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Liberty School First Aid and Medication 
Policy 

Purpose 

Liberty School is committed to safeguarding and promoting the welfare of all children. 
We recognise that accidents, injuries and medical incidents may occur, and this policy 
ensures that: 

• Children receive prompt, safe and effective first aid 
• Parents/carers are informed appropriately 
• All incidents are recorded and monitored 
• Risks are reviewed and reduced 
• Legal duties are fully met 

All care is delivered with dignity, respect, safeguarding and confidentiality at all 
times. 

 

Legal Framework 

This policy complies with: 

• Health and Safety (First Aid) Regulations 1981 
• Children Act 1989 & 2004 
• Working Together to Safeguard Children 
• Keeping Children Safe in Education (2025) 
• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) 
• Equality Act 2010 

 

Roles and Responsibilities 

CEO & Designated Safeguarding Lead 

Philippa Vince 

Responsible for: 

• Ensuring adequate first aid provision 
• Ensuring sufficient trained staff are available 
• Reporting serious accidents where required 



• Acting on safeguarding concerns 
 

First Aid Lead 

Responsible for: 

• Monitoring first aid provision 
• Checking and restocking first aid kits and classroom supplies 
• Monitoring stock levels across the school 
• Ensuring records are accurate and up to date 

 

All Staff 

All staff must: 

• Act immediately when an accident occurs 
• Provide or summon first aid 
• Report and record all incidents 
• Follow safeguarding procedures at all times 

All staff are first aid trained, ensuring immediate and effective response to incidents. 

 

First Aid Provision 

Liberty School provides: 

• First aid trained staff at all times 
• Paediatric first aid trained staff available on site 
• First aid supplies in every classroom 
• First aid kits located on every floor 
• Portable first aid kits for all off-site visits 

First aid kits are regularly checked by the First Aid Lead and contain only approved 
items, including: 

• Sterile dressings 
• Bandages 
• Gloves 
• Eye pads 
• Wipes 

Medication is not stored in first aid kits and is kept securely in the First Aid Room. 



 

First Aid Facilities 

Liberty School has a designated First Aid Room located on the ground floor. 

The room is equipped with: 

• A medical bed 
• A sink with running water 
• Hygiene and infection control supplies 
• A locked medical cupboard for medication storage 

Posters displaying first aid guidance and emergency procedures are clearly displayed 
throughout the school. 

This space provides a safe, clean and private environment for: 

• Treating injuries 
• Managing medical needs 
• Supporting pupils who are unwell 

 

Infection Control 

To prevent infection: 

• Gloves must be worn when treating injuries 
• Bodily fluids must be cleaned using approved disinfectant 
• Hands must be washed before and after treatment 
• Waste must be disposed of safely 

 

What is a Serious Injury? 

The following must be escalated immediately: 

• Head injury 
• Loss of consciousness 
• Seizures 
• Suspected fractures 
• Severe bleeding 
• Allergic reactions 
• Breathing difficulties 
• Any incident requiring hospital treatment 

 



Head Injuries 

All head injuries must: 

• Be reported to parents/carers immediately 
• Be recorded 
• Be monitored 
• Have a head injury form issued 

The child must be kept calm and supervised at all times. 

 

Recording Accidents 

The member of staff who witnessed or discovered the incident must: 

• Provide first aid 
• Complete an accident form 
• Upload the record to CPOMS 
• Inform the line manager or CEO 

Parents/carers must be informed and sign the accident form. 

Records are retained for 21 years and 3 months in line with safeguarding requirements. 

 

Safeguarding Injuries 

If an injury: 

• Is unexplained 
• Does not match the account given 
• Raises concern 

It must be reported immediately to the DSL and recorded using body maps and CPOMS. 

 

Medication 

Storage of Medication 

• All medication is stored in a locked medical cupboard in the First Aid Room 
• Only authorised staff have access 



• Medication is clearly labelled with the child’s name, dosage and instructions 

Emergency medication (e.g. inhalers and adrenaline auto-injectors) is stored in line with 
individual healthcare plans so that it is accessible but secure. 

 

Administration of Medication 

Medication will only be administered when: 

• Written parental consent has been obtained 
• Clear dosage instructions are provided 

When administering medication: 

• The correct child, medication, dosage and time must be checked 
• Two members of staff should be present where possible 

All staff are trained in the use of emergency medication, including adrenaline auto-
injectors (EpiPens). 
Staff are able to recognise the signs of allergic reactions and respond appropriately. 

 

Recording Medication 

All medication administered must be recorded, including: 

• Name of pupil 
• Date and time 
• Medication given 
• Dosage 
• Name and signature of staff 

Records are stored securely and monitored by the First Aid Lead. 

 

Refusal of Medication 

If a pupil refuses medication: 

• This must be recorded 
• Parents/carers must be informed 
• Further advice sought where necessary 

 



Hospital Procedure 

If a child requires hospital treatment: 

• Call 999 in an emergency 
• Contact parents/carers immediately 
• A familiar member of staff will accompany the child 
• Medication, care plans and emergency contacts will be taken 
• Staffing ratios on site will be maintained 
• All actions will be recorded 

 

First Aid on Trips 

For all off-site visits: 

• A trained first aider must be present 
• A portable first aid kit must be taken 
• Emergency contacts and medication must be carried 

 

Staff Injuries 

Any staff injury must be: 

• Recorded 
• Reported 
• Investigated 

Where necessary, incidents will be reported under RIDDOR. 

 

Emotional Support 

Following serious incidents: 

• Pupils will be reassured and supported 
• Staff will be supported 
• Debriefs will be offered 
• Wellbeing and behaviour will be monitored 

 



Review and Monitoring 

The CEO reviews accident data termly to: 

• Identify patterns 
• Reduce risk 
• Improve practice 

 

 


