Every Child of God Matters

St. Peter’s C of E
Primary School

First Aid Policy

The school carries out and regularly reviews a First Aid Needs Assessment to determine the
level of first aid provision required. The assessment considers the number and needs of
pupils, staff and visitors; the school site and premises; specific hazards; previous accidents
and incidents; pupils with additional or medical needs; educational visits and off-site
activities; and arrangements required to provide adequate cover during staff absence.

The assessment is reviewed following any significant accident or incident and whenever
there are significant changes to staffing, premises, activities or pupil needs.

This policy;

1. Gives clear structures and guidelines to all staff regarding all areas of first aid
2. Clearly defines the responsibilities of all staff

3. Enables staff to see where their responsibilities end

4. Ensures good first aid cover is available in the school and on visits

Guidelines

New staff are given a copy of this policy when they are appointed. As part of the induction
process new staff are given details of the first aiders in school and shown where first aid
supplies are stored.

This policy is annually reviewed and updated.

First Aid Policy Guidelines
First aid in school
At St Peter’s C of E Primary School, the following members of staff currently deliver first aid:

Natalie Pollard
Khaleda Chowdhury
James Hobin

Appointed Person: Natalie Pollard

We ensure that there is at least one emergency first-aid trained and one paediatric first-aid
trained member of staff in school at all times (during the school day and extended school
day when necessary).
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In the Foundation Stage at least one person who has a current paediatric first aid (PFA)
certificate is on the premises and available at all times when EYFS children are present, and
accompany EYFS children on outings.

In accordance with the EYFS statutory framework, whenever EYFS children are eating, a
member of staff holding a current full Paediatric First Aid certificate will be present in the
room.

When children are taking part in off-site visits, we ensure that a first-aider accompanies all
groups. Staff are expected to identify this member of staff when planning any visits. For
Foundation Stage visits, we ensure that a paediatric first-aider accompanies the group.

Training

The school keeps a register of who is first-aid trained and when their training expires

First aid and Paediatric First Aid qualifications will be renewed within the required
certification period. The school will consider appropriate refresher training between formal
gualification renewals to ensure staff maintain confidence and competence. Training needs
will also be reviewed following significant incidents or changes to pupils' needs.

Roles and Responsibilities
The main duties of a first aider in school are:

* To successfully complete appropriate first aid training delivered by a competent training
provider and maintain a current and valid first aid certificate

* To give immediate help to casualties with common injuries and those arising from specific
hazards at school.
* When necessary, ensure that an ambulance or other professional medical help is called.

First Aid Facilities

In Red Class (EYFS) there is a first aid point. Here there is access to a toilet, sink and
private space.

There is also a locked medical cupboard, and a locked medicine fridge. The keys for both
the cupboard and the fridge are located in Red Class, identified by a green first aid cross.

At break and lunch time up until 12.45pm, children can access first aid either in Year 1. At
lunch time, from 12.45pm KS2 children requiring first aid treatment, will need to go to the
main entrance and a first aider will be called. There is a first aid box stored in the main office
and one in Year 1 for use at break and lunch times.

In each classroom, the staffroom, the main office and the kitchen there are first aid boxes,
which contain sufficient first-aid materials to administer first aid.

Each class has a travelling first-aid rucksack used for off-site visits. These are kept in class,
and contains supplies. Staff in class are expected to replace stock in their first aid ruck sack
and ensure they take everything they need when off site.

An inventory is kept of all first-aid supplies including expiry dates in the main first aid
cupboard. In each first aid box, full lists of the contents and a record of a termly check can
be found on the underside of the lid.

The defibrillator and emergency medication are located in the main office.
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Accident and Injury Reporting

All first-aid incidents should be recorded in the first-aid record book even if no treatment is
required. A letter to inform parents will be sent home and it is the parent’s responsibility to
sign and return the slip to acknowledge the incident.

All head injuries will be recorded and parents/carers informed. Where there are any
concerns about the nature of the injury or the child's presentation, parents/carers will be
contacted immediately and appropriate medical advice or emergency assistance sought.

EYFS incidents are recorded in a separate book and parents are asked to sign the book on
the collection of the child at the end of the day. No separate letter is given as they receive a
verbal explanation from a trained staff member.

Where a child has a serious injury the staff member should inform the head teacher or senior
teacher and decide whether parents should be contacted immediately.

All serious injuries should be reported to the head teacher or senior teacher and should be
recorded as directed in appendix 1.

Calling the emergency services

In the case of major accidents, it is the decision of the First Aider if the emergency services
need to be called.

If a member of staff is asked to call the emergency services, they must,

1. State what has happened

2. The child’s name

3. The age of the child

4. Whether the casualty is breathing and/or unconscious

5. The location of the school — Church Street, Burnley, BB11 2DL

In the event of the emergency services being called, a member of the Admin staff OR
another member of staff, should wait by the school gate and guide the emergency vehicle.
If the casualty is a child, their parents should be contacted immediately and given all the
information required. If the casualty is an adult, their next of kin should be called
immediately.

All contact numbers for children and staff are held in the school office.

Some pupils may also have special educational needs (SEN) and need supporting through
the Equality Act 2010, SEND Code of Practice and EHC plans which brings together health
and social care needs, as well as their special educational provision. For pupils with SEN,
this guidance should be read in conjunction with the Special Educational Needs and
Disability (SEND) code of practice. For pupils who have medical conditions that require EHC
plans, compliance with the SEND code of practice will ensure compliance with the statutory
elements of this guidance with respect to those pupils.

First aid arrangements will take account of the individual needs of pupils, including pupils
with SEND, disabilities and medical conditions. Reasonable adjustments will be made where
necessary to ensure pupils can access education and school activities safely and without
unnecessary restriction.
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Safeguarding

Children and young people with medical conditions are entitled to a full-time education and
they have the same rights of admission to school as other children. In effect, this means that
no child with a medical condition should be denied admission or be prevented from taking up
a place in school due to circumstances in relation to arrangements for their condition that
have not been made. Schools therefore must ensure that the arrangements they put in place
are sufficient to meet their statutory responsibilities and should ensure that policies, plans,
procedures and systems are properly and effectively implemented to align with their wider
safeguarding duties.

The Consent Form to Administer Medicines must be filled in by the parent/carer before staff
can give any medication. A record must be made of the administration on the reverse of this
form. The Care Plan for Pupils with Medical Needs is only to be completed for children who
have serious medical conditions e.g. diabetes, epilepsy, severe allergies and severe asthma,
and who may need emergency medication.

School Trips, Visits and Sporting Events

School will consider what reasonable adjustments they might make to enable children with
medical needs to participate fully and safely on visits. It is best practice to carry out a risk
assessment so that planning arrangements take account of any steps needed to ensure that
pupils with medical conditions are included. This will require consultation with parents and
pupils and advice from the relevant healthcare professional to ensure that pupils can
participate safely. Medication required during a trip should be carried by a trained member of
staff or the parent/carer should be present, either of whom can carry and administer the
medication as necessary. Parent/carer must have completed a Consent Form if their child
requires any medication whilst on a trip or visit.

Analgesics (Painkillers)

The Early Years Statutory Framework allows children to be given analgesics. However,
written permission must be given beforehand and the same recording procedures followed
for prescribed medication. Once written permission has been given, it does not have to be
provided on each occasion. It is good practice, however, to ask the parent/carer to sign the
written record to confirm that you have told them that you gave the agreed medication. For
children who regularly need analgesia (e.g. for migraine), an individual supply of their
analgesic should be kept in school/setting. It is recommended that schools/settings do not
keep stock supplies of analgesics e.g. paracetamol, for potential administration to any child.
Parent/carer consent must be in place. More information is available from the school
nurse/health visitor. Children under 16 should never be given medicines (including teething
gels) containing aspirin or ibuprofen unless prescribed by a Doctor.

Over the Counter Medicines (non-prescription)

Over the counter medicines, e.g. hay-fever treatments, cough/cold remedies should only be
accepted in exceptional circumstances and be treated in the same way as prescription
medication. The parent/carer must clearly label the container with the child’s name, dose
and time of administration and complete a Consent Form. Staff should check that the
medicine has been administered without adverse effect in the past and that parents have
certified that this is the case — a note to this effect should be recorded in the written parental
agreement for the school/setting to administer medicine. There is a potential risk of
interaction between prescription and over the counter medicines so where children are
already taking prescription medicine(s), prior written approval from the child’s GP should be
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considered. The use of non-prescribed medicines should normally be limited to a 24hr period
and in all cases not exceed 48hrs. If symptoms persist medical advice should be sought by
the parent.

Antibiotics

Parent/carers should be encouraged to ask the GP to prescribe an antibiotic which can be
given outside of school/setting hours wherever possible. Most antibiotic medication will not
need to be administered during school/setting hours. Twice daily doses should be given in
the morning before school/setting and in the evening. Three times a day doses can normally
be given in the morning before school/setting, immediately after (provided this is possible)
and at bedtime. It should normally only be necessary to give antibiotics in school/setting if
the dose needs to be given four times a day, in which case a dose is needed at lunchtime.
Parent/carers must complete the Consent Form and confirm that the child is not known to be
allergic to the antibiotic. The antibiotic should be brought into school/setting in the morning
and taken home again at the end of each day by the parent/carer. (Older pupils may bring in
and take home their own antibiotics if considered appropriate by the parent/carer and
teachers.) Whenever possible the first dose of the course, and ideally the second dose,
should be administered by the parent/carer. All antibiotics must be clearly labelled with the
child's name, the name of the medication, the dose, the date of dispensing and be in their
original container. In the school/setting, the antibiotics should be stored in a secure cupboard
or where necessary in a refrigerator. Many of the liquid antibiotics need to be stored in a
refrigerator — if so this will be stated on the label. Some antibiotics must be taken at a
specific time in relation to food. Again this will be written on the label, and the instructions on
the label must be carefully followed. Tablets or capsules must be given with a glass of water.
The dose of a liquid antibiotic must be carefully measured in an appropriate medicine spoon,
medicine pot or oral medicines syringe provided by the parent/carer. The appropriate
records must be made If the pupil does not receive a dose, for whatever reason, the
parent/carer must be informed that day.

Emergency Medication

Anyone caring for children including teachers, need to make sure that children are healthy
and safe. In exceptional circumstances the duty of care could extend to administering
medicines and/or taking action in an emergency. New or temporary staff must be made
aware of any pupil with specific medical needs. In general the consequences of taking no
action are likely to be more serious than those of trying to assist in an emergency.

This type of medication must be readily accessible in a known location, and clearly labelled
in a separate container with the child's picture on the front because in an emergency, time is
of the essence.

The emergency medication which might be used includes:-
* Buccal Midazolam

* Rectal Diazepam

* Adrenaline (Epipen/Anapen)

* Glucose (dextrose tablets or Hypostop)

* Inhalers for asthma

(Staff will have appropriate training for administering the above medications).
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Return of Medication
Medication should be returned to the child’s parent/carer whenever:-
* The course of treatment is complete

* Labels become detached or unreadable. (NB: Special care should be taken to ensure that
the medication is returned to the appropriate parent/carer.)

* Instructions are changed
» The expiry date has been reached

This should be documented on the administration record held in the child’s file and the Care
Plan amended accordingly. The parent/carer should be advised to return unwanted
medicines to their pharmacist. In exceptional circumstances, e.g. when a child has left the
school/setting, it can be taken to a community pharmacy for disposal. Medication should not
be disposed of in the normal refuse, flushed down the toilet, or washed down the sink.

It is the parent/carers responsibility to replace medication which has been used or
expired, at the request of the school/setting staff.

First aid box contents

The contents of first aid kits will be determined by the school's First Aid Needs Assessment,
taking account of current HSE and DfE guidance. The following list provides a guide rather
than a fixed statutory minimum:

A leaflet giving general guidance on first aid (for example HSE leaflet Basic advice on first
aid at work)

20 individually wrapped sterile adhesive hypoallergenic dressings (assorted plasters)
appropriate to the type of work (dressing may be coloured blue for food handling)

2 sterile eye pads
3 individually wrapped triangular bandages (preferably sterile)

3 medium individually wrapped sterile un-medicated wound dressings (approximately 12cm
X 12cm)

2 large wrapped sterile un-medicated wound dressings (approximately 18cm x 18cm)
2 pair of disposable gloves.

3 gauze squares (Melolin) Micropore tape

Alcohol Free Wipes

2 sick bags

2 face shields

2 tubes eye wash
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As a guide the minimum contents of a travelling first aid kit should contain:-

A booklet giving general guidance on first aid (for example HSE leaflet Basic advice on first
aid at work);

10 individually wrapped sterile adhesive dressings (assorted plasters);
2 triangular bandages;

1 large wound dressing bandage

2 pair of disposable gloves.

5 adhesive wound dressings.

20 Individually wrapped non-alcoholic cleansing wipes

4 tubes of sterowash

2 black bin liners

1 instant ice pack

1 Face Shield

6 sick bags

Pupils with medical conditions

The school recognises its statutory duty to support pupils with medical conditions and
ensures that appropriate arrangements, Individual Healthcare Plans, staff training and
emergency procedures are in place. Full arrangements for the management of medicines
and pupils with medical conditions are contained within the school's Supporting Pupils with
Medical Conditions Policy, which should be read alongside this policy and the school’s
Asthma Policy and Allergy Safety Policy.

Medical Conditions in School — This school is an inclusive community that welcomes and
supports pupils with medical conditions. This school provides all pupils with any medical
condition the same opportunities as others at school.

We will help to ensure they can:

e be healthy

e stay safe

e enjoy and achieve

e make a positive contribution

e achieve economic wellbeing once they left school.

The school makes sure all staff understands their duty of care to children and young people
in the event of an emergency. All staff are confident in knowing what to do in an emergency.
This school understands that certain medical conditions are serious and potentially life
threatening, particularly if poorly managed or misunderstood. This school understands the
importance of medication and care being taken as directed by healthcare professionals and
parents. All staff understand the medical conditions that affect pupils at this school. Staff
receive training on the impact medical conditions can have on pupils. This policy will be
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reviewed every year and is next due to be reviewed in September 2027. It is available from
the school website or the school office.

This school has clear guidance on providing care and support and administering
medication at school

This school will not give medication (prescription or non-prescription) to a child under 16
without a parent’s written consent except in exceptional circumstances, and every effort will
be made to encourage the pupil to involve their parent, while respecting their confidentiality.

Parents at this school understand that they should let the school know immediately if their
child’s needs change.

Once a course of short-term medication is completed, it should be collected by parents to
dispose of appropriately.

Any bodily fluids will be disposed of in an orange bin which is located in Red Class (EYFS)
toilets.

Monitoring and Review

Senior leaders will periodically review first aid and accident records to identify patterns,
repeated injuries, locations or activities associated with incidents, and any emerging risks.
Where appropriate, findings will inform risk assessments, supervision arrangements, pupil
support plans, staff training and the school's First Aid Needs Assessment.
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Appendix 1
LCC Employees

Accidents at Work
A LCC employee has an accident or
is involved in an incident whilst at
work which does not require
reporting to the HSE under
RIDDOR.

Or

Accidents Outside Work
A LCC employee has an
accident/incident whilst off duty
which results in their absence or
affects their ability to undertake their
normal work activities (e.g. is unable
to drive or operate machinery or sit
at their work station etc).

The employee should complete the first part of the
LCC Accident/Incident Report Form on ESS using
the Oracle HR system as soon as possible after the
event. Once completed, this is then to be submitted
electronically to their manager. Alternatively, the
manager will arrange for this to be done on their
behalf. Employees who do not have easy access to
a computer or do not have a user log-in should
check with their manager what local procedures they
need to follow to report an accident/incident.

The manager is then responsible for completing their
part of the Accident/Incident Report Form on MSS,
including any subsequent investigation, and adding
the findings to the on-line system before submitting
the form.

Where a school does not buy into the LCC HR
payroll system and does not have access to Oracle,
then the LCC Accident/Incident Report Form should
be completed and returned to the HS&W Team.

In either of the above cases, managers must print
out a copy of the completed form and have the
employee sign and date it. The manager must also
sign and date the form. The signed copy should be
held by the manager at the establishment.

Report any accidents/incidents caused or contributed
to by a premises issue to the Premises Manager for
consideration.

An employee and a service user or a
pupil are involved in a

minor accident/ incident which does
not require reporting to the HSE
under RIDDOR

Due to the nature of some services e.g. working with
service users with learning difficulties, or with

pupils with special educational needs (SEN), it is not
always practical to complete a LCC incident report
form for every minor accident/incident. In these
situations it is acceptable to use a 'low level
accident/incident ' log sheet, or similar, in which to
record such incidents.

These records should be monitored on a regular
basis to identify trends, inform employees and
update care plans and risk assessments as
necessary.

Please note that in these instances (with the
exception of pupils on work experience — see
section below) it is not necessary to inform the LCC
Health, Safety and Wellbeing Team of the

incident via the Oracle HR system or otherwise.

A LCC employee has an accident or
is involved in an incident whilst at
work which does require reporting to
the HSE under RIDDOR.

If a fatality or specified injury as defined under
RIDDOR, inform the RIDDOR Incident Contact
Centre and the LCC HS&W Team by telephone
immediately. Make a note of the incident number
provided to you by the Incident Contact Centre.
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Please note: any accident/ incident
which occurs to an employee while
they are off duty, no matter how
serious, does not require reporting
to the HSE.

Specified injuries as defined by
RIDDOR

If not a fatality or specified injury inform the RIDDOR
Incident Contact Centre by completing a RIDDOR
report form (F2508) online

The employee who has had the accident/incident
should complete the first part of the LCC
Accident/Incident Report Form on ESS using the
Oracle HR system as soon as possible after the
event. Once completed, this is then to be submitted
electronically to their manager. Alternatively, the
manager will arrange for this to be done on their
behalf. Employees who do not have easy access to
a computer or do not have a user log-in should
check with their manager what local procedures they
need to follow to report an accident/incident.

The manager is then responsible for completing their
part of the Accident/Incident Report Form on MSS,
including any subsequent investigation, and adding
the findings to the on-line system before submitting
the form.

Where a school does not buy into the LCC HR
payroll system and does not have access to Oracle,
then the LCC Accident / Incident Report Form should
be completed and returned to the HS&W Team;

In either of the above cases, managers must print
out a copy of the completed form and have the
employee sign and date it. The manager must also
sign and date the form. The signed copy should be
held by the manager.

Report any accidents/incidents caused or contributed
to by a premises issue to the Premises Manager for
consideration

School Governors and Volunteers

Type of Accident/Incident

Action required

Accidents at Work
or is involved in an incident whilst at
the HSE under RIDDOR.
Or
Accidents Outside Work
A voluntary worker, etc, has an
accident/incident whilst off duty which
ability to undertake their normal work
activities (e.g. is unable to drive or

operate machinery or sit at their work
station etc).

The voluntary worker, etc, is to complete a LCC

A voluntary worker, etc, has an accident | Accident/Incident Report Form as soon as

possible after the event. This may be done

work which does not require reporting to | electronically or as a hard-copy. If the voluntary

worker, etc, is unable to complete the form then
their manager will arrange for this to be done on
their behalf.

The manager will conduct an investigation if
necessary and complete section 'L’ of the LCC
Accident/Incident Report Form.

The manager will print out a copy of the

results in their absence or affects their [completed form and have the voluntary worker

sign and date it. The relevant manager should
also sign and date the form and retain a copy at
the establishment and use to locally monitor for
trends and types of accidents.

The manager will forward a copy of the
completed report form to the HS&W team.
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The manager will report any accidents/incidents
caused or contributed to by a premises issue to
the Premises Manager for consideration

A voluntary worker, etc, and a person
using the service or a pupil are involved
in a minor accident/ incident which does
not require reporting to the HSE under
RIDDOR

Due to the nature of some services e.g. working
with service users with learning difficulties, or with
pupils with special educational needs (SEN), it is
not always practical to complete a LCC incident
report form for every minor accident/incident. In
these situations it is acceptable to use a 'low level
accident/incident ' log sheet, or similar, in which
to record such incidents.

These records should be monitored on a regular
basis to identify trends, inform employees and
update care plans and risk assessments as
necessary.

Please note that in these instances it is not
necessary to inform the HS&W Team of the
incident.

A voluntary worker, etc, has an accident
or is involved in an incident whilst at
work which does require reporting to the
HSE under RIDDOR.

Specified Injuries as defined by
RIDDOR

Please note: any accident/ incident
which occurs to a voluntary worker, etc,
while they are off duty, no matter how
serious, does not require reporting to
the HSE.

If a fatality or specified injury as defined under
RIDDOR, inform the RIDDOR Incident Contact
Centre and the LCC HS&W Team by telephone
immediately. Make a note of the incident
number provided to you by the Incident Contact
Centre.

If not a fatality, specified injury or dangerous
occurrence inform the RIDDOR Incident Contact
Centre by completing a RIDDOR report form
(F2508) online

The voluntary worker, etc, will complete a LCC
Accident/Incident Report Form as soon as
possible after the event. This may be done
electronically or as a hard-copy. If the voluntary
worker, etc, is unable to complete the form then
their manager will arrange for this to be done on
their behalf.

The manager will confirm that the incident has
been reported to the HSE and include the
RIDDOR reference number in section 'K' of the
LCC report form

The manager will conduct an investigation and
complete section 'L' of the LCC incident report
form.

The manager will retain a signed copy of the
incident report form on file and use to locally
monitor for trends and types of accidents.

The manager will forward a copy of the
completed incident report form to the HS&W
Team.

The manager will report any accidents/incidents
caused or contributed to by a premises issue to
the Premises Manager for consideration
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Supply Staff

Type of Accident/Incident

Action required

the HSE under RIDDOR

An agency worker, etc has an The manager will complete a LCC Accident/Incident
accident or is involved in an incident | Report Form as soon as possible after the event. This
which does not require reporting to | may be done electronically or as a hard-copy.

The manager will conduct an investigation if
necessary and complete section L of the LCC
Accident/Incident Report Form.

The manager will forward a copy of the completed
incident report form to the HS&W Team.

The manager will send a copy of the completed form
to the employing agency. The employing agency may
also wish to undertake an investigation.

The manager will retain a signed copy of the
Accident/Incident Report Form at the establishment
and use to locally monitor for trends and types of
accidents.

These records should be monitored on a regular
basis to identify trends and review risk assessments
as necessary.

The manager will report any accidents/incidents
caused or contributed to by a premises issue to the
Premises Manager for consideration.

RIDDOR

An agency worker, etc, is involved | The manager should inform the employing agency of
in an incident which does require any accidents/incidents that are reportable under
reporting to the HSE under

RIDDOR as soon as possible.

The employing agency is responsible for reporting
accidents/ incidents to the RIDDOR Incident Contact
Centre for their own employee.

The employing agency may wish to undertake their
own investigation and will require the co-operation of
the LCC service manager/ premises manager and
any LCC employees involved who may have
witnessed the accident/incident.

School Pupils

Type of Accident
/Incident

Action required

A school pupil has an
accident or is involved in
an incident which does
not require reporting to
the HSE under RIDDOR

Complete a LCC Accident/Incident Report Form as soon as
possible after the event. This may be done electronically or as
a hard-copy.

Conduct an investigation if necessary and complete section 'L
of the LCC Accident/Incident Report Form.

Retain a signed copy of the report form and use to locally
monitor for trends and types of accident.

Report any accidents/incidents caused or contributed to by a
premises issue to the Premises Manager for consideration
Please Note: Due to the nature of the service e.g. working
with pupils with special educational needs (SEN), it is not
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always practical to complete a LCC incident report form for
every minor accident/incident which occurs. In these situations
it is acceptable to retain a 'low level' accident/incident log
sheet or a First Aid Treatment form or an accident book, or
something similar, in which to record such incidents.

These records should be monitored on a regular basis to
identify trends, inform employees and update SEN plans and
risk assessments as necessary. NOTE: Do not forward either
of the above to the HS&W Team.

A school pupil has an
accident or is involved in
an incident which does
require reporting to the
HSE under RIDDOR

*It is only reportable under
RIDDOR if the incident
was caused by:

- a failure in the way a
work activity was
organised:;

- the way equipment or
substances were used;
- the condition of the
premises.

If a fatality that *arose out of or in connection with a work
activity, inform the RIDDOR Incident Contact Centre and the
LCC HS&W Team by telephone immediately. Make a note of
the incident number provided to you by the Incident Contact
Centre.

If not a fatality, but the accident results in an injury that *arose
out of or in connection with a work activity and the person is
taken from the scene to hospital for treatment (this also
includes walk-in centre's that provide an 'A&E service' for non
life-threatening injuries similar to that in hospitals), inform the
RIDDOR Incident Contact Centre by completing a RIDDOR
report form (F2508) online. If they are taken to hospital merely
as a precautionary measure and no injury is found, then it
would not be reportable under RIDDOR
Make a copy of the RIDDOR form before submitting to the HSE
and forward a copy to the HS&W Team. (There is no need to
complete an LCC Accident Form as well as the RIDDOR form.)
Send a copy to the HS&W Team.

Conduct an investigation if necessary and record findings.
Retain a copy of the report form for your records and use to
locally monitor for trends and types of accidents.

Report any accidents/incidents caused or contributed to by a
premises issue to the Premises Manager for consideration.

Pupils on work experience

Type of Accident /Incident

Action required

A school pupil on Work
Experience placement has
an accident or is involved in
an incident which does not

require reporting to the HSE

under RIDDOR

Placements organised by the school

All accidents / incidents which involve a pupil on work
experience MUST be reported to the LCC Health, Safety
and Wellbeing Team:

Complete a LCC Accident/Incident Report Form as soon as
possible after the event. electronically or as a hard-copy
using Section B to record that it involves a pupil on Work
Experience

If necessary, conduct an investigation with the placement
provider and complete section ‘L' of the LCC
Accident/Incident Report Form.

Retain a signed copy of the report form at the premises for
your records
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Placements organised by VIA

If the VIA Partnership (previously LEBP) organised the work
experience placement, they will inform the HS&W Team of
the accident / incident. The school should still retain details
for their records.

A school pupil on Work
Experience has an accident
or is involved in an incident
which does require reporting
to the HSE under RIDDOR

Placements organised by the school

A pupil on work experience is classed as the employee of
the host company during a placement, therefore a
representative from the organisation where the accident /
incident took place is responsible for reporting any that are
RIDDOR reportable to the Health and Safety Executive and
for conducting an investigation.

The school should request a copy of the RIDDOR form and
investigation report and forward copies to the HS&W Team
stating that it relates to a pupil on work experience and
retain a copy for their records together with any investigation
report.

Placements organised by VIA

If the VIA Partnership (previously LEBP) organised the work
experience placement, they will inform the HS&W Team of
the accident / incident. The school should also be informed
and retain details for their records.

Note: In the event of any accident / incident involving a pupil
on a Work Experience or Work based learning placement,
the information on the Accident Report Form or RIDDOR
form should be used to review the risk assessment and to
decide whether it is appropriate to continue to use the work
placement provider. For placements organised by schools, it
is the responsibility of the school to do this. For placements
organised by VIA, it is their responsibility to do this and
inform schools of any outcomes.

Also see Work Experience page

Visitors

Type of Accident/Incident

Action required

A visitor has an accident or is
involved in an incident which

does not require reporting to

the HSE under RIDDOR

Complete a LCC Accident/Incident Report Form as soon
as possible after the event. This may be done
electronically or as a hard-copy.

Conduct an investigation if necessary and complete
section L of the LCC Accident/Incident Report Form.
Retain a signed copy of the Accident/Incident Report Form
for your records at the establishment and use to locally
monitor for trends and types of accidents.



http://lccintranet2/corporate/web/fckeditor/editor/?siteid=3726&pageid=34678
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These records should be monitored on a regular basis to
identify trends and review risk assessments as necessary.
Report any accidents/incidents caused or contributed to by
a premises issue to the Premises Manager for
consideration.

NOTE: Do not forward the above to the HS&W team.

A visitor is involved in an
incident which does require
reporting to the HSE under
RIDDOR

*|t is only reportable under
RIDDOR if the incident was
caused by:

- a failure in the way a work
activity was organised;

- the way equipment or
substances were used;

- the condition of the premises.

If a fatality that *arose out of or in connection with a work
activity, inform the RIDDOR Incident Contact Centre and
the LCC HS&W Team by telephone immediately. Make a
note of the incident number provided to you by the
Incident Contact Centre.

If not a fatality, but the accident results in an injury that
*arose out of or in connection with a work activity and the
person is taken from the scene to hospital for treatment
(this also includes walk-in centre's that provide an 'A&E
service' for non life-threatening injuries similar to that in
hospitals), inform the RIDDOR Incident Contact Centre by
completing a RIDDOR report form (F2508) online. If they
are taken to hospital merely as a precautionary measure
and no injury is found, then it would not be reportable
under RIDDOR.

Complete a LCC Accident/Incident Report Form as soon
as possible after the event (either electronically or as a
hard copy), remembering to confirm that the incident has
been reported to the HSE and including the RIDDOR
reference number in section K of the LCC form.

Conduct an investigation if necessary and complete
section L of the LCC Accident/Incident Report Form.
Retain a signed copy of the Accident/Incident Report Form
for your records at the establishment and use to locally
monitor for trends and types of accidents.

Report any accidents/incidents caused or contributed to by
a premises issue to the Premises Manager for
consideration.

NOTE: Do not forward the above to the HS&W Team.

Contractors

Type of Accident/Incident

Action required

not require reporting to the HSE
under RIDDOR

A contractor has an accident or is |Complete a LCC Accident/Incident Report Form as
involved in an incident which does |soon as possible after the event. This may be done

electronically or as a hard-copy.

Conduct an investigation if necessary and complete
section L of the LCC Accident/ Incident Report Form.
Send a copy of the completed form to the contractor's
HQ. The contractor may wish to undertake their own
investigation.

Retain a signed copy of the Accident/Incident Report
Form for your records at the establishment and use to
locally monitor for trends and types of accidents.




Every Child of God Matters

These records should be monitored on a regular basis
to identify trends and review risk assessments as
necessary.

Report any accidents/incidents caused or contributed to
by a premises issue to the Premises Manager for
consideration.

NOTE: Do not forward the above to the HS&W team.

A contractor is involved in an
incident which does require
reporting to the HSE under
RIDDOR

Wherever possible, the manager should inform the
contractor's HQ of any accidents/incidents that are
reportable under RIDDOR as soon as possible.

The contractor's employer is responsible for reporting
accidents/ incidents to the RIDDOR Incident Contact
Centre for their own employee.

The contractor may wish to undertake their own
investigation and will require the co-operation of the
LCC service manager/ premises manager and any LCC
employees involved who may have witnessed the
accident/incident.

For self-employed contractors:

If the contractor is self-employed then the person hiring
them e.g. the school's Headteacher or person in control
of the premises, is effectively classed as their
‘employer' under RIDDOR and is responsible for
reporting the accident/incident to the HSE.

Dangerous Occurrences

Type of Accident/Incident/
Near Miss/Dangerous
Occurrence

Action required

Dangerous occurrence as
defined by RIDDOR, including:
collapse, overturning or failure of
load-bearing parts of lifts and
lifting equipment;

plant or equipment coming into
contact with overhead power
lines;

electrical short circuit or overload
causing fire or explosion;
accidental release of a biological
agent likely to cause severe
human illness;

collapse or partial collapse of a
scaffold over five metres high, or
erected near water where there
could be a risk of drowning after
a fall.

NB Full list is available on
HSE's website

On identification of the dangerous occurrence, inform
the HSE by completing a RIDDOR Report Form online.
Send a copy of the RIDDOR report form to the HS&W
Team.

Complete a LCC Accident/Incident Report Form as soon
as possible after the event (electronically or a hard copy)
remembering to confirm that the occurrence has been
reported to the HSE and including the RIDDOR
reference number.

Report the occurrence to the Premises Manager for
consideration.



http://www.hse.gov.uk/riddor/dangerous-occurences.htm
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