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Introduction 
 
This document has been prepared to provide guidance on the policy and procedures 
for dealing with First Aid emergences at Appletree Treatment Centre (ATC).  As a 
company we recognise our duty of care and legal requirement for first aid provision, 
to provide care after an injury or accident until professional medical or nursing 
assistance is available. 

Who Does This Policy Cover 

This Policy applies to all members of staff in all working environments; care staff, 
teaching staff, managers, administrative staff, bank staff, temporary workers and 
students. There are no requirements under the Health & Safety (First Aid) 
Regulations 1981 to provide members of the public with first aid treatment.  Where 
staff from other organisations are employed on the site, usually this policy and basic 
first aid procedures will apply. 

Definitions 

• First-aid is the treatment of minor injuries that happen on the premises that 
would otherwise receive no treatment or do not require treatment by a 
medical practitioner or nurse.  In cases where a person will require help from 
a medical practitioner or nurse, first aid aims to preserve life and minimise the 
consequences of injury or illness until such help is obtained. 

• A first-aider is someone who has undergone a training course in 
administering first aid at work and holds a current first aid at work certificate. 

• An appointed person is a designated person who takes charge when 
someone falls ill and calls an ambulance if required.  This person also looks 
after first-aid equipment, including restocking the first-aid box.  An appointed 
person should be available at all times people are at work on the site. This 
will be the health coordinator when on site otherwise this would be the most 
senior trained manager on site.   

 
In the event of an accident the first, First Aid trained member of staff to reach the 
scene will, as far as he/she is able, assess the injuries sustained by the casualty.  
However, it is accepted that those with minor injuries may simply report directly to 
the health coordinator if on site. 
 

• Any casualty judged capable of being moved by the First Aider should be 
accompanied to the Medical room to the Health Coordinator if on duty. In the 
case of a more serious injury the Health Coordinator should be called to the 
casualty.  

• In an extreme emergency an ambulance may be called, followed by the 
Health Coordinator.  A person should be detailed to receive the ambulance at 
the nearest port of entry to the premises and be directed to the casualty. 
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• Casualties with suspected fractures/breaks or back or neck injuries 
must not be moved unless under instruction from the ambulance 
personnel or it is felt the patient is in danger of sustaining further 
serious injury.  For the patient’s safety and insurance reasons, they 
must NOT be moved on the instructions of ANY bystander.   

 
Major Incidents           
 
In the event of a major incident involving a number of casualties, the following action 
is to be taken by the senior person at the scene: 
 
During School Hours: 

• Inform the Health Coordinator on Duty. 

• Inform the Manager and state location and brief details of incident and 
number of casualties who will : 

1. Call Ambulance and Police via a 999 call. 
2. Contact and inform a member of the Senior Management Team. 

 
Out of Working Hours: 

• Call for Ambulance and Police via 999 call. 

• Inform the member of the Senior Management Team on call who will inform 
next of kin/carers relevant parties involved. 

 
First Aid Training      
 
It is Appletree’s policy to arrange for all teachers/care staff and those working with 
children, to gain a basic certificate in a one day First Aid course. 
 
The School aims to offer all staff an opportunity to attend a one day Appointed 
Person First Aid course. This certificate is valid for three years.  
 
The Health Coordinator will arrange re-training and re-qualification for each first 
aider during the third year. 

Steps to be taken to ensure effective First-Aid is in place 

 

• A designated First-aider/appointed person for first-aid will be appointed and 
be available at all times and trained appropriately. 

• A First-aid assessment will be carried out in all areas to establish what first-
aid provision is required.  

• First-aid kits will be maintained by the first-aider/appointed person who 
is responsible for replacing items as they are used (Health Coordinator). 

• When out on trips/ transport, staff will be issued with mini first-aid kits in case 
they have an accident while away from Appletree. 

 
The Health Coordinator has access to a named Senior Nurse or Doctor for 
professional guidance and consultation. 
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First Aid Boxes   
   
These are located in the staff room and sleep in rooms.  They are also in school and 
available to be taken on any trip out of school.   
 
The Health Coordinator will aim to check all boxes once a month.  Any person who 
uses an item from a first aid box should inform the Health Coordinator as soon as 
possible so that it can be replaced. 
 
A first aid box should be a strong container impervious to dust and damp. It should 
be clearly labelled First Aid by a white cross on a green background. 
 
The contents are as follows: 

a.   A card with general first aid guidance. 
b.   A supply of individually wrapped plasters. 
c.   Sterile eye pads with bandage. 
d.   Triangular bandages. 
e.   Safety pins. 
f.    A selection of sterile wound dressings in various sizes. 
g.   Disposable gloves. 
h.   Resuscitation face shield. 

 
If the children are taken out of grounds on any trip a portable first aid (bum bag) 
should always be taken.  
 
Transport/Trips out    
When children attend outside activates a trained first aider must be in attendance at 
all times.  First aid equipment should be taken to comply with the recommendations 
of this document and as specifically stated in all risk assessments. 
 
Body Fluid Spillage  
Blood and body fluids (e.g. faeces, vomit, saliva, urine, nasal and eye discharge) 

may contain viruses or bacteria capable of causing disease. It is therefore vital to 

protect both yourself and others from the risk of cross infection. In order to minimize 

the risk of transmission of infection both staff and pupils should practice good 

personal hygiene and be aware of the procedure for dealing with body spillages. 

 
Staff Contact 
 

• Facilities Manager to be contacted initially so that she can arrange for a 
member of her team to clean the area appropriately.  

 
• The initial clean-up of the situation should be carried out by the person(s) who is at 

the scene of the incident and follow the ‘Initial Clean Up Procedure’. 
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Initial Clean Up Procedure 

 
• Get some disposable gloves from the nearest First Aid kit.  

 
• Place absorbent towels over the affected area and allow the spill to absorb. 

Wipe up the spill using these and then place in a bin (which has a bin liner).  

 
• Put more absorbent towels over the affected area and then contact the 

Facilities Manager for further help.  

 
• The bin that has had the soiled paper towels put in, then needs to be tied 

up and ideally placed in the yellow bin or double bagged and put in an 
outside bin.  

 
• Any article of clothing that has got contaminated with the spill should be 

wiped cleaned and then put in a plastic bag and tied up.  
 

• The area then needs to be cordoned off until cleaned.  

 
• If the spillage has been quite extensive then the area may need to be 

closed off until the area can be cleaned correctly.  

 
Procedure for Blood and Other Body fluid Spillage 
  

• Gloves to be worn at all times  

 
• Any soiled wipes, tissues, plasters, dressings etc must ideally be disposed of 

in the clinical waste bin (Yellow bag). If not available then the glove being 

used needs to be taken off inside out so that the soiled item is contained 

within and placed in a bin which is regularly emptied.  

• When dealing with a spillage, absorbent paper hand towels need to be place 
on the affected area so absorbing the spill.  

 
• If a disposable spillage kit is available then the instructions for use should be 

followed.  

 
• If not then contaminated paper towels need to be placed in a bin with a bin 

liner, tied up and ideally put in a yellow bin or put in another bin liner and put 
in an outside bin.  

 
• The area must be cleaned with disinfectant following the manufacturer’s 

instructions.  
 

• A ‘Wet Floor Hazard’ sign then needs to be put by the affected area.  
 

• The area should then be ventilated well and left to dry.  

 
• All reusable cleaning up equipment then needs to be appropriately 
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disinfected according to the manufacturer’s instructions.  
 

• Wash hands.  

 
Management of Accidental Exposure to Blood 
  
Accidental exposure to blood and other body fluids can occur by:  

• Percutaneous injury e.g. from needles, significant bites that break the skin.  
 

• Exposure to broken skin e.g. abrasions and grazes.  
 

• Exposure of mucous membranes, including the eyes and mouth.  

 

Action To Take 
  

• If broken skin encourage bleeding of the wound by applying pressure  

• Wash thoroughly under running water.  
 

• Dry and apply a waterproof dressing.  
 

• If blood and body fluids splash into your mouth – do not swallow.  
 

• Rinse out mouth several times.  
 

• Report the incident to the Health Coordinator and Senior Management.  
  

• An accident form will need to be completed and it may need to be reported to 
RIDDOR.  

 
 
 
 
 
Reporting accidents 
 
If you attend or are involved in an accident it is your responsibility to fill in the 
relevant accident forms which are kept in the red box in care, this should be 
done as soon as possible.  Once the form has been completed this then 
should be given to the Health Coordinator for recording. 
 
Statutory requirements: under the reporting of Injuries, Diseases and Dangerous 
occurrences regulations 1995 (RIDDOR) some accidents must be reported to the 
HCE.  The Principal must keep a record of any reportable injury, disease or 
dangerous occurrence.  This must include: the date and method of reporting: the 
date, time and place of the event; personal details of those involved and a brief 
description of the nature of the event or disease.  This record can be combined with 
other accident records.  In normal circumstances the Health Coordinator will be the 
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one to inform RIDDOR if they are not available the senior manager on call will 
complete the relevant forms. 
 
 
Accidents that must be reported to the HSE- involving employees or self-employed 
people working on the premises: 

• Accidents that result in death or major injury (including as a result of physical 
violence). 

• Accidents which prevent the injured person returning to normal work for more 
than three days. 

 
Involving pupils and visitors: 

• Accidents resulting in the person being killed or being taken from site of the 
accident to hospital and the accident arising out of or in connection with work 
if in relation to.  

• Any school activity, both on or off the school premises. 

• The way the school activity has been organised and/or managed. 

• Equipment, machinery or substances. 

• The design or condition of the building.  
 
All reportable incidences must be done as soon as possible. 
 
We believe this policy will be effective only if we ensure consistency across the 
school by regular monitoring. 
 
 
 
 


