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1 – The TLET Way

Transforming Lives Educational Trust (TLET) is a family of academies. Every TLET policy is rooted in and reflects
our ambitions for pupils, students and wider stakeholders alike. Our ambitions are to Nurture Potential, Inspire
Community and Deliver Excellence.
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2 – Definition of Terms

2.1 First Aider, in the context of this policy, is defined as a member of academy staff designated to be
responsible for First Aid, and in receipt of a current First Aid training qualification.

2.2 Mental Health First Aider, in the context of this policy, is defined as a member of academy staff designated
to be responsible for Mental Health First Aid, and in receipt of a current Mental Health First Aid training
qualification.

2.3 Paediatric First Aider, in the context of this policy, is defined as a member of staff at an academy with Early
Years Foundation Stage provision designated to be responsible for Paediatric First Aid, and in receipt of a
current Paediatric First Aid training qualification.

2.4 Appointed person, in the context of this policy, is defined as any other member of staff with a responsibility
for First Aid, who may or may not be in receipt of a current First Aid training qualification.

3 – Rationale and Statutory Requirements

3.1 This policy is based on the Statutory Framework for the Early Years Foundation Stage (EYFS), general advice
from the Department for Education on first aid and health and safety in academies, and the following
legislation:

● 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;

● The Management of Health and Safety at Work Regulations 1992, which require employers to make an
assessment of the risk to the health and safety of their employees;

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

● The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR), 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;

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

● The Education (Independent Academy Standards) Regulations 2014, which require that suitable space is
provided to cater for the medical and therapy needs of pupils

TLET First Aid Policy | September 2023
6

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
https://www.legislation.gov.uk/uksi/1992/2051/contents/made
https://www.legislation.gov.uk/uksi/1999/3242/contents
https://www.legislation.gov.uk/uksi/2013/1471/contents
https://www.hse.gov.uk/
https://www.legislation.gov.uk/uksi/1979/628/contents
https://www.legislation.gov.uk/uksi/2014/3283/contents


4 – Scope

This policy refers to

Parents/Carers Trustees

Employees ✔ Volunteers

Pupils/Students Visitors

Governors Community

4.1 Roles & Responsibilities

4.1.1 The TLET Director of Operations (DoO) is responsible for:
● producing, and annually reviewing, a Trust-wide First Aid Policy template for distribution to the Trust’s

academies;
● reviewing First Aid data from each academy as part of the termly Health and Safety meeting with

academy representatives.

4.2 First Aiders, Mental Health First Aiders and Paediatric First Aiders are trained, qualified and responsible
for:
● ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the contents

of these kits;
● ensuring that an ambulance or other professional medical help is summoned when appropriate;
● acting as first responders to any incidents, assessing the situation where there is an injured or ill

person, and providing immediate and appropriate treatment;
● taking charge when someone is injured or becomes ill;
● sending pupils and staff home to recover, where necessary;
● filling in an accident report on the same day, or as soon as is reasonably practicable, after an incident

(see the template in Appendix 2).

4.2.1 First Aiders, Mental Health First Aiders and Paediatric First Aiders are listed in Appendix 1. Their names will
also be displayed prominently around the relevant TLET site.

4.3 The Governing Board is responsible for:
● all health and safety matters in the academy. However, the Governing Board delegates operational

matters and day-to-day tasks to the academy Principal.

4.4 The Academy Principal is responsible for:
● the implementation of this policy, including:

o ensuring that an appropriate number of trained first aid personnel are present in the academy at all
times;

o ensuring that First Aiders, Mental Health First Aiders and Paediatric First Aiders have an
appropriate qualification, keep training up-to-date and remain competent to perform their role;

o ensuring all staff are aware of first aid procedures;
o ensuring appropriate risk assessments are completed and appropriate measures are put in place;
o undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that

appropriate measures are put in place;
o ensuring that adequate space is available for catering to the medical needs of pupils and staff;
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o reporting specified incidents to the DoO;
o reporting specified incidents to the Health and Safety Executive (HSE) when necessary (see

paragraph 7).

4.5 Academy and Central Services staff are responsible for:
● ensuring they follow first aid procedures;
● ensuring they know who the designated academy First Aiders, Mental Health First Aiders and Paediatric

First Aiders are;
● completing accident reports (see Appendix 2) for all incidents they attend to where a First Aider is not

called;
● informing the academy Principal or their manager of any specific health conditions or first aid needs.

4.6 Visitors are responsible for:
● informing staff at the TLET site which they are visiting of any specific health conditions or first aid

needs, where appropriate;
● keeping their medication on their person at all times during their visit.

5 – Principles

5.1 In addition to traditional First Aid provision, the Trust’s First Aid Policy recognises the importance of Mental
Health First Aid and makes provision for training of staff in order for the Trust’s academies to be able to offer
Mental Health support to its pupils and staff.

6 – Policy Statement

6.1 The Trust’s First Aid Policy is designed to:
● ensure the health and safety of all staff, pupils and visitors at all TLET sites at all times;
● ensure academy staff and Governing Boards are aware of their responsibilities with regards to health

and safety at their academy site/s;
● ensure academy staff and Governing Boards are aware of their responsibilities with regards to health

and safety when engaged in activities taking place offsite, such as, but not limited to, trips and sporting
events.

7 – Procedure

7.1 On-site procedures
7.1.1 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, Mental Health First Aider or Paediatric First Aider, if appropriate, who will provide
the required first aid treatment;

● the First Aider, Mental Health First Aider or Paediatric 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, Mental Health First Aider or Paediatric First Aider will also decide whether the injured
person should be moved or placed in a recovery position;

● if the First Aider, Mental Health First Aider or Paediatric First Aider judges that the injured person is too
unwell to remain on site, the injured person’s designated emergency contact will be contacted and
asked to collect the injured person. Upon their arrival, the First Aider, Mental Health First Aider or
Paediatric First Aider will recommend next steps to the designated emergency contact;
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● if emergency services are called, the First Aider, Mental Health First Aider or Paediatric First Aider will
contact the injured person’s designated emergency contact immediately;

● the First Aider, Mental Health First Aider or Paediatric First Aider, if called, or the relevant member of
staff if no First Aid assistance was sought, will complete an accident report form on the same day or as
soon as is reasonably practical after an incident resulting in an injury

7.2 Off-site procedures

7.2.1 When taking pupils off the academy premises, staff will ensure they always have the following:
● an academy mobile phone;
● a portable First Aid kit ;
● information about the specific medical needs of pupils and staff;
● contact details for pupils’ and staff’s designated emergency contacts.

7.2.2Risk assessments will be completed by the member of staff responsible for organising the trip prior to any
educational visit that necessitates taking pupils off academy premises.

7.2.3There will always be at least one First Aider on academy trips and visits.

8 – First Aid Equipment

8.1 First Aid kits are stored in:

● the academy’s designated medical room;
● reception;
● the academy hall;
● all science labs;
● all Design and Technology classrooms;
● all Food Technology classrooms;
● onsite sporting facilities;
● the academy kitchens;
● academy vehicles.

9 – Recording and Reporting

9.1 Academy First Aid and accident records

9.1.1 An accident form will be completed by the First Aider, Mental Health First Aider or Paediatric First Aider/
relevant member of staff on the same day or as soon as possible after an incident resulting in an injury.

9.1.2 As much detail as possible should be supplied when reporting an accident, including all of the information
included in the accident form in Appendix 2.

9.1.3 Records held in the First Aid and accident book will be retained by the academy 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.

9.1.4 Major incidents will be kept in individual pupil files and fall under pupil file recommended retention
periods.
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9.2 Reporting to the DoO

9.2.1 As part of the termly Health and Safety meeting with representatives of the academy, First Aid data will be
reported to the Trust’s DoO.

9.2.2 Additional reports will be submitted to the DoO if it is necessary for the academy to submit a RIDDOR
report to the HSE (see paragraph 7.3).

9.3 Reporting to the HSE

9.3.1 The Lead first aider will keep a record of any accident which results in a reportable injury, disease, or
dangerous occurrence as defined in regulations 4, 5, 6 and 7 of The Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013 (RIDDOR).

9.3.2 Reportable injuries, diseases or dangerous occurrences include, but are not limited to:
● death;
● specified injuries, which are:

o fractures, other than to fingers, thumbs and toes;
o amputations;
o any injury likely to lead to permanent loss of sight or reduction in sight;
o any crush injury to the head or torso causing damage to the brain or internal organs;
o serious burns (including scalding);
o any scalping requiring hospital treatment;
o any loss of consciousness caused by head injury or asphyxia;
o any other injury arising from working in an enclosed space which leads to hypothermia or

heat-induced illness, 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);
● where an accident leads to someone being taken to hospital;
● near-miss events that do not result in an injury, but could have done. Examples of near-miss events

relevant to academies include, but are not limited to:
o the collapse or failure of load-bearing parts of lifts and lifting equipment;
o the accidental release of a biological agent likely to cause severe human illness;
o the accidental release or escape of any substance that may cause a serious injury or damage to

health;
o an electrical short circuit or overload causing a fire or explosion.

9.3.3 The Lead first aider will report these to the HSE as soon as is reasonably practicable and in any event
within 10 days of the incident.

9.3.4 HSE guidance on Incident Reporting in Schools (Accidents, Diseases and Dangerous Occurrences) can be
found here.

9.3.4 HSE guidance on how to make a RIDDOR report is available here.

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

9.5 Reporting to child protection agencies

9.5.1 The Lead first aider will also notify the Lead Designated Safeguarding Lead of any serious accident or
injury to, or the death of, a pupil while in the academy’s care.

10 – Training

10.1 First Aid training and Mental Health First Aid training is available to all academy and Central Services staff
who wish to undertake said training.

10.2 Paediatric First Aid training is available to all staff at TLET’s EYFS academies who wish to undertake said
training.

10.3 At least one staff member at TLET’s EYFS academies must have a current Paediatric First Aid certificate
which meets the requirements set out in the Statutory Framework for the Early Years Foundation Stage
(EYFS) at all times.

10.4 Paediatric First Aid training must be renewed at least every three years in order to meet the requirements
set out in the Statutory Framework for the Early Years Foundation Stage (EYFS). The individual academy
can specify more frequent renewal at its discretion.

10.5 All designated First Aiders, Mental Health First Aiders, and Paediatric First Aiders must have completed a
training course, and must hold a valid certificate of competence to show this.

10.6 All training will be organised at academy level.

10.7 The academy will keep a register of all trained First Aiders, Mental Health First Aiders, and Paediatric First
Aiders, what training they have received and when this training will need to be renewed (see Appendix 3).

10.8 Staff are encouraged to renew their First Aid Training when it is no longer valid.

11 – Monitoring

11.1 It is the responsibility of the Trust Board and those to whom it delegates the authority, to ensure that the
principles and procedures of this policy are adhered to. The use of this policy will be subject to routine
monitoring to ensure its fidelity in practice. The evidence gathered from monitoring shall inform any
reviews and future revisions to the policy, which will be carried out at regular intervals and no later than as
stated on Page 2 of this policy.
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12 – Related Documents
Statutory Framework for the Early Years Foundation Stage (EYFS)
The Health and Safety (First Aid) Regulations 1981
The Management of Health and Safety at Work Regulations 1992
The Management of Health and Safety at Work Regulations 1999
The Social Security (Claims and Payments) Regulations 1979
The Education (Independent Academy Standards) Regulations 2014
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Incident Reporting in Schools (Accidents, Diseases and Dangerous Occurrences (HSE)
How to make a RIDDOR Report (HSE)
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Appendix 1 – List of Appointed Persons and trained First Aiders

Staff Member Name Role Contact Details

Danielle Thompson Lead First Aider thompsond@ashlawn.org.uk

Rebecca Slater Science Technician slaterr@ashlawn.org.uk

Kat Wells DT Teacher wellsk@ashlawn.org.uk

Claire Hobson PE teacher hobsonc@ashlawn.org.uk

Lucy Bostridge Welfare Behavior Lead bostridgel@ashlawn.org.uk

Jonathan Ford PE Teacher fordj@ashlawn.org.uk

Lee Riley Head of Pe rileyl@ashlawn.org.uk

Chris Whitworth
Robb

Facilities Officer facilities@tlet.org.uk

Chris Meacham Senior Site Service Officer meachamc@tlet.org.uk

David Hyde Site Service Officer hyded@tlet.org.uk

Jill Johnson Resources johnsonj@ashlawn.org.uk
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Appendix 2 – Accident Report Form

Incident Reporting and Investigation Form

Please Tick✔ all relevant shaded boxes and complete all others where possible

Event Ref Number (To be completed by [Insert name])

Near Miss (no injury or ill-health,
but could have been)

Minor event (no treatment
required)

Injury (FA Treatment required) Moderate (absence required)

Ill Health (treatment or absence
required)

Major (RIDDOR Reportable, See
www.hse.gov.uk/riddor)

Part A - Event Details

1. Who was injured?

2. What happened?
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Surname: First Name:

Staff (S) /
Visitor (V) /
Pupil (P)

DOB:

Home Address:

Contact Phone Number(s):

Activity being undertaken?

http://www.hse.gov.uk/riddor


Data Protection Act 1998 Under the Data Protection Act 198, the data provided on this form will only be
used for the specific purpose of managing Health & Safety withinTransforming Lives Educational Trust
and will not be further processed in any other matter.

3. When and where did it happen?
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If a pupil, staff/helpers that were supervising

Name: Role/ Position:

Name: Role/ Position:

Name: Role/ Position:

Brief description of accident:

Date: Time:
(24 hour clock)

Location Address:



4. What injuries were sustained?

5. Evidence Attached?
Yes N/A
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Location Description:

Brief description:

Weather conditions:

Has this been reported to
HSE if required by
RIDDOR13?

Yes No Form reference & data:

What action was taken at the time of the event?
(e.g. first aid given, ambulance called)

Who took this action?

Name: Role/ Position:

Who reported the event?

Name: Role/ Position:

Investigation report (mandatory)

Witness Statements

Risk Assessments - copy (mandatory)



Part B - Investigation Results

6. What are the immediate, underlying and root causes of this event?
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Supervising Staff Statement

Photographs

Other evidence - please specify

Immediate causes (immediately visible or obvious factors)

Underlying causes (these are identified by asking why the immediate causes
happened)

Root causes (if we action these, we significantly decrease the likelihood of this
event happening again)



7. What do you recommend to prevent this event happening again?

8. Is this Risk Assessment(s) suitable and sufficient?

Part C - Post Investigation
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Is there a corresponding RA for the
activity?

● YES
● NO

Generic Specific

Does it (do they) require updating? Yes No

What do you suggest is included in the revised RA? Give details:

Action Plan: (must be SMART) By Whom? By When?
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Close Out Name:
Actions agreed
by Principal Signature:

Date:



Appendix 3 – First Aid Training Log

Name/type of
training Staff who attended

Date for training
to be updated

(where
applicable)

Emergency first aid
at work – level 3 Danielle Thompson 31.1.26

Emergency first aid
at work Rebecca Slater 18.7.24

Emergency first aid
at work

Kat Wells 18.7.24

Emergency first aid
at work Claire Hobson 18.7.24

Emergency first aid
at work Lucy Bostridge 18.7.24

First aid at work Jonathan Ford 29.9.24

Emergency first aid
at work Lee Riley 3.11.25

Emergency first aid
at work Chris Whitworth Robb 28.7.25

Emergency first aid
at work Chris Meacham 28.7.25

Emergency first aid
at work David Hyde 28.7.25

Emergency first aid
at work Jill Johnson 1.9.25
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