undertake, r isk assessments, as appropriate, and that 

appropriate measures are put in p lace ; 

o ensuring that adequate space is available for catering to the med ical needs of pup ils and staff; 

 

o reporting specified incidents to the Do O; 

 

o reporting specified incidents to the Health an d Safety Executive (HSE) when necessary (see  

paragraph 7 ). 

 

4.5 Academy and Central Services staff are responsible for:  

● ensuring they follow first aid procedures; 

 

● ensuring they know who the designated academy First Aid ers, Mental Healt h Fir st Aid ers and Paed iat r ic 

Fir st Aid ers are; 

 

● comp le t ing accident reports (see Appendix 2 ) for all incidents they attend to where a First Aider is not 

calle d; 

 

● informing the academy Principal or their manager of any specific health condit io ns or fir st aid needs. 

 

4.6 Visitors are responsible for:  

● informing staff at the TLET site which they are visit ing of any specific health cond it ions or first aid 

needs, where appropriate;  

● keep in g their medication on their person at all t im es during their visit . 

 

5 – Principles 

 
5.1 In add it ion to t raditional First Aid provision, the Trust ’s First Aid Policy recognises the importance of Mental 

Health First Aid and makes provision for t raining of staff in order for the Trust ’s academies to be able to 

offer Mental Health support to it s pup ils and staff. 

 

6 – Policy Statement 

 
6.1 The Trust ’s First Aid Policy is designed to: 

● ensure the healt h and safety of all staff, pup ils and visit ors at all TLET sit es at all t im es; 
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● ensure academy staff and Governing Boards are aware of the ir responsib ilit ie s with regards to healt h 

and safety at their academy site/ s; 

 

● ensure academy staff and Governing Boards are aware of their responsibilities with regards to health 

and safety when engaged in activit ies taking p lace offsite, such as, but not limited to, t r ips and sporting 

events. 

 

 

 

 

7 – Procedure 

 
7.1 On- site procedures 

 
7.1.1 In the event of an accident resulting in injury: 

 

● the closest member of staff present will assess the seriousness of the injury and seek the assistance of 

a qualified First Aider, Mental Health First Aider or Paediatric First Aider, if appropriate, who will provide 

the required first aid treatment; 

 

● the First Aider, Mental Health First Aider or Paediatric First Aider, if called, will assess the injury and 

decide if further assistance is needed from a colleague or the emergency services. They will remain on 

scene until help arrives; 

 

● the First Aider, Mental Health First Aider or Paediatric First Aider will also decide whether the injured 

person sho uld be moved or placed in a recovery position; 

 

● if the First Aider, Mental Health First Aider or Paediatric First Aider judges that the injured person is too 

unwell to remain on site, the injured person’s designated emergency contact will be contacted and 

asked to collect the injured person. Upon their arrival, the First Aider, Mental Health First Aider or 

Paediatric First Aider will recommend next steps to the designated emergency contact; 

 

● if emergency services are called, the First Aider, Mental Health Fir st Aider or Paediatric First Aider will 

contact the injured person’s designated emergency contact immediately; 

 

● the First Aider, Mental Health First Aider or Paediatric First Aider, if called, or the relevant member of 

staff if no First Aid assistance was s ought, will complete an accident report form on the same day or as 

soon as is reasonably practical after an incident resulting in an injury 

7.2 Off - site procedures 

 
7.2.1 When taking pupils off the academy premises, staff will ensure they always have the following: 

 

● an academy mobile phone; 

 

● a portable First Aid kit ; 

 

● information about the specific medical needs of pupils and staff; 

 

● contact details for pupils’ and staff’s designated emergency contacts. 
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7.2.2 Risk assessments will be completed by the member of staff responsible for organising the trip  prior to any 

educational visit that necessitates taking pupils off academy premises. 

7.2.3 There will always be at least one First Aider on academy trips and visits. 

 

8 – First Aid Equipment 

 
8.1 First Aid kits are stored in: 

 

● the academy’s designated med ical cupboard; 

 

● reception;  

 

● the academy hall; 

 

● all classrooms or year group cupboard;  

 

● the academy library; 

 

● onsite sport in g facilit ie s; 

 

● the academy kit chens; 

 

9 – Recording and Reporting 

 
9.1 Academy First Aid and acci dent records 

 
9.1.1 An accid ent form will be comp le ted by the Fir st Aider, Mental Healt h Fir st Aid er or Paed iat r ic Fir st Aider/ 

relevant m em ber of staff on the same day or as soon as possible after an incident resu lt ing in an in ju ry. 

9.1.2 As much detail as possible shou ld be supp lie d when reporting an accident, includ in g all of the information 

included in the accident form in Appendix 2 . 

9.1.3 Records held in the First Aid and accident book will be retained by the academy for a minimum of 3 years, 

in accordance wit h regu lat io n 25 of The Social Secur ity (Claim s and Payments) Regu lat ions 1979, and then 

securely disposed of. 

9.1.4 Major in cid ents will be kept in in d ivid ual pup il files and fall under pup il file recommended  retention periods. 

 

9.2 Reporting to the DoO 

 
9.2.1 As part of the termly Health and Safety m eeting with representatives of the academy, First Aid data will be 

reported to the Trust ’s DoO. 

9.2.2 Add it io nal reports will be subm it ted to the Do O if it is necessary for the academy to subm it a RIDDOR report 

to the HSE (see paragraph 7.3) . 

9.3 Reporting to the HSE 

 
9.3.1 The Principal will keep a record of any accident which resu lt s in a reportable in ju ry, d ise ase, or dangerous 

occurrence as defined in regu lat ions 4, 5, 6 and 7 of Th e Report in g of In juries, Diseases an d Dangerous  

Occurrences Regu lat ion s 20 13 (RIDDOR). 

9.3.2 Reportable in ju ries, diseases or dangerous occurrences include, but are not limited to: 
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● death;  

 

● specified in ju ries, which are: 

 

o fractures, other than to fingers, thumbs and toes; 

 

o amputations; 

 

o any in ju ry likely to lead to permanent  loss of sight or reduction in sight; 

 

o any crush in ju ry to the head or torso causing damage to the brain or internal organs; 

 

o serious burns (including scald in g); 

 

o any scalping requ ir ing hosp it al t reatment;  

 

o any loss of consciousness caused by head in ju ry or asphyxia; 

 

o any other in ju ry arising from working in an enclosed space which leads to hypothermia or heat- 

induced illness, or requ ir es resuscitation or admittance to hospital for more than 24 hours;  

 

● in ju ries where an emp lo yee is away from work or unable to perform their normal work duties for more 

than 7 consecutive days (not including the day of the incident); 

 

● where an accident leads to someone being taken to hosp it al; 

 

● near- m iss events that do not resu lt in an in ju ry, but cou ld have done. Examp le s of near- miss events 

relevant to academies include, but are not lim it ed to: 

o the co llap se or failu re of lo ad- bearing parts of lift s and lift ing equ ip m ent; 

 

o the accid ental re le ase of a bio lo gical agent like ly to cause severe human illn ess; 

 

o the accidental release or escape of any substance that may cause a serious in ju ry or damage to 

health;  

o an e le ctr ical short c ir cuit or over lo ad causin g a fir e or exp lo sio n. 

 

9.3.3 The Principal will report these to the HSE as soon as is reasonably practicable and in any event within 10 

days of the incident. 

9.3.4 HSE guidance on I ncident Reporting in Schools (Accidents, Diseases and Dangerous Occurrences) can be 

found here . 

9.3.5 HSE guidance on how to make a RIDDOR report is available here . 

 
9.4 Reporting to Ofsted 

 
9.4.1 The Principal will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil while in the 

academy’s care. This will happen as soon as is reasonably practicable, and no later than 14 days after the 

incident. 

9.5 Reporting to child protection agencies 
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9.5.1 The Principal will also notify the Vice Principal – Designated Safeguarding Lead of any serious accident or 

injury to, or the death of, a pupil while in the academy’s care. 

 

10 – Training 

 
10.1 First Aid training and Mental Health First Aid training is available to all academy and Central Services staff 

who wish to undertake said training. 

10.2 Paediatric First Aid training is available to all staff at TLET’s EYFS academies who wish to undertake said 

training. 

10.3 At least one staff member at TLET’s EYFS academies must have a current Paediatric First Aid certificate 

which meets the requirements set out in the Statutory Framework for the Early Years Foundation Stage  

(EYFS)at all times. 

10.4 Paediatric First Aid training must be renewed at least every three years in order to meet the requirements 

set out in the Statutory Framework for the Early Years Foundation Stage (EYFS) . The individual academy can 

specify more frequent renewal at its discretion. 

10.5 All designated First A iders, Mental Health First Aiders, and Paediatric First Aiders must have completed a 

training course, and must hold a valid certificate of competence to show this. 

10.6 All training will be organised at academy level. 

 
10.7 The academy will keep a register of all trained First Aiders, Mental Health First Aiders, and Paediatric First 

Aiders, what training they have received and when this training will need to be renewed (see Appendix 3 ). 

10.8 Staff are encouraged to renew their First Aid Training when it is no longer valid. 

 

11– Monitoring 

 
11.1 It is the responsibility of the Trust Board and those to whom it delegates the authority, to ensure that the 

principles and procedures of this policy are adhered to. The use of this policy will be subject to routine 

monitoring to ensure its fidelity in practice. The evidence gathered from monitoring shall inform any reviews 

and future revisions to the policy, which will be carried out at regular intervals and no later than as stated on 

Page 2 of this policy. 

 

12 – Related Documents 

Statutory Framework for the Early Years Foundation Stage (EYFS)  

The Health and Safety (First Aid) Regulations 1981  

The Management of Health and Safety at Work Regulations 1992  

The Management of Health and Safety at Work Regulations 1999  

The Social Security (Claims and Payments) Regulati ons 1979 

The Education (Independent Academy Standards) Regulations 2014  

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)  

Incident Reporting in Schools (Accidents, Diseases and Dangerous Occurrences (HSE)   

How to make a RIDDOR Report (HSE) 
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Appendix 1 – List of Appointed Persons and trained First Aiders 

 

 
Staff Member Name 

 
Role 

 
Contact Details 

Tracey Gaskin Receptionist and Admin infantoffice@henryhinde.tlet.org.uk 

Paula Cutts HLTA cuttsp@henryhinde.tlet.org.uk 

Karen Caldwell LSA caldwellk@henryhinde.tlet.org.uk 

Claire Marriott LSA marriottc@henryhinde.tlet.org.uk 

Sandra Evans LSA evanss@henryhinde.tlet.org.uk 

Zahia Milsom HLTA milsomz@henryhinde.tlet.org.uk 

Rose Swaden Class Teacher swadenr@henryhinde.tlet.org.uk 

Michelle Stonell Senior Midday Supervisor Stonellm@henryhinde.tlet.org.uk 

Rachael Kite HLTA kiter@henryhinde.tlet.org.uk 

Jackie Parker TA parkerj@henryhinde.tlet.org.uk 

Annabelle Brees TA breesa@henryhinde.tlet.org.uk 

Savanna Williams TA williamss@henryhinde.tlet.org.uk 

Fiona Allinson TA allinsonf@henryhinde.tlet.org.uk 

Becky O'Neill (MHFA) Vice Principal oneillb@henryhinde.tlet.org.uk 

Rachel Howard 

(MHFA) 
SENDCO sendco@henryhinde.tlet.org.uk 

Rose Swaden (MHFA) Teacher swadenr@henryhinde.tlet.org.uk 

Mary Nevin (MHFA) Teacher nevinm@henryhyinde.tlet.org.uk 
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Appendix 2 – Accident Report Form 

 
 
 

 
Appendix 3 – First Aid Training Log 

 

 
Name/type of 

training 

 

 
Staff who attended 

 

 
Date attended 

Date for training 

to be 

updated 

(where 

applicable) 

Paediatric First Aid    GS Tracey Gaskin Dec 2024 Dec 2027 

Paediatric First Aid    Both Paula Cutts Sept 2024 Sept 2027 

Paediatric First Aid     GS Claire Marriott Nov 2023 Nov 2026 
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Paediatric First Aid       Both Zahia Milsom Feb 2024 Feb 2027 

Paediatric First Aid CWS 

With Forest School 

element  

 
Rose Swaden 

 
March 2024 

 
March 2027 

Paediatric First Ai        GS Michelle Stonell Dec 2024 Dec 2027 

Paediatric First Aid      Both Rachael Kite Jan 2023 Jan 2026 

Paediatric First Aid     CWS Jackie Parker Jan 2024 Jan 2027 

Paediatric First Aid     CWS Annabelle Brees Jan 2024 Jan 2027 

Paediatric First Aid      CWS Savanna Williams Dec 2024 Dec 2027 

Paediatric First Aid     CWS Fiona Allinson Dec 2024 Dec 2027 

Paediatric First Aid        GS Heidi Clarke Jan 2025 Jan 2028 

Paediatric First Aid        GS Holly Newman Jan 2025 Jan 2028 

Paediatric First Aid         GS 
Samantha Oliver May 2025 May 2028 

Paediatric First Aid       CWS 
Agata Roberts July 2025 July 2028 

Paediatric First Aid       CWS 
Anitta Thevananth July 2025 July 2028 

Mental Health First Aid 
 
Becky O'Neill 

 
Oct 2024 

 
Oct 2027 

Mental Health First Aid 
 
Rachel Howard 

 
Oct 2024 

Oct 2027 

Mental Health First Aid 
 
Rose Swaden 

 
Oct 2024 

Oct 2027 

Mental Health First Aid 
 
Mary Nevin 

 
Feb 2023 

 
Feb 2026 

    

 

 
The following staff will be undertaking First Aid at Work training shortly: 

 

 
Appendix 4 - Procedure for Administering Medication 
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Procedure for Administering Medication 
 

Primary Schools 
 

● On ly medication prescribed by a doctor/  detailed in a health care p lan is to be administered.  

 

● The parent/ guard ian will sign a form in the office to consent to med icat ion being adm in ist ered. 

 

● No ch ild under 18 will be given med icat ion without their parent/ guard ian's written consent. 

 

● We will on ly accept prescr ibe d med icat io n that is in - date, labelled, provided in the original container,  and 

includes instructions for administration, dosage and storage instructions.  The exception to th is is insu lin , 

wh ich must st ill be in date but will generally be available to schools inside an insu lin pen or a pump.  

● Med icat io n will be lo cked away in a non portable med ical cupboard/ fr id ge and labe lle d - on ly named staff 

shou ld have access. Medication shou ld be easily accessible in an emergency. A record will be kept of any 

doses used and the amount of drug held.  

● Med ic ines like asthma inhalers, glucometers and adrenaline pens shou ld be always readily available and 

not locked away. 

● Schools will keep a record of all med icin es administered, stating what, how and how much was 

administered, when and by whom. 

● When no longer requ ir ed, med ic ines shou ld be returned to the parent to arrange for safe d ispo sal. Sharps 

boxes shou ld always be used for the d ispo sal of need le s and other sharps. 

Secondary Schools: 

 

● A form must be comp le t ed and signed by parents/ guard ians before the administration of prescribed 

med icat ion by a doctor/ detailed in a health care p lan, or over the counter  medication e .g. 

paracetamol/ ibuprofen. 

● No ch ild under 18 will be given med icat ion without their parent/ guard ian's written consent. 

 

● We will on ly accept prescr ibe d med icat io n that is in - date, labelled, provided in the original container, and 

in clude instructions for administration, dosage and storage instructions. The exception to th is is insu lin, 

wh ich must st ill be in date but generally be available to schools inside an insu lin pen or a pump.  

● Med icat ion includ in g pain relief (non prescribed) will not be administered without first checking maximum 

dosages, and when the previous dosage was taken. Parents must be informed. 

● Med icat io n will be lo cked away in a non portable med ical cupboard/ fr id ge and labe lle d - on ly named staff 

shou ld have access. Medication should be easily accessible in an emergency. A record will be kept of any 

doses used and the amount of the drug held.  

● Students should know where their medicines are and be able to access them immediately.  Where relevant 

they shou ld know who holds the key to the storage facility. 
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● Med ic in es like asthma inhale rs, glu cometers and adrenalin e pens shou ld be always read ily available and 

not locked away. 

● Schools will keep a record of all med icin es administered, stating what, how and how much was 

adm in ist ered, when and by whom. 

● Where students  adm in ister their own medication this shou ld be reflected within their healthcare p lan s. 

 

● When no longer requ ir ed, med icine s shou ld be returned to the parent to arrange for safe d isposal of 

need le s and other sharps. 
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