
 
 
 

KEW GREEN NURSERY FIRST AID POLICY 

Early Years Foundation Stage (2025) requirements – 3.36, 3.37, 3.38, 3.39 and 3.63, 

3.77, 3.78 

INTRODUCTION  

Kew Green Nursery recognises the responsibility to provide safe and effective first aid to 

children, staff and visitors. This policy gives an overview of how first aid will be provided at 

KGN. This policy also relates to how staff will minimise the risk of illness and infection 

within the nursery and the immediate first aid arrangements that will be administered, 

should they become necessary. 

OBJECTIVES 

At Kew Green Nursery all staff will provide reassurance to a child suffering a minor 

accident and, when necessary, administer first aid treatment. There is an experienced and 

trained first aider on site at nursery at all times from the hours of 08:00am to 4:00pm, 

Monday to Friday. In addition to this, and outside of operational opening hours, there are 

a number of trained first aiders at work and appointed people have specific roles. All 

nursery staff have completed the full 12-hour paediatric first aid training to cover the 

needs of our EYFS children. This is completed every three years. All staff receive first aid 

annual first aid refresher courses. 

Kew Green Nursery will:  

• provide sufficient and appropriate first aid resources and facilities  

• inform staff and parents of the nursery and school’s first aid arrangements  

• keep accident records and report to the Health and Safety Executive (HSE) as 

required under the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations 2013.  

ROLES & RESPONSIBILITIES  

The Managing Director of Gardener Schools Group Limited (GSGL) is ultimately 

responsible for the health and safety of their employees and anyone else on the premises. 

GSGL will ensure that their insurance arrangements provide full cover for claims arising 

from actions of staff acting within the scope of their employment. The School Head and 

Senior Leadership Team (SLT) will ensure that risk assessments of the nursery and school 

are undertaken and that the appointments, training and resources for first aid 

arrangements are appropriate. The School Head is responsible for ensuring this policy is 

put into practice. It is reviewed annually by the Estates Manager, Head of Nursery and 

Reception and Director of Estates.  

  

  



 
 
All nursery and school staff (teaching and non-teaching) are expected to do all they 

can to secure the welfare of the children. In the event of an emergency, the Head of 

Nursery and Reception, or any other appointed staff member, will:   

• call an ambulance if it is deemed necessary  

• carry out first aid treatment for all injuries over and above minor incidents.  

Nursery staff will be the first point of contact for the provision of all first aid assessment 

and treatment. In the case of a child needing further medical assistance or treatment, the 

child’s parents will be contacted. In the case of a medical emergency, the nursery staff will 

call for an ambulance. See ‘Record Keeping’ for the nursery staff’s responsibilities.  

In addition, they will:  

• maintain and register the first aid equipment  

• restock the first aid boxes/bags and ensure that all first aid kits prepared for trips 

and general use are suitable and sufficient for the number of participants  

• check all first aid kit boxes/bags monthly  

• inform the Head of Nursery and Reception and the Estates Department of all 

requirements for First Aid Qualification and refresher training needed for staff  

• maintain a first aid notice board in the small kitchen area.    

First Aiders at Work will support the nursery staff or staff member dealing with any first aid 

situation by:  

• giving immediate help to casualties with common injuries or illnesses, and escort 

those individuals with a more serious injury or illness to the duty first aider in the 

first aid designated area  

• responding immediately to an emergency when needed. All staff are trained to 

summon medical help in an emergency.  

The Head of Nursery and Reception will ensure that there is an ongoing cycle of training 

to meet the requirements of:  

• early Years – Paediatric first aid (as defined in Annex A of the EYFS 2025) 

• first aid at work and for schools  

• maintain a list of all qualified first aiders and paediatric first aiders in nursery and 

school and arrange and record all first aid training. 

 

 

 



 
 
 

 INDUCTION  

The Head of Nursery and Reception will:  

• provide information for new staff on the nursery’s first aid arrangements, health 

and safety, and emergency procedures, as part of their induction programme  

• advise new staff of any child, or staff member, who has specific health care needs, 

and where any medication is stored and who is authorised to administer it 

• notify all staff on the location of first aid equipment, facilities and first-aid 

personnel.  

 

PROVISION  

Our aim is that the nursery is a low-risk environment and in addition to this, the Site 

Manager, Head of Nursery and Reception and the nursery staff will consider the needs of 

specific activities, places and times when assessing the level of risk and what precautions 

may be needed to ensure the health, safety and welfare of all children and adults.  

In particular, they will consider:  

• nursery outdoor play provision 

• off-site visits 

• Outdoor Learning Programme 

• use of the first floor Art Room  

• adequate provision of qualified first aid personnel in case of absence, including 

trips  

• out-of-hours provision e.g. aftercare  

• arrangements to ensure that the required level of cover of both first aiders and first 

aider at work personnel is always available.  

While children are eating, there will always be a member of staff in the room with a valid 

full paediatric first aid certificate, including all emergency aid included in the criteria set 

out in Annex A including the procedures to implement if a child is found to be choking, 

unresponsive, having a seizure, bleeding, or suffering from shock. 

  



 
 
 

PROCEDURES 

Minor accidents  

The staff member on hand will initially assess whether the injured child requires first aid 

treatment. If treatment is deemed necessary, then s/he should be escorted to the first aid 

area.   

Serious accidents  

The nursery staff will deal with all serious accidents and ensure that no children are left 

unattended at any time. First-aid trained staff must assess the extent of the child’s injury to 

the best of his/her ability and act accordingly. If he/she deems an ambulance is necessary, 

this should be called without hesitation.  

If possible, the staff member who witnessed the accident will always stay with the child 

and accompany him/her in the ambulance or in hospital until their parents have been 

contacted. If an ambulance is not deemed necessary, but a trained first aider feels that the 

child should be checked over at hospital or be sent home for the rest of the day, the 

child’s parents or carer should be contacted and asked to come and collect the child.  

If a child is going to hospital after an accident at nursery, a copy of the accident report 

should be photocopied and sent with them either in the ambulance or given to the 

parents/carer for them to take to the hospital.  

ARRANGEMENTS FOR PUPILS WITH PARTICULAR MEDICAL CONDITIONS  

Please refer to the separate KGN Medical Policy.  

FIRST AID MATERIALS and EQUIPMENT  

The  Head of Nursery and Reception or Site Manager will ensure that:  

• first-aid containers are marked with a white cross on a green background.  

• sports bags are marked with a white cross on a green background.  

• first aid containers (the large green/red first aid bag) must be taken on all off-site 

visits  

• spare stock is kept in the first aid room at Kew Green Preparatory School, main 

reception and the Site Manager’s store. 

ACCOMMODATION   

First aid treatment should be given, if needed, at the site of the accident if it is deemed 

appropriate not to move the casualty. Other medical treatment and first aid treatment can 

be given in the nursery classrooms, or office area.  

  



 
 
 

HYGIENE / INFECTION CONTROL  

All staff administering medical and/or first aid treatment must adhere to the following 

basic hygiene procedures:  

• wear single-use disposable gloves when the incident involves the discharge of 

blood or other body fluids and dispose of these after use in double-wrapped bags 

• arrange for any spills to be contained and cleaned correctly by the Site Manager or 

a member of his team.  

REPORTING ACCIDENTS  

All accidents in the nursery, whether involving adults or children, must be reported to the 

Head of Nursery and Reception. The incident will be recorded on our online Famly portal 

and, if necessary, further reported to the Estates Manager who will, if it is required 

according to HSE guidelines, record and report the incident according to The Reporting 

of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) – (See 

Appendix 3).  

NOTIFICATION TO OFSTED 

In line with EYFS (2025) requirement 3.78, any accident/incident which results in a 

significant injury to a child requiring hospital/emergency treatment must be reported to 

Ofsted within 14 days of the event date. 

RECORD KEEPING  

For all minor accidents and head injuries, the accident will be recorded on our online 

Famly portal, which automatically informs the parents as to the nature of the injury and 

treatment given. Parents will be informed of a minor accident or injury on the same day 

that it occurs or as soon as possible after.  

Where the injury is more serious, the nursery staff will speak directly with the child’s parent 

or carer. This should be judged on a case-by-case basis and the Head of Nursery and 

Reception or Deputy Head should be informed. If a call is not deemed necessary, parents 

will still be informed on the same day or as soon as possible afterwards. Occurrences of 

this nature will always be recorded on the Famly portal.  

The Head of Kew Green Preparatory School must also be informed of the accident.  

Location of First Aid Boxes  

All first aid boxes are marked with a white cross on a green background. These are located 

in:   

• Head of Nursery and Reception’s office  
• Children’s toilets  
• Main nursery and upstairs classroom area. 



 
 
Contents of First Aid Bags  

All first aid bags throughout the nursery and school include the following:  

• antiseptic wipes (alcohol free)  

• baby wipes  

• gauze and saline pods eye pad  

• disposable gloves  

• ice pack  

• plasters: large and medium sized 

• sterile safety pins  

• sick bag  

• triangular bandage  

• unmedicated dressing 

RIDDOR REPORTING FORM  

THE REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES 

REGULATIONS 2013 (RIDDOR).  

The form can be downloaded from the Website:  

www.riddor.gov.uk email: riddor@natbrit.com  

Or you can contact the HSE by:  

Telephone: 0845 300 9923  

Reportable incidents will be reported to the HSE by the Domestic Bursars Office. In the 

unlikely event that the office is not contactable within 6 hours, then a report should be 

made by the member of staff who witnessed the incident, the WA/Site Manager or Deputy 

Head (Operations).  

All Accidents must be recorded onto the Famly portal.  

First Aid Qualification - Staff  

The majority, of all nursery staff have Full Paediatric First Aid training with the site team 

holding First Aid at Work  

 

This policy was written by the Head of the Nursery and made available to parents.  

Latest review:   November 2025  By: Head of Nursery and Reception – 

Rowena Heaton  

Next review:  September 2026 By: Head of Nursery and Reception – 

Rowena Heaton  
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