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1. Aims

The aims of our first aid policy are to:

Ensure the health and safety of all staff, pupils and visitors.

Ensure that staff and governors are aware of their responsibilities with regards to health and safety.
External groups hiring the facitilies are responsible for their own First Aid provision.

Provide a framework for responding to an incident and recording and reporting the outcomes.

2. Legislation and guidance

This policy is based on advice from the Department for Education on first aid in schools and
health and safety in schools, and the following legislation:

o The Health and Safety (First Aid) Regulations 1981, which state that employers must provide
adequate and appropriate equipment and facilities to enable first aid to be administered to
employees, and qualified first aid personnel.

o The Management of Health and Safety at Work Regulations 1992, which require employers to make
an assessment of the risks to the health and safety of their employees.

o The Management of Health and Safety at Work Regulations 1999, which require employers to
carry out risk assessments, make arrangements to implement necessary measures, and arrange for
appropriate information and training.

e The Reporting of Injuries, Diseases and Dangerous Occurrences Reqgulations (RIDDOR) 2013,
which state that some accidents must be reported to the Health and Safety Executive (HSE), and set
out the timeframe for this and how long records of such accidents must be kept.

e Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of
accident records.

e The Education (Independent School Standards) Requlations 2014, which require that
suitable space is provided to cater for the medical and therapy needs of pupils.

3. Roles and responsibilities

3.1 Appointed person(s) and first aiders

The school’s appointed main First Aiders are:
Mrs Sefeena Yasin, Mrs Patrica Aldridge and Mr Gareth Evans. They are responsible
for:

e Taking charge when someone is injured or becomesiill
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https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made

3.1 Appointed person(s) and first aiders - continued

e Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the
contents of these kits.

o Ensuring that an ambulance or other professional medical help is summoned when appropriate.
First aiders are trained and qualified to carry out the role (see Section 7) and are responsible for:

e Acting as first responders to any incidents; they will assess the situation where there
is an injured or ill person, and provide immediate and appropriate treatment.

e Sending pupils home to recover, where necessary.

e Ensuring an accident report form is completed on the same day, or as soon as is reasonably
practicable, after an incident (see the template in Appendix 4).

¢ Keeping their contact details up to date.
As detailed above our main First Aiders are listed in Appendix 1.
The main first aiders names are displayed prominently around the school.

3.2 The governing body

The governing body has ultimate responsibility for health and safety matters in the
school, but delegates operational matters and day-to-day tasks to the Headteacher and
staff members.

3.3 The Headteacher
The Headteacher is responsible for the implementation of this policy, including:

e Ensuring that an appropriate number of trained first aid personnel are present during normal
opening hours.

e Ensuring that first aiders have an appropriate qualification, keep training up to date
and remain competent to perform their role.

e Ensuring all staff are aware of first aid procedures.

e Ensuring appropriate risk assessments are completed and appropriate measures are
put in place.

¢ Undertaking, or ensuring that managers undertake, risk assessments, as appropriate,
and that appropriate measures are put in place.

e Ensuring that adequate space is available for catering to the medical needs of pupils.

¢ Reporting specified incidents to the HSE when necessary (see Section 6.2).

3.4 Staff
School staff are responsible for:

e Ensuring they follow first aid procedures.
e Ensuring they know who the first aiders in school are.

¢ Informing the Headteacher or their manager of any specific health conditions or first aid needs.



4. First aid procedures

4.1 In-school procedures

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, if appropriate, who will provide the required first aid
treatment.

The 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 will also decide whether the injured person should be moved or placed in a
recovery position.

If the first aider judges that a pupil is too unwell to remain in school, parents will be contacted
and asked to collect their child. Upon their arrival, the first aider will recommend next steps to
the parents.

If emergency services are called, a member of the Reception Team will contact parents
Immediately.

The relevant member of staff or student will complete an accident report form on the same
day or as soon as is reasonably practical after an incident resulting in an injury. A copy

of the form is given to the DSL, (Designated Safeguarding Lead), for review and action,

if required. A copy is also given to the Facilities Manager, who is responsible for Health
and Safety in the school.

The main first aiders are trained to use a defibrillator, which is situated in the main school
Reception Area next to the Meeting Room.

4.2 Off-site procedures

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

A mobile phone

A portable first aid kit

Information about the specific medical needs of pupils
Parents’ contact details

Risk Assessments will be completed by the Trip Leader prior to any educational visit that
necessitates taking pupils off school premises.

First aid equipment
A typical first aid kit in our school will include the following:

o A leaflet with general first aid advice o Sterile wipes

¢ Regular and large conforming bandages e Plasters of assorted sizes
e Finger dressing e Scissors

e Eye pad bandages e Burn gel

e Triangular bandages ¢ Disposable gloves

e Adhesive tape ¢ Face shield

e Safety pins e Foil blanket

e Sterile water pods

No medication is kept in first aid Kits.

First aid kits are stored throughout the school. See Appendix 2. The first aid kits are
checked and replenished on an annual basis, or when necessary.



6. Record-keeping and reporting

6.1 First aid and accident record

e Accidents will be recorded on Arbor under ‘Medical Event’ on the same day or as soon as possible
after an incident resulting in an injury including any diagnosis or treatment off-site. As much detail as
possible should be supplied when reporting an accident-

¢ The Facilities Manager will review incidents on a weekly basis and address any health and safety
issues as appropriate.

o Records previously held in the first aid and accident book will be retained by the school for a minimum
of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations
1979, and then securely disposed of.

6.2 Reporting to the HSE

The Facilities Manager will keep a record of any accident which results in a reportable injury,
disease, or dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5,
6 and 7).

The Facilities Manager will report these to the Health and Safety Executive as soon as is
reasonably practicable and in any event within 10 days of the incident.

Reportable injuries, diseases or dangerous occurrences include:

e Death
¢ Specified injuries, which are:
» Fractures, other than to fingers, thumbs and toes
Amputations
Any injury likely to lead to permanent loss of sight or reduction in sight

Any crush injury to the head or torso causing damage to the brain or internal organs

YV V V V

Serious burns (including scalding) which:

e Covers more than 10% of the body

¢ Causes significant damage to the eyes, respiratory system or other vital organs
Any scalping requiring hospital treatment
» Any loss of consciousness caused by head injury or asphyxia

» Any other injury arising from working in an enclosed space which leads to hypothermia or
heat-induced iliness, or requires resuscitation or admittance to hospital for more than 24
hours

¢ Injuries where an employee 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)

e Where an accident leads to someone being taken to hospital

6.2 Reporting to the HSE - continued

¢ Near-miss events that do not result in an injury, but could have done. Examples of near-miss
events relevant to schools include, but are not limited to:
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6.3

6.4

The collapse or failure of load-bearing parts of lifts and lifting equipment

The accidental release of a biological agent likely to cause severe human illness

The accidental release or escape of any substance that may cause a serious injury or damage
to health

An electrical short circuit or overload causing a fire or explosion

Y VYVYVY

Information on how to make a RIDDOR report is available here:

How to make a RIDDOR report, HSE http://www.hse.gov.uk/pubns/edisl.pdf - Appendix 3

Notifying parents

The Headteacher (RIDDOR notifiable) will inform parents of any accident or injury sustained by
a pupil, and any first aid treatment given, on the same day, or as soon as reasonably practicable.

Reporting to Ofsted and child protection agencies

The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil
while in the school’s care. This will happen as soon as is reasonably practicable, and no later than
14 days after the incident.

The Headteacher will also notify the Local Authority of any serious accident or injury to, or the
death of, a pupil while in the school’s care.

Training

All school staff are able to undertake first aid training if they would like to.

All first aiders must have completed a training course, and must hold a valid certificate of
competence to show this. The school will keep a register of all trained first aiders, what training
they have received and when this is valid until (see Appendix 1).

Staff are encouraged to renew their first aid training when it is no longer valid.

Monitoring arrangements

This policy will be reviewed by the Pastoral Deputy every year.

At every review, the policy will be approved by the Full Governing Body.

Links with other policies

This First Aid Policy is linked to the:

Health and Safety Policy

¢ Risk Assessment Policy

e Policy on Supporting Pupils with Medical Conditions
e Medical Procedures

o Offsite Activities Policy


http://www.hse.gov.uk/riddor/report.htm
http://www.hse.gov.uk/pubns/edis1.pdf

Appendix 1: The main trained First Aiders are in listed below:

Staff member’s name Role Contact details

Mrs Sefeena Yasin Reception Manager/First 01628 502502
Aider

Mrs Patricia Aldridge Receptionist/First Aider 01628 502660

Mr Gareth Evans Facilities Manager 01628 502679



Appendix 2: Locations of First Aid boxes

Dept Room Location of First Aid Boxes
Art Office In store cupboard - on workbench on the left
Business B Block Office Mounted on back wall

In cupboard to the right of the white
Drama DS2 board
Food DT2 On right - on unit as you walk in

On cupboard - on the left of the window
Textiles DT4 sill
Graphics DTS5 In cupboard on top shelf
Resistant
Materials DT6 On wall to right of white board

Wall mounted in stationary cupboard - 4th shelf up in the
MFL Office middle
RE/LS LS Office On shelf near noticeboard
Music Office Wall mounted

X3 On wall in PE Office - A large green bag is also locked in a
PE Office cupboard in the changing room and used for fixtures
Reception Office X4 For Trips - in Trips cupboard
Reception Corridor On wall next to the Meeting room
Science Labs 20/21 In store room of Lab 21 - on shelf on right hand side
Science Labs 24/25 In store room at back in Lab 25 - on cupboard to the right
Science Lab 32 Lab 32 - just inside door and on the left workbench
Science Lab 33 Lab 33 - by the sink - left hand side of room

X2 Middle room between S1 and S2 - top right hand corner of
Science S1/S2 the workbench
Sixth Form HOY Office On floor near radiator
Training Room | Kitchen On small cupboard right of door




Appendix 3: HSE Information Sheet — Incident Reporting in Schools

Health and Safety
Executive

Incident reporting in schools (accidents, diseases
and dangerous occurrences)
Guidance for employers

Introduction may be delegated to tha sehaol managemeant team.
Tha haalth and safaty palicy should sat out the

This infarmmation sheet gives guidanocs on hice thea responsitiltias and arrangemants for rapartng in

Reportirg of Injuress, Disaases and Dangeraus aach schaal.

Cecurranceas Regulations 2013 (RIDDOR) apply to

schooks. Mast incidents that happen n schools or Incidents irmobing cantractors warking on schood

on school tnps do not need to be rapored. Only in pramisas are nomnaly reportable by their employens.

lirmited circumstancas will an incdent nesd notifving o Contractors could be, g builkders, maintenance siaf,

the Health and Safety Execufiva (HSE) undar RIDDOR.  cleaners or cataring staff.

The mformation shest gives practical guidancs 1o

schooks about what thay nead to report and how o If a self-employad contractor is working in school

de it pramises and they sufier a spacified inpury or an
awer-seven-day injury, the parson in contral of the
pramises will be the rasponsibles parson. (Sea HSE's

What needs to be reported? AIDDOR wab pagas at www hse gov ukriddor for
more detail on tha reporting arrangamsants for sel-
RIDDOR recuires amployars and others in control amployad people.)

of premisas to report certan acedents, dissases
and dangarous accurences arsing out of or in
connection with work. Who do | report to?

The mformation shesat includes exarmplies of the For general advice about how to report, sea HEE's
incidents that sometimes result from schools” activiies  RIDDOR wab pages. You can report all ncidants
and are reportable under RIDDOR. The sheet confaine  onling and thare is a telephone service for reporting

thrae sections, which cover; fatal and specified injuries only. Reporting details
for cut of hours incidents are available from HSE s
B imuries and il headth imaahdng ermgloyess aut af hours wab page at weaw. besa, govouk’'contact!
(Section 1); contact. hirm,
B inurias mobing pupis and other people nat at
work (Section 2); For incidants on school premisas mmaohing mambers
B dargerous coourrences (Secton 3). of staff, pupls or visitors, HSE ks tha enforcing

autharity and you shoukd subimit your reparts to
them. HSE s also the enforcing authority for nurseny

Who should report? pravision provided and operated by local authorities.
For prvately run nursany schools, the lecal authorty is
The diuty to notify and report rests with the the enforcing authonity.

‘responsible person’. For incidents imaaling pupils

and school staff, this is normally the main ermgloyer at

fha schoal. The education pages on HSE s wabsite What records must | keep?
at weea . hisa gov.uksandcasieducation provide

information about wha tha employer B in differant You must keep raconds of
typas of schools.
B any repariable daath, specified njury, disease
Soma school ermgplovers may have centrally ar dangerous accurrencs that requires reporting
ca-ardinatad raparting procadures. In othars, raparting under RIDDOR;
1 o 4 pages



B al cocupational injuries whare a worker is away
from waork or incapaciated for mare than three
consecutive days. From & April 2012 you don’t
have to report over-three-day injuries, but you
must keep a record of them. Emplayers can
recond thess inurias in their accident boak.

Yiou must keep records for at esst thres years afler
tha incident.

Section 1: Injuries and ill health to
people at work

Ursder RIDDOR, the respansibke parson must rapart
the fallowing work-ralatad accidants, including those
caused by physical violenca, § an amplayee is injurad,
wharever they are working:

B accidents which resull in death ar a spacified injury
rrust be reportad without delay (ses ‘Reportable
speciied injunias');

B accidents which prevent the injured persan from
mnliming their normal wiork for more than seven
clays (not counting the day of the assidant, but
inciuding weekends and olher rest days) must be
reported within 15 days of the accidant.

The rasponsibla parsan must also rapart any case

of a work-ralated disease, specified under RIDDOA,
fhast affects an employves and that a doclor confioms
ir writing {see Beportable diseases’]. You can find
detailed guidance about BIDDOR reparting and onling
reparting procedures at wiwhss, gov.ukiddon
repart.hirm,

If you are in control of premisas, you are also requirad
to report any work-related deaths and certain injuries
to sall-employed peopls that take place while thay are
warking at the premises.

Reportable specified injuries
These inchde:

B fracturas, other than to fingars, thurmbs and toes;

B amputations;

B any injury likety to lead to permanant loss of sight
ar reduction n saght;

B any crush injury to the head or torso causing
darmage o fhe brain or intamal ongans;

B serous bums ncluding scalding), which:

= Gover mare than 10% af 1ha body; or

- cause significant damage to the eyes, respiratany

systerm or othar vital organs;

ary scalping requiring haspital treatment;

ary loss of consciousness caused by head injury

or asphyda;

Incickent mporting in schools (Rocidenis, dsmses and SANQEIOLS OOILITEN OS]

Health and Safety

B any ather injury arising fram warking in an enclosed
spaca which:
= leads 1o hypotharmia or heal-induced iliness; or
- requires resuscitation or admittance to haspelal
fiar rmare than 24 hours.

Physical violence

Some acts of non-consensual physcal viokines to

a parsan at wark, which result in daath, a specified
njury or a parsan bang ncapacitated sor ovar sevan
days, are raportabile. In the case of an over-seven-day
injury, the incapacity rmust arise fom a physcal injury,
not a peyehalogical reaction to tha act of vikenoe.

Examples of reporlable injuries fram vickance include
an incident wheare a teacher sustains a specified
injury bacauss a pupl, collsague or membar of tha
public: assaults tham while on schoel premises. This
is raportable, bacause & anises aut of or in connection
with wark.

Reportable occupational diseases

Empiayars must raport oocupational dissases whan
they recesse a written diagnoss from a doctor that
their ermployes has a reportable dissase linked to
occupational exposure. (See wew. hisa gov b ricdor
for dataile of the raparting amangaments for salf-
amplayed paople.)

Thezsa nclucle:

®  carpal tunnal syndrome;

B zevers cramp of the hand or foreanm;

B occupational dermatitis, e from work imahing
shrong acids or akaks, including domeastic bleach;

B hand-amn vibeation synodrome;

B occupational asthimea, ag from wood dust and

anldearing using rosin

tandonites or tanoceynondis of the hand or foreanm;

any ocoupational cancer;

any disease attibuled to an occupational exposure

{o a biological agent.

Stress

Warki-related stress and stress-related illnesses
{including pest-traumatic stress dieordac) are nol
rapariable under RIDDOR. To ba reportable, an injury
must heve rasulted from an “accident’ ansing oot of or
in connestion with wark.

In refation to RIDDOR, an accdent is a dscrata,
entifiabla, urimtanded incident which cacses physical
njury. Stress-ralated conditions wsually result from

a prolongad penod of pressure, often from marry
factars, not just one distinst evant.

2 of 4 pages
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Section 2: Incidents to pupils and other
people who are not at work

Injuries 1o pupils and vistors who are invobved in an
accident at schoal or an an activity organised by
tha schoal are only repartable under RIDDOR if the
accident results in:

B the death of the parson, and arose out of or in
connaction with a work activity; or

B an injury that arose out of or in connection with
& work activity and the parsen & taken directly
from the scene of the accident to hospital for
treatment (examinations and diagnostic tests do
not constitute treatment).

Thes ists of spacified injuies and diseasss deserbed
in Section 1 anly apply to emplovees. If a pupil injured
in an incident remains at school, is taken home or is
simply absent fram sehoal for a number of days, the
irident i not reportable.

How do | decide whether an accident to a pupil
‘arises out of or is in connection with work'?

The ragpansibla parsan at the schoaal shoukd cansicer
wheathar the ncidant was caused by:

B a failure in the way & work activity was organised
(eg inadequate supanesion of a field trip);

B tha way equipmant or substances were usad (e
lifts, machinery, exgpariments etc); and’or

B fha condition of the pramises (eg poory maintaned
or sippary floors).

Sa, if a pupd i5 taken to hospital after braaking an
amm during an ICT dass, following a tal over a traiing
cable, tha incident would be repartable. If a pupi

i5 taken 1o hospilal becawse of a medical condition
lag an asthma attack or epileplic sainure) this would
ot be reportabike, as it did not resull from the work
activity.

This means that many of tha common incalants
that cause injuries to pupis at sehoal tend nat to
be repartable under RIDDOR, as thay do not arise
direcily from the way the school undertakes a work
activity. Remamber, in all thass cases, you only need
to consder repering where an accident results
in a pupil’s death or they are taken directly
from the scene of the accident to hospital for
treatment. There is no need to report incidents
where people are taken to hospital purely as a
precaution, when no injury is apparent.

Incicleni repaoriing in schools [aockdents, cisases and SaNQEIOUS OOCLITENONS]

Health and Safety

What about accidents to pupils during sports
activities?

Mat all sparts injuries 1o pupils ane repartable undar
RIDDOR, as organisad sports actiilies can lead

ta sparts injurias that ars not connectad with bow
schoals manage the risks from the activity.

The essantial test is whather the accident was causad
by the condition, desian or mantenance of the
pramisas ar aquipmant, or becauss of inadequate
amangermants for supervision of an acthaty. IF an
accidant thal results in an injury arses becausa of the
nommal rough and tumble of a game, the accdent and
resulting injury would not ba reportable. Examples of
reporable incdents nclude whers:

B the condifion of the premises or sports equipment
was a factor in the incident, ag where a pupd slips
and fractures an arm because a membear of staf
had palished the sparts hall Toar and leit # too
slippary for sports; o

B thes was inadequate supanasion to prevent
an incident, or failings in the organisation and
managermant of an event.,

What about accidents to pupils in a playground?

Mot playground accidants due o colisions, slips,
rips and falls are not nonmally raportable. Incdents
are cnly reporiable whers the inpury rasults ina pupil
aithier bairg killed or akan direclly b a hospital far
traatment. Either is only raporiable if they wera caused
by an accident that happenad from or in connaction
with & work actiity.

This inchudas incidants arising bacause:

B the condition of the premises or aquipmant was
pocr, e badly maintained play equipment; or

W the school had nat provided adeguate supervisian,
ey where particular risks wers identified, but no
ation was taken o provide suitabla supsanision.

Physical violance

Vinlenca batween pupis is a school discipine matier
and not reporabie under RIDDOA, as it does not anse
aut af ar in eonnectian with & wark activity.

Other scenarios

Injuries ta pupils while traveling on a school bus
If anther vebicke strikes the school bus while pupils

are gatting on or off and pupils are injured and takan
to haspital, this is normally reportable under RIDDOA.

S of 4 pages
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Henwever, you da not have 1o report daaths and
injurias resulting from a rmad traffic accdent imabing
a sehoal vahicle travelling on the public highweay uncder
RIDDOR. Thasa are dassed as road traffic mcidants
and are investigatad by the poboa.

Incidents invalving pupils on overseas Hrips
RIDDOR only applies to actvities which take place
ir Great Britain. Sa, any incident overseas is niot
repartable to HSE.

Incidents fo pupils on work expanence placermants
If pupils are on a fraining schemsa or work placament,
thery are deemed 1o be employess for the period of
tha placement. In these circumstances, the employver,
as tha responsible parson, should rapor a death,
irjury or disease o a pupi, which arises out of ar in
cornaction with work, This means the wider range of
reparting categonas for employess is apphcata,

Section 3: Dangerous OCCUITENces

These are spacified raar-miss avants, which are anly
repartable if isted undar RIDDOR.

Reporlable dangerous occumences in schacks typically
inciuda:

B the collapsa o failure of lbad-baaring parts of lifts

and lifing equipment;

tha accidanial release of a biological agent likely o
cause savera hurman ilness;

the accidantal release or ascape of any substance
that may cause a sanous injury or damage to
heaalth;

an akectrical short circuit or overload causing a fins
Qr expinSan,

Supplementary information
Consultation
Under the Safety Rapresentatives and Safaty

Committess Fegulations 1977 and the Health and
Safety (Consuttation with Employess) Regulations

Health and Safety

Reporting requiremeants of other regulators

There rmay be ather raparting requiraments placed

an schools by other raguiatars in the education
sectar. The requirenents of thess othar regulatons ans
separate to, and distinet from, the legal duly to rapor
incidants undar RIDDOR.

Further information

For ifarmation about health and safety, or to report
nconsstencies or inaccuracies in this guidance, wisit
wrw hse.gov.uk/. You can view HSE guidance onling
and order pricad publcations from the website, HSE

priced publications are also available from boakshops.

This guiclancs is issued by the Health and Safety
Executive. Fallawing the guidance s not compulsary,
unless spacifically stated, and you ana free to take
ather action. But if you do follow the guidance you

wil rarmally be daing enaugh o comphy with the law.
Health and safisty inspactons sesk o sacure complances
with the law and may rafer o this guidance.

This information shest s available at:
wenw hse.gov.ukpubna’edis1 htm.
B Crown copyright If you wish 1o reuse this

infarmation vist ww hsa.gov.ukcopyrighthtm for
detais. First published 10413,

1006, employars must make relevant health and safety

decumeants available 1o salaty reprasaniatives.

This includes records kept undar RIDDOR, axoapt
whens they reveal personal hesith infarmation
about indnadusts. Further informmation = available in
Consuiting ampioyesas an haaith and safaly: A bnef
il to the ke Leaflet INDG232(rev2) HSE Books
2013 wiew Fisa.go. uk pubnaindg2 32 him.

Publishod by the Heakh and Saloby Esnoutia

EDES o) 10413 4 of 4 pages
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Appendix 4: Student Accident Report Form

NEWLANDS GIRLS’ SCHOOL
Student Accident Report Form

PUPIL INFORMATION

Sumame

Forename

Date of Birth

Form Grougs

Details of accident — exact
location

Tima : Date ! )

Part of body affected

Mature of Injury
ibrulsedcutbump)

Treatment given

Student sent Yes /| No
home

Ded you go to hesplal Yes [ Mo
Mo of days absent from schiood

Ploase give information - how did the accident happened - did you report this to any person - did anyone see it happen

Hame of person completing form

13



UPDATES (to be added by staff)

Details of accident!
location

Tima

Part of body affectad

Mature of Injury
{brulsedcutbump)

Treatment given’ parenis
contacted! adwice glven

Student sent home

Yes [ Mo

Stwdant advised to sesk
rmiesdical atenton

Yes [ Mo

Mo of days absent from school

Motes . Parent/ Carer contacted for update
Date P
Tirme :

Facilities Manager informed/ copy given Yes/ Mo

Date

Arbor Updated - date

Hame of person completing form

14




Appendix 5: Staff Accident Report Form

NEWLANDS GIRLS’ SCHOOL
Staff Accident Report Form

STAFF INFORMATION

Surname

Forename

Date of Birth

Details of accident— exact
location

Time : Date f !

Part of body affected

Nature of Injury
(bruise/cut/bump)

Treatment given

Where you able to continue at
work

Yes / No

Did you go to hospital Yes / No

No of days absent from school

Please give information - how did the accident happened —did you reportthis to any person - did anyone see it happen
(continue on the back)

Name of person completing form

Date: I !
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