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1.0 INTRODUCTION 

1.1 In accordance with the Health and Safety (First Aid) Regulations 1981, it is the priority of Rugby 

School Group UK to always ensure adequate and appropriate First Aid provision when there 

are people on the school premises, and for staff and students during off-site visits and 

activities. 

1.2 The aim of this policy is to state the Group procedure for First Aid provision that reflects good     

practice in the Group and complies with our statutory obligations in line with the Health and 

Safety at Work Act, the Health and Safety (First Aid) Regulations 1981, the Management of 

Health and Safety at Work Regulations 1999 and any other applicable regulations 

 

2.0 SCOPE 

2.1 This policy applies to all Staff who work in the Rugby School Group UK and all associated 

subsidiaries of the Rugby School Group UK (‘the Group’) at Rugby School, Bilton Grange and 

Little Grange Nursery. 

2.2 This policy must be read by all Staff of the Rugby School Group UK.   

 

3.0  RESPONSIBILITIES 

Owner Responsible for 

Governing Body Oversight of First Aid provision for the 
Group. Ensuring policies and procedures 
exist to eliminate or reduce the risk of 
injury following incidents or ill health.    

Chief Operating Officer/ Headmaster Policy implementation 

Health, Safety and Fire Officer Maintaining and reviewing first aid policy 
and procedures, day to day compliance, 
providing relevant training to first aiders 
and induction to new starters, 
undertaking and maintaining first aid 
needs assessments and audits. 

Head of Department/Prep/Pre-prep/*House 
master/mistress/parent, /Nursery Manager 

Ensuring the correct level of first aiders 
within the department. Termly 
management of Safe Start board. *First 
aid trained 

Dhm First aid trained 

Matron First aid trained 

First Aider  Attend relevant first aid training, ensure 
first aid information for the department 
is kept up to date, maintenance of first 
aid kits, ensure Safe Start board is 
appropriately signed and up to date. 
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4.0 IDENTIFICATION OF FIRST AID NEEDS 

4.1 The Health, Safety and Fire Officer, on behalf of the Governing Body and working with Heads 

of Departments (HoD’s), is responsible for undertaking a First Aid Needs Assessment for the 

School, (appendix 1) and acting upon the results of this to ensure the relevant provision of 

Training, Equipment and Facilities are provided, as identified. 

4.2 The First Aid Needs Assessment will be reviewed annually alongside the review of the policy, 

or in response to changes to people, process, or premises within the Group. 

4.3 It is the responsibility of the HoD to alert the Health, Safety and Fire Officer when any such 

change occurs. 

 

5.0 IMPLEMENTATION OF FIRST AID NEEDS 

5.1 A central register will be held by the Health, Safety and Fire Officer detailing the level of First 

Aid provision currently held in each department, including names and certification of trained 

First Aiders, First Aid kit locations with required contents, and First Aid facilities, such as eye 

wash stations, defibrillators, and treatment rooms. This information will be made available to 

the School on the Health & Safety Portal (the Portal) via the Lander homepage. 

5.2 Heads of Department for Rugby School, Heads of Prep and Pre-Prep for Bilton Grange, and the 

Nursery Manager for Little Grange,  will review and confirm departmental First Aid Provision 

termly, as per Health and Safety Policy.  This will be overseen and driven by the Health, Safety 

and Fire Officer. 

5.3 The Health, Safety and Fire Officer will monitor and arrange First Aid Training at termly 

intervals when required, to ensure that nominated First Aiders across the Group remain 

confident and competent to support in an emergency, should the need arise.  

 

6.0 NOMINATED FIRST AIDERS 

6.1 As per job description, all Matrons (resident, non-resident, bank),House Parents, Nurses and 

Nursery Staff will be First Aid trained. All other departmental First Aid roles are voluntary.  

6.2 First Aiders take a voluntary role in agreement with the Head of Department, who nominates 

them. Consideration should be given to covering all department operating hours when people 

are present, planned absence and unplanned or exceptional absence. 

6.3 The level at which First Aiders are trained is determined within the First Aid Needs Assessment 

(Appendix 1) and largely depends on process and activity within the department itself. 

6.4 Where there is no person available as a nominated First Aider within a department, the HoD 

must appoint a person/s to be responsible for contacting Emergency Services if required. This 

person will be the Appointed Person and does not require First Aid training. 

6.5 The names and contact numbers of department First Aiders/Appointed Persons, along with 

the location of the nearest First Aid kit will be made available to all department members and 

visitors on the First Aid poster used by the Group, available on the Health and Safety Portal. 
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This will be displayed on the Safe Start notice board within each department, as per the Health 

and Safety Policy, and is subject to termly audit by the Health, Safety and Fire Officer.  

6.6 Nominated First Aiders/Appointed Persons are responsible for the termly check of First Aid 

Kits at the beginning of each term, (Health and Safety policy) and restocking these as 

appropriate at The San. Ice pack top ups are available via the Sports Department. 

 

7.0 FIRST AID KITS 

7.1 All general First Aid Kits will be identifiable with a white cross on a green background and are 

compliant with British Standard 8599-1:2019 or BS8599-2:2019 for motoring (appendix 2). 

7.2 All Rugby School academic staff are issued with a personal first aid kit, which must always be 

kept with them during working hours, both on and off premises when on School business. The 

contents of the kits are determined by the level of risk during an individual’s work activities, 

including core sports and overnight trips. These belong to Group 10 within appendix 1 and are 

checked during departmental meetings. 

7.3 Each department and boarding house within Rugby School and Bilton Grange, and Little 

Grange Nursery in its entirety will be allocated First Aid Kits with additional contents when 

required, as identified within the First Aid Needs Assessment, in relation to activities that occur 

specific to said  building or department. The trained First Aider(s) within each department is 

responsible for the maintenance of this on a termly schedule within the Safe Start period (see 

Health and Safety Policy) and whenever contents are used. 

7.4 The Health, Safety and Fire Officer will audit Safe Start activities each term, including but not 

limited to, First Aid Kit maintenance, in line with the Group Health & Safety policy.  

7.5 All workplace transport must contain a Travel First Aid Kit. These are managed by the Head 

Porter and are subject to Safe Start termly checks and audit. 

 

8.0 ANAPHYLAXIS 

8.1 All students with known allergies, or any other condition requiring emergency medication, for 

example epilepsy, are subject to an individual Healthcare Plan in line with the Group’s Medical 

Care Policy. This is managed and implemented by Nurses at The San, Bilton Grange and Little 

Grange Nursery and will determine the level of care provided. For more information on other 

conditions, please see the Medical Care Policy. 

8.2 In line with current MHRA guidance, any person prescribed an Auto Adrenaline Injector (AAI) 

should always carry two with them. The Group provides spares at the following locations, to 

mitigate risk of forgotten, expired, or broken pens in an emergency: 

Rugby School 
 

Bilton Grange 

Sports Centre Prep School Kitchen Servery 

Collingwood Centre Pre-Prep 
Surgery                                    
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The San Medical Centre Little Grange Nursery Office  

Science Department  

New Day House  

English Department, New Quad  

 

These are managed by The San and Bilton Grange Nurses, via the Medical Care Protocol and 

do not replace the need for individuals to carry their own. 

8.3 All personal AAI’s for Bilton Grange students are to be kept within the classroom they are using, 

in an orange bag attached to the inside of the door, as per the Medical Care Policy. This bag is 

to be handed to any person taking the student out of the classroom and must always 

accompany the student around the site.  

8.4 The locations of all AAI’s will be made available to members of and visitors to the School via 

the department Safe Start board, as per the Health and Safety Policy, and is subject to termly 

audit by the Health, Safety and Fire Officer. 

8.5 For suspected anaphylaxis in persons with no known allergy, dial 999 immediately and request 

ambulance services. Use the department Safe Start board to locate the nearest spare AAI and 

administer only if advised to do so by Emergency Services.  

8.6 All teaching staff must complete the EduCare module ‘Understanding Anaphylaxis’ upon 

induction to the Group and annually thereafter. This will form part of ongoing mandatory 

training. Practical Auto Adrenaline Injector training is available via Nurses at The San and Bilton 

Grange. 

 

9.0 FIRST AID ON TRIPS 

9.1 A suitable First Aid Kit must be taken on all trips away from the School. These are supplied on 

a loan basis by The San and Bilton Grange Nurses, should Group 10 provision be deemed 

insufficient.  

9.2 Trips and off-site visits are to be assessed on an individual basis, using the First Aid Needs 

Assessment (appendix 1) and the risk assessment for the trip to determine the level of 

provision required. This is to be completed by the person arranging the trip and checked by 

the Educational Visits Coordinator. First Aid Kit requests should be submitted to The San or 

Nurses at Bilton Grange at least 7 days prior to the trip taking place, to allow sufficient time to 

assemble the required contents.   

9.3 The relevant First Aid Kit will be available for collection from The San or Bilton Grange 

treatment room 48 hours prior to the trip commencing, unless otherwise advised, and will be 

signed out by the person collecting it. 

9.4 If it is determined that an Automatic Adrenaline Injector is required as part of the kit, 

arrangements should be made for a suitably trained person to attend the trip. 

9.5 Medication is not kept within First Aid Kits. This can be obtained separately, if required, via 

The San or Bilton Grange Nurses, as per the Medical Care Policy. 
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9.6 All loaned First Aid kits taken off site are to be returned and signed back into The San or Bilton 

Grange Nurses upon completion of the trip.  

 

10.0 DEFIBRILLATORS   

10.1 All First Aiders are trained on how to operate a defibrillator as part of the First Aid syllabus. 

10.2 To access a defibrillator call 999 and request the ambulance service, quoting the unique 

identifier number on the yellow defibrillator case. The operator will then provide the access 

code to the external case and instructions for use. 

10.3 There are defibrillators at the following points around the schools:  

Rugby School 
 

Bilton Grange 

The Old Armoury Quad Entrance - internal 

James Pavilion Swimming Pool 

Sports Centre  

The San  

           

10.4 Locations of defibrillators will be made available to members of and visitors to the School via 

department Safe Start boards in line with the Health and Safety protocols, and are subject to 

termly audit by the Health, Safety and Fire Officer.  

 

11.0      INCIDENT REPORTING 

11.1 All Rugby School incidents must be reported to the Health and Safety team via the Incident 

Form on the Lander homepage, within 24 hours of the incident occurring, or as soon after as 

is possible, and by a person that witnessed the incident or was first on the scene. This includes, 

but is not limited to, incidents that occur whilst off-site and whilst on trips. 

11.2 All Bilton Grange and Little Grange incidents must be recorded in-house, checked for trends, 

and escalated as necessary for remedial action. Parents of injured children must be notified at 

the earliest convenience. If an injury requires escalation to the School Nurse or any other 

medical intervention, it must also be reported via the Incident Form on Lander homepage. All 

incident information will be submitted to the Health and Safety team each term for review.   

11.2 The Health and Safety team must be informed when the outcome of a previously reported 

incident changes or in response to any of the following circumstances: 

11.2.1 An injury or symptoms worsen following an incident. 

11.2.2 The outcome of the initial incident changes, i.e., an injury becomes apparent. 

11.2.3 Escalation for the review or treatment of injuries takes place, including but not limited to: 

• Referral to a Nurse, The San, GP, or other medical practitioner 

• Diagnostic testing results and outcomes, including x-rays, scans, and assessments. 

• Onset of concussion symptoms and outcomes of concussion assessments 

• Prescribing of medication following the initial incident report submission. 
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11.3 Further incident information will be submitted to the Health and Safety team by any person 

referring or in attendance with a staff member, pupil or visitor that requires medical escalation 

following an initial incident. This includes, but is not limited to Boarding House Staff, 

Matrons/House Mothers Teaching Staff, O&A staff, and Sports Centre Staff.   

11.5 The Health, Safety and Fire Officer will collect this data and use it to identify RIDDOR reportable 

incidents and trends that prompt further investigation, introducing control measures where 

possible to reduce the likelihood of recurrence. This information will form part of the termly 

Health & Safety Report that is shared and discussed during both Health & Safety, and Risk, 

Compliance and Safeguarding Committee meetings. 

 

12.0       POLICY OWNER 

12.1 Health, Safety and Fire Officer. 

12.2 Operations Department. 

 

13.0      RELATED POLICIES AND GUIDANCE 

Guidance on the use of auto-injectors in schools, Department of Education 

Medical Care Policy, Rugby School Group 

Health & Safety policy, Rugby School Group 

Safe Start Protocol, Rugby School Group 

Health and Safety at Work etc Act 1974 

First Aid at Work, The Health and Safety (First Aid) Regulations 1981 

Management of Health and Safety at Work Regulations 1999 

www.gov.uk/drug-safety-update/adrenaline-auto-injector-advice-for-patients 

 

14.0      FURTHER INFORMATION 

Further information about this policy can be obtained from the Health, Safety and Fire Officer 

on rsw@rugbyschool.net. 

  

mailto:rsw@rugbyschool.net
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         Appendix 1                                     First Aid Needs Assessment 
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 Appendix 2                                             British Standard 8599, First Aid kits        

         Guidance on quantity of First Aid kits per group 

 

Number of people 

 

  

Small 

 

Medium 

 

Large 

 

Groups 1, 2, 5, 7, 8.      

Less than 25  1   

25-100   1   

100 +     1 

Groups 3, 6, 9.    

Less than 5 1     

5-25   1   

25 +     1 

http://evaq8.co.uk/British-Standard-Compliant-Deluxe-Workplace-First-Aid-Box-BS-8599-1.html
http://evaq8.co.uk/British-Standard-First-Aid-Box-BS-8599-1-100.html
http://evaq8.co.uk/british-standard-first-aid-box-bs-8599-1-Large.html
http://evaq8.co.uk/British-Standard-Compliant-Deluxe-Workplace-First-Aid-Box-BS-8599-1.html
http://evaq8.co.uk/British-Standard-First-Aid-Box-BS-8599-1-100.html
http://evaq8.co.uk/british-standard-first-aid-box-bs-8599-1-Large.html
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Guidance on quantity of First Aid kit for Group 4 – Transport 

 
  

 

 

 

Number of Passengers/Vehicle Type 

  

  

  

Small 

  

  

Medium  Large
 

Group 4    

1-3 passengers / Motorcycle, Moped, Quad 1     

1-8 passengers / Car, Van, Taxi, Commercial Vehicle   1   

1-16 passengers/ Minibus, Small Bus     1 

17+ passengers / Bus, Coach     2 

http://evaq8.co.uk/British-Standard-Motorcycle-First-Aid-Kit-in-Soft-Wallet.html
http://evaq8.co.uk/British-Standard-Car-Van-First-Aid-Kit-in-Box.html
http://evaq8.co.uk/British-Standard-Bus-Coach-First-Aid-Kit.html
http://evaq8.co.uk/British-Standard-Motorcycle-First-Aid-Kit-in-Soft-Wallet.html
http://evaq8.co.uk/British-Standard-Car-Van-First-Aid-Kit-in-Box.html
http://evaq8.co.uk/British-Standard-Bus-Coach-First-Aid-Kit.html

