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College Values 

Students: as the focus for the work of everyone at the College 
Mutual Respect: caring for and valuing students, staff, governors and our community 
Integrity: honesty, hard work and personal and social responsibility 
Learning:  a passion for learning and its capacity to change lives 
Excellence:  high aspirations, high standards and high achievement 

 

 
1. Authority and Circulation 

 
1.1. This policy is available to and for use by students, visitors and all members of the College 

staff. 

1.2. The arrangements within this policy (for example the number of First Aiders, first aid duty 

rota and first aid boxes and contents of first aid boxes) are based on the results of a 

suitable and sufficient risk assessment carried out by the College with regard to all staff, 

students and visitors. 

1.3. The arrangements within this policy to cover First Aid provision for Trips and Visits are 

based on the results of a suitable and robust risk assessment carried out by the trip 

organisers and subsequently approved by Senior Leadership Team (SLT). Full guidance for 

the First Aid provision for Trips and Visits are contained within the Educational Visits 

Policy. 

1.4. This policy complies with the Health and Safety at Work Act 1974 and subsequent 

regulations and guidance including the Health and Safety (First Aid) Regulations 1981 (SI 

1981/917) and HSE Guidance First aid at work: The Health and Safety (First-Aid) 

Regulations 1981. Guidance on Regulations L74 

 
2. College Legal Duties 

 
2.1. The Health and Safety (First Aid) Regulations 1981 require employers (the College) to 

provide adequate and appropriate equipment, facilities and personnel to ensure their 

employees receive immediate attention if they are injured or taken ill at work. The 

Regulations apply to all workplaces including those with less than five employees and to 

the self-employed. 

2.2. What is “adequate and appropriate” will depend on the circumstances in the workplace. 
This 

includes: 

• Whether trained first-aiders are needed 

• What should be included in a first-aid box, and, 

• If a first-aid room is required 

https://www.hse.gov.uk/pubns/priced/l74.pdf
https://www.hse.gov.uk/pubns/priced/l74.pdf
https://www.hse.gov.uk/pubns/priced/l74.pdf


 

2.3. The Regulations do not place a legal duty on employers to make first-aid provision for 

non- employees such as the public or children in schools. However, HSE strongly 

recommends that non-employees are included in an assessment of first-aid needs and 

that provision is made for them. 

2.4. As such, the College provides a first-aid service for any student that is injured or taken ill 

while on the College premises. However, students are required to self-manage existing 

medical conditions and notify the SEND Co-ordinator of these, who, if deemed necessary, 

will produce a Medical Plan inclusive of a risk assessment to ensure the wellbeing of the 

student while on the premises. 

 
3. Definitions and Terminology 

 
3.1. First Aid means the treatment of minor injuries which do not need treatment by a suitably 

qualified medical practitioner as well as treatment of more serious injuries prior to 

assistance from a suitably qualified medical practitioner for the purpose of preserving life 

and minimising the consequences of injury or illness. 

3.2. First Aiders are members of staff who have completed a Health and Safety Executive (HSE) 

approved First Aid course and hold a valid certificate of competence in First Aid at Work 

(FAW) or Emergency First Aid at Work (EFAW). 

3.3. No First Aid qualified students are to administer First Aid unless there is no staff First Aider 

available and the situation is deemed life threatening. 

3.4. First Aid Guidance is the First Aid at Work: Health and Safety (First Aid) Regulations 1981: 

2013 (as amended 2018). 

 
4. Aims of this Policy 

 
4.1. To ensure that the College has adequate, safe and effective Emergency First Aid provision 

for students, staff and visitors to be attended to whether on campus or during College 

trips and visits (if a risk assessment deems necessary). 

4.2. To ensure that all staff and students are aware of the First Aid Policy and First Aid 

procedure in the event of illness, accident or injury. 

4.3. To clarify roles and responsibilities across the College’s First Aid provision. 

4.4. Nothing in the policy should affect the ability of any person to contact the emergency 

services in the event of a medical emergency. For the avoidance of doubt, staff should dial 

999 for the emergency services in the event of a medical emergency before implementing 

the terms of this Policy whilst making clear arrangements for liaison with paramedics on 

the College site. 

4.5. All staff should read and be aware of the Policy, know who to contact in the event of any 

illness, accident or injury and ensure this Policy is followed in relation to the 

administration of First Aid. All staff will use their best endeavours, at all times, to secure 

the welfare of the students and their colleagues. 

 
5. Who is responsible? 

 
5.1. Anyone on the College premises is expected and required to take reasonable care for 

their 

own and others’ safety. 



 

5.2. The CEO delegates through the Director of Finance and Operations, overall responsibility 

for ensuring that the College has adequate and appropriate First Aid provision with 

sufficient budget to fund the necessary trained personnel and resources plus ensuring that 

the First Aid policy and procedure are adhered to. 

5.3. The governing body appoints designated governors to be members of the Safeguarding, 

Health and Inclusion Committee, which has oversight of the College first aid provision. 

5.4. The Head of Facilities Management is the designated College Health and Safety Officer 

(HSO), reporting to the Director of Finance and Operations who ensures that there are 

adequate and appropriate equipment and facilities available for compliance. 

5.5. The Student Welfare Adviser provides an annual LDD report to the H&S Administrator 

comprising a list of Students’ Medical Conditions with is further updated as necessary. 

 
6. Summary of key roles 

6.1. The Director of Finance and Operations is: 

• Responsible for ensuring that the College has an appropriate number of first aid 

personnel to cover the risk and population of the College as determined by the HSO 

annual risk assessment of first aid provision based upon the HSE guidelines (see 

Appendix A). For more information, please see First aid at work: The Health and Safety 

(First-Aid) Regulations 1981. Guidance on Regulations L74 (hse.gov.uk) 

• The Responsible Person for reporting RIDDOR reportable incidents. The deputy in their 

absence is the Vice Principal. 

• For staff RIDDOR reportable incidents, the Director of Finance and Operations will liaise 

with the Director of Human Resources. 

 
6.2. The HSO: 

• Meets termly with the H&S Administrator to review the College’s first aid needs to 
ensure 

that the College’s ongoing first aid provision on campus is adequate. 

• The person that the first aiders will ultimately report in to. 

• Is responsible for ensuring that all staff and students are aware of, and have access 

to, this Policy online. 

• Is responsible for ensuring that there is adequate provision for first aid cover for 

sports through regular consultation with the Student Safeguarding, Health and 

Welfare Manager. 

• Overall responsibility of the maintenance of the first aid duty rota with assistance 

from the Lead First Aider and the Curriculum Administrator. 

 

 
6.3. The Student Welfare Adviser: 

• Will provide a full and in-depth induction to all new supporting First Aid recruits so 

they quickly become familiar and effective in their role. 

• Will provide support and guidance to new first aiders. 

• Will collate medical consent forms and important medical information for each 

student and ensure that forms and relevant first aider’s awareness information are 

accessible to themselves and other supporting first-aiders as necessary. 

 

https://www.hse.gov.uk/pubns/priced/l74.pdf
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6.4. The H&S Administrator: 

• Will take room ownership of the First Aid room and resources within. 

• Will ensure compliance checks are arranged and completed of the specialist 

equipment for First Aid and accessible equipment providing compliance reports to 

the Health & Safety officer and SEND Co-ordinator. 

• Will ensure that their first aid box is appropriately stocked and maintained. 

• Maintains the static first aid boxes and the First Aid stock cupboard. 

• Will assemble and provide First Aid related reports for the SHIC committee meetings. 

• Will provide First Aid related information to external parties in the spirit of 
benchmarking. 

• Will attend First Aid CPD training to maintain high levels of capability. 

• Will arrange and provide training to staff/students on FA aspects such as 

resuscitation and using the college defibrillator etc. 

https://www.resus.org.uk/public-resource/cpr- 

schools#:~:text=In%20England%2C%20teaching%20cardiopulmonary%20resuscitation

% 

20%28CPR%29%20is%20part,of%20defibrillators%20and%20when%20one%20might

%2 0be%20needed 

 
6.5. Staff who have completed an HSE approved First Aid course and hold a valid certificate of 

competence in First Aid at Work (FAW) or Emergency First Aid at Work (EFAW) are 

recorded on a central list which is available from the PA to the Director of Student 

Achievement and Progession and Director of HR. 

 
7. First Aid boxes 

 
7.1. First aid boxes are provided for all supporting first aiders and in each College vehicle. 

There is also a first aid box for trips and visits where the risk assessment deems one 

necessary. 

7.2. Stock levels are maintained and out of date consumables refreshed by the H&S 

Administrator / Curriculum Administrator. 

 

 
8. Relevant medical information on staff and students 

8.1. Human Resources will ask new staff on joining the College whether they would like to 

share any relevant medical/health information that first aiders may find useful to help 

them should they have an incident. On an annual basis the Health and Safety 

Administrator will remind staff of the option to share any relevant medical/health 

information that first aiders may find useful to help them should they have an incident. 

This information may also be used to produce the necessary Personal Emergency 

Evacuation Plan (PEEP) thus avoiding a potential first aid emergency later. 

8.2. The SEND department, in collaboration with the Student Welfare department will be 

responsible for reviewing students’ medical plans. SEND will be responsible for medical 

conditions that require a Care Plan where the condition is substantial AND long-term AND 

have DIRECT negative effect on daily life/studies. When a condition is minor/short-term 

then the Progress Coach/Tutor will inform staff of the short-term adjustments that are 

https://www.resus.org.uk/public-resource/cpr-schools#%3A~%3Atext%3DIn%20England%2C%20teaching%20cardiopulmonary%20resuscitation%20%28CPR%29%20is%20part%2Cof%20defibrillators%20and%20when%20one%20might%20be%20needed
https://www.resus.org.uk/public-resource/cpr-schools#%3A~%3Atext%3DIn%20England%2C%20teaching%20cardiopulmonary%20resuscitation%20%28CPR%29%20is%20part%2Cof%20defibrillators%20and%20when%20one%20might%20be%20needed
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https://www.resus.org.uk/public-resource/cpr-schools#%3A~%3Atext%3DIn%20England%2C%20teaching%20cardiopulmonary%20resuscitation%20%28CPR%29%20is%20part%2Cof%20defibrillators%20and%20when%20one%20might%20be%20needed
https://www.resus.org.uk/public-resource/cpr-schools#%3A~%3Atext%3DIn%20England%2C%20teaching%20cardiopulmonary%20resuscitation%20%28CPR%29%20is%20part%2Cof%20defibrillators%20and%20when%20one%20might%20be%20needed
https://www.resus.org.uk/public-resource/cpr-schools#%3A~%3Atext%3DIn%20England%2C%20teaching%20cardiopulmonary%20resuscitation%20%28CPR%29%20is%20part%2Cof%20defibrillators%20and%20when%20one%20might%20be%20needed


 

required on Pro Monitor. SEND First Aid Medical Care Plans are flagged on Pro Monitor 

using a green badge and a yellow badge. Students will also have a QR code sticker applied 

to the back of their ID Badge and will be asked to wear their badge at all times. The QR 

code can be scanned by a First Aider using a mobile phone and this will access the First Aid 

Key Messages to provide guidance to the First Aider on the nature of the student’s 

medical condition and the action required.  

 
9. Health Aids 

 
9.1. The student’s First Aid Medical Care Plans are available on Pro Monitor for all staff 

involved with the student. The First Aid Care Plan records where any personal medication 

/ health aids such as inhalers, gels, Epipens etc are stored. 

9.2. Students themselves are responsible for keeping their medication and aids with them but 

in the case of additional medication i.e. medications that need to be kept in a fridge or a 

spare Epipen these will be stored in the First Aid room, in the original labelled pharmacy 

box with the student’s name on. It remains the responsibility of the student to ensure their 

medication is in date. 

 
10. First aid in the sport development department 

 
10.1. Offsite: When students travel offsite for sport, they will be accompanied by a member of 

staff who will take a first aid box where the risk assessment deems one necessary. Any 

incident of first aid treatment must be reported and entered onto an LSFC incident form 

on return to College. 

 
11. First aid for trips and visits – refer to the Educational Visits Policy 

 
12. Accident/incident reporting – refer to the procedure for accident reporting 

 
12.1. The college complies with regulations under RIDDOR that puts duties on employers, the 

self- employed and people in control of work premises (the Responsible Person) to report 

serious workplace accidents as defined by the guidance, occupational diseases and 

specified dangerous occurrences (near misses). Refer to the link below to access the 

current list of diseases on the HSE website:  

https://www.hse.gov.uk/riddor/occupational-diseases.htm  

12.2. Staff are required to report all Accidents and Near Misses using the Smartlog system. Staff 

can contact the Health and Safety Administrator for assistance with this. The Health and 

Safety Administrator and any supporting First Aiders will complete the required form for 

any/all incidents they attend. Upon receipt of an Incident Report the Health and Safety 

Administrator will decide whether the SENDCO needs to follow up. 

12.3. Students are also encouraged to report near misses to the Health and Safety Officer or 

the Health and Safety Administrator. 

 
13. Monitoring – follow up of accidents and incidents 

 
13.1. Accidents and near miss reports are reviewed and action taken accordingly. Accident 

numbers, types and trends are reviewed by the Safeguarding, Health & Inclusion 

https://www.hse.gov.uk/riddor/occupational-diseases.htm


 

Committee. Benchmarking is undertaken with other colleges and sixth forms. 

13.2. Major incidents are followed with thorough investigation led by a member of SLT. 



 

APPENDIX A: 

 
Assessment for First Aid provision 

The HSE state there are no hard and fast rules on exact numbers of first aiders an organisation requires, 

instead the risk assessment will need to consider all the relevant circumstances of the particular 

workplace. The HSE provide a needs assessment case study, see below, which the college are basing their 

First Aid risk assessment against as is similar in context if not size where adjustments are made accordingly 

to scale up. 

 
First-aid at work. The Health and Safety (First-Aid) Regulations 1981. First-aid needs assessment case 
studies:- 

 
Basis of closest case study risk assessment: 

A secondary school of 1588 pupils (aged 11–18) is set in a rural area with a number of sports fields adjacent 

to the main site. It employs a part-time school nurse. There are 150 staff on site, who are a mix of teachers, 

teaching assistants and technicians, and catering, administrative and ground staff. There is a fleet of three 

school minibuses. Within the school there are potential high-hazard areas, i.e. laboratories, workshops and 

kitchens. The response times of the emergency services are within national guidelines. Typical hazards in 

such a workplace are trips and slips, burns, fractures and cuts. However, some of the pupils have underlying 

health conditions such as eczema, asthma, diabetes, severe allergies and cardiovascular problems or may 

be taking prescribed medication on a temporary or long-term basis. The first-aid needs assessment 

indicates that the minimum requirements are: 

 
First-aider with a first aid at work (FAW) certificate - At least 3 are required on duty at all times people are 

at work. However, because of the size of the site and number of pupils you may wish to increase that level 

of provision 

 
First-aider with an emergency first aid at work (EFAW) certificate – Not applicable 

 
First-aider with additional training (specify) - First-aiders should have training in paediatric first aid, and 

anaphylaxis. May also need training on the management of sports related injuries. Training can either be 

provided to existing FAW-qualified staff or additional staff can be trained in paediatric first aid. 

 
Appointed person - Not required 

 
First-aid equipment and facilities Required 

First-aid container. Yes, at least 3 In locations easily accessible to the whole school 

 
Additional equipment (specify), e.g. automated external defibrillator (AED) - Yes, AED May be required if 

number of pupils/staff have history of cardiovascular problems 

 
Travelling first-aid kit - Yes, At least 1 per vehicle First-aid room - Yes 



 

Luton Sixth Form College - First Aid provision Risk assessment basis/analysis:- 

 

• Assuming an average college occupation of say 2500 students and 225 staff on site at any one time 

• With a reduced hazard risk from no cooking or workshop-based curriculum *(Except low hazard D 
& T) 

• With limited on-site sport provision but with recreational lunch time sport (outside exam periods). 

• With an older cohort of students that should be more sensible and many that receive some 

training in First aid 

• Demonstrated low rates of emergency first aid call outs that result in treatment being provided 

by the First Aider. 

• Demonstrated very low rates of violence on site and therefore related first aid treatment recorded 

• The response times of the paramedics / emergency services are reasonable with the Luton and 

Dunstable Hospital only 3.5 miles away. Speed of service is always related to their general daily 

workload priorities. 

• Running 2 high quality minibuses with limited numbers of trips and visits. 

• Having numerous students recorded with complex health conditions but those being managed well 
externally. 

 
 

 
Based upon the above HSE case study risk assessment analysis the following minimum First Aid 

cover is to be provided by the college:- 

 

• An appointed person on site – Normally a college leader that takes control to call emergency 

services should there not be a first aider able to respond for whatever reason. 

• Term time dedicated Level 3 qualified First Aider who is the first responder, namely the Health 

and Safety Administrator. 

• Plus a minimum of 4 supporting First Aiders available to provide emergency extra support as and 

when required. Where possible to have the Technicians/Sports Coaches with FA qualification 

within the higher risk areas for expediency of response. 

• Reception staff to be competent and confident to triage some of the more obvious requests for 

First Aid support 

• First Aider to be present during all times when students are on premises i.e. term breaks 

• A dedicated First Aid room fitted out with compliant equipment and materials 

• The following areas to have a fully stocked First Aid box available due to higher risk/likelihood:- 

o Sports Reception 

o Basement Estates department 

o 2nd floor Creative Arts/ D & T 

o Science Department Prep room 

o All college fleet vehicles to have fully stocked and in date first aid boxes 

o FA Box for trips/visits 

• Defibrillator on campus 

• The Health and Safety Administrator who is the primary First Aid responder to receive further first 

aid related training to be competent to support staff/students specialist emergency health 

treatment as is practical and within reasonable job role responsibility. Ie sickle cell awareness etc 

• Teaching staff First Aiders to support residential trips and or high risk visits unless the centres have 



 

their own First Aiders in attendance. 

 
Further reference guidance on First Aid in Schools: 

https://www.gov.uk/government/publications/first-aid-in-schools/first-aid-in-schools-early-years-and-

further-education  
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