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	Hazard/Risk
	Who is at Risk?
	Normal Control Measures
	Additional Control Measures
	Risk 
Rating
H/M/L

	Inadequate Emergency Response
	Staff, pupils, visitors, contractors
	· School is situated approximately 4 miles from Barnet General Hospital which has a large Accident and Emergency Department;
· Office is always staffed so 999 or 111 calls can be made immediately;
	

	M

	Inadequate provision of first aid
	Staff, pupils, visitors, contractors
	· Nine staff are qualified First Aiders including both office staff, so help is easily accessed;
· Two First Aiders have completed the comprehensive 3-day course;
· Training records kept up to date by office staff so that First Aid qualifications do not expire, and refresher training is booked in a timely fashion;
· Certificates are valid for three years;
· Managers evaluate first aid provision in the school on a regular basis – this has resulted in two additional members of staff recently undertaking training;
· Signs around the school inform the school community who the First Aiders are and where the nearest First Aid box is situated;
· Two defibrillators are kept on site:  one in the staff room  and one in the office and they are signposted. All First Aid trained staff have been trained in how to use them but they are straightforward enough to be used by anyone;
· Student medical records are monitored and updated regularly.  If any pupil with anaphylaxis requiring an epipen enrols at the school, staff will receive specialist training on how to administer the correct medication;

	

	L

	Unaware of how to summon first aid provision or an ambulance
	Staff, pupils, visitors, contractors
	· Managers ensure that new staff are made aware of first aid arrangements;
· Managers are responsible for a list of first aiders to be prominently displayed in each work area;
· In the event of someone being injured, and that it is serious, and an ambulance might be required, the following procedure is followed:
· Locate the nearest first aider; 
· Tell the first aider what has happened and describe the symptoms;
· The first aider will take control and issue instructions accordingly;
· An injured child must not be left unsupervised at any time;
· If an ambulance is necessary, give information as required
· Office staff/caretaker will arrange for the main gates to be opened to allow access for the ambulance;
· Ensure that any relevant medical information is available should the paramedics require it ie allergies.  This information for pupils is kept in the main office;
· Inform the parent/carer if it is a pupil who is ill or has been injured;
· If it is another member of the school community, ask if they wish for someone to be contacted on their behalf.
	
	L

	Insufficient first aid supplies
	Staff, pupils, visitors, contractors
	· First aid bags are checked on a monthly basis by the school receptionist who is a first aider. Expiry dates on supplies are checked and contents disposed of if they are out of date;
· First aid bags are replenished each time supplies are used from them;
· First aid bags are stocked according to St John Ambulance recommendations and updated according to current policy;
· Sufficient supplies are maintained for the types of injury likely in that area.  For example, eye wash is kept in the Science laboratory, additional ice packs near the sports hall;
· First aid bags are stocked with the contents of a protection kit as standard eg gloves, to reduce the risk of transfer of contaminated bodily fluids;
	
	L

	Head injuries
	Staff, pupils, visitors, contractors
	· Anyone with a head injury, however small, MUST be seen by a first aider;
· Pupil with head injury MUST NOT be left alone at any time;
· First aider will decide if injured person should go home to seek further medical help;
· Parent/carer informed if a child has a head injury;

	





	M






	Asthma
	Staff, pupils, visitors, contractors
	· List of pupils who suffer from asthma is kept in the school office;
· Staff and pupils declare on medical form if they suffer from asthma, epilepsy or other long term conditions such as diabetes;
· Inhalers are kept in an unlocked drawer in the school office for easy access in an emergency;
· All inhalers are named;
· If a pupil needs to use their inhaler, this is recorded in the medical book;
· Phone calls to parent/carer as required;
· Pupil requiring more than maximum dose of inhaler must be sent home for medical attention.
	· Emergency asthma kit is kept in the school office
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	Pupils requiring prescribed medication to be administered in school
	Staff, pupils
	· Any medication, prescribed or otherwise, which is not handed in on arrival at school, will be taken from the pupil’s possession for safe storage in the school office
· If a pupil has not taken their usual prescribed medication at school, a member of staff will contact the parent/carer prior to administering any medication, and obtain written permission/instructions if necessary
· Medication can only be administered/taken in the school office, under the supervision of a trained first aider
· Any medication administered will be logged in the medication folder
· Pupil prescribed medication is kept in an individually named compartment in a locked filing cabinet in the school office.
·  Medication must be provided in the original box with the pupil’s name clearly printed.
· Medication will not be returned to the pupil, but handed to the parent/carer directly, or the driver/escort on school transport at the end of the school day.
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	ACTION PLAN
	Further Action or
	Controls required
	
	
	
	

	Hazard
	Action Required
	Person to undertake action?
	Priority
	Projected time scale
	Notes/comments
	Date completed
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