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Ethos statement
Glenwood Primary School is a nurturing and enriching environment where we foster a culture of kindness, empathy and mutual respect.  Together we build a safe and caring school where everyone belongs and thrives.
Vision 
At Glenwood Primary School we are dedicated to fostering an empathetic and inclusive atmosphere where every student is valued, inspired, and challenged to achieve their fullest potential.
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[bookmark: _Hlk198121443]We help live our ethos and vision through the Glenwood Way
Move Calmly - Speak Nicely - Listen Carefully - Act Kindly - Do Your Best
Glenwood WISDOM qualities
[bookmark: _Hlk198121502]TEAMWORK
         RESILIENCE
       RESPECT
      KINDNESS
 CURIOSITY
                COMMITMENT


Policy Statement: 
The Governors and Principal of Glenwood Primary School accept their responsibility under the Health & Safety (First Aid) regulations (Northern Ireland) 1982 and acknowledge the importance of providing First Aid for employees, children and visitors within the school. 
The staff of Glenwood Primary School recognizes their statutory duty to comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (Northern Ireland) 1997 and agree to abide by the EA Procedure for reporting accidents. 
This policy outlines Glenwood Primary School’s responsibility to 
· provide adequate and appropriate first aid to pupils, staff, parents and visitors and the procedures in place that meet that responsibility. 
· deliver quality first aid provision with clear and agreed systems to ensure that all are given the same care and understanding within our school and when on educational trips and visits.


Introduction
‘First Aid is the initial assistance or treatment given to someone who is injured or suddenly taken ill‘ (The Joint First Aid Manual 8th Edition).  Staff administering First Aid should seek to assess the situation, protect themselves and the casualty from further danger, deal with any life threatening condition and where necessary obtain medical assistance or refer the casualty to hospital as quickly as possible.

Statement of First Aid Provision: 
The School’s arrangements for providing First Aid will:-
· Place a duty on the Principal and Board of Governors to approve, implement and review the First Aid policy;
· Place individual duties on all employees;
· Report and record accidents using relevant form to the Education Authority;
· Record all occasions when First Aid is administered to employees, pupils and visitors.
· Provide equipment and materials to provide First Aid treatment;
· Make arrangements with the Education Authority to provide First Aid training to employees, maintain records of training and review annually;
· Establish a procedure for managing accidents in school which require First Aid treatment;
· Provide information to employees on the arrangements for First Aid;
· Undertake a risk assessment of the First Aid requirements of the School and review on a regular basis;
· Use the information from the risk assessment of First Aid to determine the number and level of trained staff and also any additional requirements (eg specialised training for children with particular medical needs);
· Notify parent/guardian that first aid treatment was given to the child.


The School has a separate policy for ‘critical incidents’.

Arrangements for First Aid:
Medical Information is available in the school office and via SIMs. Data capture forms provide contact information and emergency instructions for children with medical needs e.g. anaphylaxis, asthma, diabetes. 
All staff should take precautions to avoid infection and must follow basic hygiene procedures. Single-use disposable gloves must be worn when treatment involves blood or other bodily fluids. Care should be taken when disposing of dressings or equipment.

The School will provide materials, equipment and facilities to administer First Aid. There are also mobile First Aid Kits, which can be taken on school trips. 

The location of the First Aid Kits in the School are:-

Main School Office		Room 4


A standard First Aid Kit will contain the following items: 

· Individually wrapped sterile adhesive dressings assorted sizes
· Triangular bandages
· Sterile eye pads
· Sterile gauze swabs
· Sterile individual eye wash/fluid pack
· Safety pins
· Medium wound dressings
· Large wound dressings
· Extra large wound dressings
· Assorted fabric and plaster/ finger plasters
· Disposable gloves
Epi-pens and inhalers are kept at the school office which is central to all locations in school and easily accessed in seconds. 
The contents of the Kits will be checked on a regular basis by Office staff.


The School First Aiders are:   		Miss Heaney

All staff attend refresher courses in a 3 year cycle. This includes defibrillator training. All CAs have emergency First Aid Certificate/ Training revised every 3 years. 
	
All staff are aware of Kit locations. Any member of staff accessing first aid supplies should report low levels of stock to the Lead First Aiders and office staff. 
Information on First Aid Arrangements

The Principal will inform all employees at the school of the following:-

· The arrangements for recording and reporting of accidents;
· The arrangements for First Aid;
· Those employees who are qualified First Aiders;
· The location of the First Aid Kits.
In addition the Principal will ensure that signs are displayed throughout the School providing the following information:-
· The names of employees with First Aid qualifications;
· Their room number or extension number;
· Location of the First Aid Box.
All members of staff will be made aware of the School’s First Aid policy.  No member of staff should attempt to give First Aid unless they have been trained.

Accident and Minor injury Reporting
All minor accidents or injuries that have required first aid treatment to be administered should be recorded on the Accident log (located on staffroom notice board) 
· The class incident log book is used to record any injuries sustained and a signed copy is sent home with the pupil.
· An accident record is completed for any injuries that are more serious (located in the office) 
· EA Online Portal - completed for major injuries, which is then submitted to the Education Authority 
· A copy of the forms are retained by the school. 
· The accident report form should, where possible, be completed immediately after treatment being administered or at the earliest possible convenient time thereafter 
· The child’s teacher should be informed of all accidents and injuries 
· Parents/ carers will be informed of accidents/injuries 
· If the injury requires a dressing/ sterilized then it must be assessed by a designated First Aider.
All injuries and action taken must be logged in the class Incident Book or the Incident log book located in the main school office.
 Details must include- 	Pupil Name/ Class
Date &	Location of incident
				Nature of incident and action taken
How Parents have been informed
	* All logged incidents must be signed by the witnessing/ assisting staff member.


Accidents involving bumps to a Pupil’s head   
The consequence of an injury from an accident involving a bump or blow to a pupil’s head is not always evident immediately and the effects may only become noticeable after a period of time.

Parents/ carers will be informed of all knocks or bumps to a pupil’s head regardless of whether emergency treatment is required. This should be done via telephone and/ or as soon as treatment has been given (if needed). The incident will be recorded in the class ‘Concussion’ booklet and a signed slip sent home with the child. It will also be recorded in the office log book and parents may also be contacted on Seesaw and/ or Dojo. In the event the school are unable to contact the parent/ guardian, a ‘Concussion Awareness/ Incident’ form will be sent home outlining the incident.

The Principal will determine the appropriate action to be taken in each case.  Where the injury requires urgent medical attention an ambulance will be called and the pupil’s parent or guardian will be notified.  If hospital treatment is required, then the pupil’s parent/guardian will be called for them to take over responsibility. If no contact can be made with parent/guardian or other designated emergency contacts then the Principal may decide to transport the pupil to the hospital.

Where the Principal makes arrangements for transporting a child then the following points will be adhered to:-
· Only staff cars insured to cover such transportation will be used;
· No individual member of staff will be alone with the pupil in a vehicle;
· A second member of staff will be present to provide supervision of the injured pupil.


Staff Procedure for Dealing with Head Injuries

· Head injuries to pupils must always be reported directly to parents on the day in which the incidents occur.
· Teachers should contact the parent or a notified contact person using the list of phone numbers provided through SIMS or enlisting help from the main school office.
· If a teacher has failed to speak directly with a parent/ contact person via the phone, the Incident form/ Concussion form and/ or a letter must be sent home with the child that day. If a parent/ guardian collects the child at the end of the school day, staff must ensure that they inform them directly of the incident.
· Any child who has experienced a significant/ concerning head injury is not allowed to play for the remainder of the school day and should sent to the office with a friend. Parents will be informed and option to collect or remain in school given.
· Teachers should use their discretion when deciding any other injuries which should be reported to parents/ guardians- naturally it is better to error on the side of caution.
Statement for the Administration of Medication in School: 
This policy is in line with the guidance detailed in the Supporting Pupils with Medication Needs (2008) document published by the Department of Education N.I and the Department of Health, Social Services and Public Safety. 
The Board of Governors and staff of Glenwood Primary School wish to ensure that pupils with medication needs receive appropriate care and support at school. The Principal will accept responsibility in principle for members of school staff giving or supervising pupils taking prescribed medication during the school day where those members of staff have volunteered to do so. Staff may volunteer to administer medication to a pupil, however they cannot be directed to do so. There is no legal duty that requires school staff to administer medication: this is a voluntary role. The administration of medication to children remains the responsibility of the parent/carer with parental responsibility. Parents/carers should keep their children at home if acutely unwell or infectious. Parents/carers are responsible for providing the Principal with comprehensive information regarding the pupil’s condition and medication. Prescribed medication will not be accepted in school without complete written and signed instructions from the parent/carers. Only reasonable quantities of medication should be supplied to the school (for example, a maximum of 4 weeks supply at any one time). Where the pupil travels on school transport with an escort, parents/carers should ensure the escort has written instructions relating to any medication sent with the pupil including medication for during respite care. Each item of medication must be delivered to the Principal or Appointed Person, in normal circumstances by the parent/carer, in a secure and labelled container as originally dispensed. 
Each item of medication must be clearly labelled with the following information: (see Appendix 1)
 Pupil’s name 
 Name of medication 
 Dosage 
 Frequency of administration 
 Date of dispensing 
 Storage requirements (if important) 
 Expiry date 
The school will not accept items of medication in unlabelled containers. Unless otherwise indicated, all medication to be administered in school will be kept in an appropriately secure location. The school will keep records which they will have available for parents/carers. If children refuse to take medicines, staff will not force them to do so and will inform the parents/carers of the refusal as a matter of urgency on the same day. If a refusal to take medicines results in an emergency, the school’s emergency procedures will be followed. It is the responsibility of parents/carers to notify the school in writing if the pupil’s need for medication has ceased. It is the parent/carers responsibility to renew the medication when supplies are running low and to ensure that the medication supplied is within its expiry date. The school will not make changes to dosages unless instructed to do so by parents/carers in writing. School staff will not dispose of medicines. Medicines which are in use and in date should be collected by the parent/carer at the end of each term. Date expired medicines or those no longer required for treatment will be returned immediately to the parent or carer for transfer to a community pharmacist for safe disposal. For each pupil with long term or complex medication needs, the Principal will ensure that a medication plan and protocol is drawn up in conjunction with the appropriate health professionals. Where it is appropriate to do so, pupils will be encouraged to administer their own medication under staff supervision. Staff who volunteer to assist in the administration of medication will receive appropriate training / guidance (if required) through arrangements made with the Social Health Service. The school will make every effort to continue the administration of medication to a pupil whilst on trips away from the school premises, even if additional arrangements might be required. However, there may be occasions when it may not be possible to include a pupil on a school trip if appropriate supervision cannot be guaranteed. All staff will be made aware of the procedures to be followed in the event of an emergency. 
All staff trained in the use of EpiPens/ Inhalers 

An ‘Individual Healthcare Plan & Administering Medication’ proforma is available from the SENco/ school office – See Appendix 1

Linked to following Policies: 
· Critical Incident Policy
· Safe Guarding Policy
· Intimate Care Policy
· SEN & Inclusion Policy

[image: ]                        Individual Healthcare PlanAppendix 1

	Child’s Information:

	Child’s name: 

	DOB: 

	Child’s Class:                                                         

	Teacher: 

	Child’s Address:


	Medical Diagnosis & Condition:



	Date: 
	Review Date: 



	Family Contact Information:

	Name: 


Relationship to child: 

	Telephone No:
(Work):
(Home):
(Mobile): 

	Clinic/ Hospital contact Information:
	GP contact Information:

	Name:

Phone No:

	Name:

Phone No:




	Who is responsible for providing support in school
	Class Teacher

	Describe medical needs and give details of child’s symptoms, triggers, signs, treatments, facilities, equipment or devices, environmental issues etc

	

	Name of medication, dose, method of administration, when to be taken, side effects, contra-indications, administered by/self-administered with/without supervision

	

	Daily care requirements 

	

	Specific support for the pupil’s educational, social and emotional needs

	

	Arrangements for school visits/trips etc

	

	Other information

	

	Describe what constitutes an emergency, and the action to take if this occurs

	

	Who is responsible in an emergency (state if different for off-site activities)

	Class Teacher

	Plan developed with

	

	Staff training needed/undertaken – who, what, when
	

	Form copied to:      Parent/   SENco




Parental Agreement for Setting to administer Medication

The school/setting will not give your child medicine unless you complete and sign this form, and the school or setting has a policy that the staff can administer medicine.
	Child’s Name:                                    DOB:                                  Class: 

	Medical Condition: 

	Name/ Type of Medication:


	Expiry Date:

	Self Administration:


	
The above information is, to the best of my knowledge, accurate at the time of writing and I give consent to school/setting staff administering medicine in accordance with the school/setting policy. I will inform the school/setting immediately, in writing, if there is any change in dosage or frequency of the medication or if the medicine is stopped.

I understand that I must deliver the medicine personally to the class teacher 


Signed: _______________________________________________________

Date: _________________________________________________________
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