
 
 
 
 
 
 
 

First Aid Policy 
 

Health and Safety legislation places duties on employers for the health and safety on their employees and 
anyone else on the premises. East Street Early Years CIO staff are able to take action to apply first aid 
treatment in the event of an accident involving a child or adult.  
 
Procedures 

• All staff within the setting are trained in Paediatric First Aid.  This qualification is renewed every three 
years.   

 

• Certificates gained are held in in the Early Years main office in individual staff files. 

 

• Our first aid kits comply with the Health and Safety Regulations 1981 and are checked monthly and re-
stocked as necessary.   

 

• First aid boxes are located in all Early Years rooms.  The first aid boxes are all easily accessible to the 
adults but out of reach of the children.   

 

• At the time of admission to the setting, parent’s written permission for emergency medical advice or 
treatment is sought.  Parents sign and date their written approval each time medication is administered. 

 

• Minor injuries will be treated by a qualified first aid practitioner. For more serious injuries Early Years staff 
will make an informed decision to contact parents and carers to seek further treatment from medical 
professionals.  In cases of serious injury, the emergency services will be called and parents will be 
informed immediately. 

 

Accident Procedures  

• Check casualty is breathing.  

 

• Check pulse and look for signs of bleeding. 

 

• Check for sign of serious injury. 

 

• If head, spinal or major leg injury is apparent, DO NOT MOVE casualty, otherwise if unconscious, 
place in the recovery position. 

 

•  Call ambulance. 

In all other cases, move casualty to a safe/dry area.  Treat minor injuries, complete an accident form and 
pass on to the office.  Staff report all injuries involving first aid treatment to parents through one of the 
following: 

• Face to face communication 

 

• Contact books 

 

• Telephone call  

 



• Accident form 

 
 
Hospital Procedure          
In the event of an emergency which requires a child or adult needing to go to hospital 
or a doctor’s surgery, the following procedure will take place: 
 

1. Dial 999 – ask for an ambulance. 
 

2. Contact the child’s parents/carer, if this is not possible, contact the emergency contact number on 
the child’s registration form. 

 
3. If a member of staff is to accompany the patient, make sure that emergency cover is available to 

take over if needed – staff ratios must be maintained at all times. 
 

4. Take the following details of the child to the hospital with you: 
a) Name, age, address and telephone number 
b) Name and address of child’s doctor 
c) The contact number for the parents (if at work or elsewhere) and the address if possible. 
d) If the child has had a tetanus vaccination. 
e) If the child has any known allergies, e.g. penicillin. 
 

5. The person accompanying the child must be able to give an accurate account of the accident. 
 

6. If the child is transported by car, alert the hospital before you leave. 
 

7. The remaining staff should continue to work as normal and reassure the children that all will be well. 
 

Medical Treatment 
It is the policy of East Street Early Years to admit children to our groups when they are well enough to 
attend and we recognise that they may be receiving a course of treatment although they are well enough to 
attend. We will therefore administer medicines in certain circumstances. 

• Medicines and other treatment will not be administered without signed permission from the 
parent/carer. 

 

• All medicines/treatments (including sun creams) must be marked with the child’s name and clear 
instructions. Prescription medicines must have the chemist’s label with full details.  We will only 
administer medication written in the English language.  

 

• Parents must arrange for staff to have any instruction required to administer treatment.  A medicine 
request form giving prior written permission for staff to administer medication must be completed by 
the parent/carer.  On the form it must state the name and dosage of the medication, and the time 
that staff will be required to give medication. It will be necessary for the parent to complete a 
medicine request form for ‘each day’ before leaving their children in a session. 

 

• If the administration of medicines requires technical/medical knowledge, then individual training will 
be required for staff from a qualified health professional. Training is specific to the individual child 
concerned, and therefore staff would repeat the training for each individual child. 

 

• Storing medication - Medications are kept out of the way of children and are either stored in the 
refrigerator or high level cupboard.  
 

Sick Children 
East Street Early Years does not aim to exclude children from its activities unnecessarily, but we do have a 
responsibility to all our users and ask parents/carers to recognise this when their children are sick. 
 



Children with infectious or contagious diseases will be excluded for the periods laid down in health 
guidelines (Communicable Diseases Procedures). Should staff suspect a child has an infectious disease 
they will request that parents consult a doctor before returning the child to sessions. 
 
If a child becomes ill while attending a session and must be sent home, staff will inform parents/carers or 
an emergency contact.  While awaiting the arrival of parents/carers the staff will ensure the comfort of the 
child, taking appropriate action which may include seeking medical advice.  If the child is in danger, staff 
will seek medical advice immediately, ringing for an ambulance on 999. 
 
In case of infestations such as head lice, staff will inform parents verbally and with a letter of the problem 
and advise them how to proceed. 
 

• In case of a high temperature, Establish what a child’s average temperature is when they first start 
within the Early Years.  If a child is suspected of having a high temperature the child’s temperature 
is taken using an ear thermometer.  Repeat check after 20 minutes. If the child’s temperature is 
above 38⁰C the Parent/Carer is called to advise them of their child’s condition.  Permission is sought 
from the Parent/Carer, to administer Calpol, if consent has not already been given.  Under no 
circumstances will Calpol be given, until the Parent/Carer are able to confirm that no Calpol 
has been administered to that child within the last four hours. The Parent/Carer will be asked 
to collect the child if the temperature rises to 39⁰C, 
 

•  
 
 
Staff will inform parents/carers of any concerns about a child’s health. 
 
Parents/carers are responsible for keeping staff informed about the child’s health 
 
Anaphylaxis  
                                           
East Street Early Years is 100% nut free.  We need to ensure that children and staff with life-threatening 
allergies are properly protected in an Early Years environment.  Under the Anaphylaxis Policy, East Street 
Early Years requires the following parent co-operation: 

• No food products containing nuts may be brought into the Early Years by parents.  
 

• If any child or staff has eaten peanut butter or a peanut/nut product at home for breakfast they 
must wash their hands and faces with water and soap as well as brush their teeth well before 
attending the setting. 

 

• Parents with anaphylactic children must complete an Individual Plan for Emergency Procedure 
for their child.   Children will not be allowed into the Early Years until appropriate training has 
been received by staff. 

 

• Parents with anaphylactic children must provide a dedicated prescription Epipen for their child 
that remains at the Early Years at all times.  This pen will be taken on every outing with the child. 

 

• The majority of staff will receive annual training on emergency procedures and Epipen use.  
 

• A notice of all children’s allergies will be posted in the room including photos of children making 
them easily identified by all members of staff. 
 

• Epipens and Asthma inhalers must be provided to staff in a clearly labelled bag with the child’s 
name on the outside and the medication’s expiry date.  

 

• The medication must be clearly labelled with instruction for use. 
 

• The East Street Early Years Medication Administration form should be included in the bag 
indicating the dose per use and the time of day when it should be administered.  

 



Written Records 
All medication forms will be completed by the member of staff administering or applying the medication. 
Members of staff administering medication are required to complete the form with the date, time, dosage 
and their signature each time medicine has been given.   A senior member of staff is required to witness 
the administering of any medication to any child and is required to countersign once medication has been 
given. 
 
This policy should be read in conjunction with our Supporting Children with Medical Conditions Policy. 
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