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First Aid, Administration of Medication,

Sudden Illness and Emergency Treatment
First Aid

Under duties set out in the Health and Safety (First Aid) Regulations 1981, the Club recognises its responsibilities in providing adequate and appropriate equipment, facilities, and personnel to enable suitable first aid to be given at the club.

The club will have designated members of staff on the rota responsible for First Aid at all times, highlighted in red. This person(s) will have an up to date Paediatric First Aid certificate. They are responsible for maintaining the correct contents of all First Aid boxes and administering basic First Aid when necessary and appropriate.

The manager or deputy will ensure that there will always be at least one member of staff with a current paediatric first aid certificate available during club sessions. First aid training will be regularly updated, and all first aid trained staff are updated of any changes that arise.
Accident Reports and Incident Reports

An accident form will be completed by the first aider who dealt with the accident or incident. This form will need to be signed by the first aider, a witness and the parent/carer. In the event of further medical treatment being required the accident form will be copied and given to parent/carer.
Accident Form – See Appendix 1
First Aid Box
The First Aid box will be regularly checked to ensure its contents are up to date, in good condition and fulfil the criteria set out in the Health and Safety (First Aid) Regulations 1981. 

The box should contain a minimum of: 

· 1 leaflet giving general guidance on first aid

· 1 protective face shield for performing CPR

· 20 individually wrapped sterile adhesive plasters of assorted size. Only use ‘hypo – allergenic plasters for children and 20 blue coloured plasters for food handlers.

· 2 Sterile eye pads

· 4 sterile, individually wrapped triangular bandages

· 6 medium wound dressings (12cm x 12cm) individually wrapped and sterile.

· 2 large wound dressings (18cm x 18cm)
· 1 roll of hypo –allergenic tape

· 3 or more pairs of disposable gloves

· 1 pair of scissors or shears with rounded edges

· 10 ‘packs of 5’ sterile gauze swabs (5cm x 5cm) for cleaning a wound – cotton wool must not be used.

· 1 finger bandage and applicator 

· Single use burns gel dressing

· Alcohol free wipes

The location of the First Aid box is known to all staff (Inside the staff cupboard top shelf of unit, door is open during club hours) and the first aiders on duty are named and ticked each day on the collection sheet. Staff members who are First aid trained are also identified on the staff photo board and on the staff rota, highlighted in red.
The outings First aid box will be taken on off site visits or outings (for example to the library) and there will be at least 1 member of first aid trained staff. Before heading out the first aider will check the contents of the first aid box and that there is everything they require. They will also take any medication that the children may need such as inhalers, Epipens etc, Emergency contacts for staff and children, drinks, snack and a club mobile phone. 
Administration of Drugs/Medicines

The designated first aider or Manager will ensure that appropriate training is in place for administering medications. Further training for staff will be conducted if necessary. 
• Wherever possible, children who are prescribed medication should receive their doses at home. 

• Staff may only administer medication to the child if it is prescribed by a GP, and, if the request to do so is from the child’s parent or carer and is given in writing at the start of a session, stating frequency and dosage. Parents/carers can make such a request by completing and signing the Administrating Medication Form. 

• Staff have the right to decline such a request from a parent/carer if they are in any way uncomfortable with this. The club is likely to decline a request from parents/carers to administer medication where this involves technical knowledge or training. Further knowledge/training will be obtained if appropriate. 

Staff will not administer ‘over the counter’ medication, only that prescribed by the child’s GP. 

A completed medication form for the administration of medicines, prescribed oral medication and asthma inhalers must be signed and dated. 
The details required on this form should include:
Child’s full name

Type of drug/medicine administered.
Date and time administered.
Dosage

Name & signature of person administering the drug.
Name and signature of witness.
Time of notification to child’s parent when administration of drug has been given in an emergency.

Note of any known allergy to medication suffered by children attending the group.
Signature of the parent/carer.
The Club may hold inhalers for some children i.e. asthma pumps, and these will be administered as necessary. Full details of medication administered will be recorded in the drug/medication register.

The medical instruction form must show the frequency dosage and other pertinent information. Only a first aid trained member of staff can administer medication.  

They will be responsible for:

1. Acquiring prior consent 

2. Recording all details

3. Ensuring the medication is properly labelled and safely stored during the session.
4. Ensuring another staff member witnesses that the correct dosage is given.
5. Ensuring parents/carers sign the drugs/medication register to acknowledge that the medication has been given.
Emergency medication 
In cases where emergency medication is required such as EpiPens, hypodermic injections etc the Sunflower Club will require the following information:

1. Parent must provide details of known allergy to medication.
2. Drug must be prescribed by GP.
3. Drug must be kept in secure place.
4. Drug must be clearly labelled with child’s name.
5. Drug register must be kept.
6. Club must have a letter of authority from the child’s parent providing specific consent for the insured to administer the medication.
7. Training in the administration of the drug must be as stipulated by the child’s GP or Consultant and if required the Sunflower Club must provide proof of such training to their insurance company.
8. A care plan will be made with the parents and on some occasion’s advice from the child’s doctor, it will state the child’s condition and a brief description of this, what the child needs, any things they must avoid and special requirements while at club or on outings. Including emergency care requirements.
Procedure in the event of sudden illness of a child or member of staff
At Sunflower Club we aim to deal efficiently and effectively with illnesses and emergencies that may arise while children are in our care, whilst promoting good health to all. 
Children’s Illness
If a child is injured or falls ill during the session, the child's welfare is paramount.

First aid should be administered as necessary. The child should be made as comfortable as possible, perhaps with a blanket and cushions on the floor and child or adult for comfort. Should there be concerns that the child has a contagious/infectious illness the child and staff member will remain in an area away from the main group.
One adult will be assigned to stay with the child, occupying them with quiet activities as appropriate whilst ensuring they are warm and comfortable and monitoring their condition. A child with a high temperature may need some clothing removed and tepid sponging.

The Manager or Deputy will contact the child's parent/carer and give them details of the illness and ensure arrangements are made to collect the child as soon as possible.

Where a parent/carer cannot be contacted the Manager or Deputy should contact the child's doctor for further instructions.

If a child comes through from class complaining of feeling unwell we aim to check with the teacher if they have been poorly throughout the day. 
Infections and Communicable Diseases

Parents will be notified immediately if their child has become ill and needs to go home.  Poorly children will be comforted, kept safe and under close supervision until they are collected.  If an infection or communicable diseases is suspected the Club will isolate the child and follow the “Guidance on Infection Control in Schools and other Childcare Settings, 2017” guidelines regarding illness and exclusion.
Staff Illness
All staff should complete a staff record form showing emergency contact details.

If a member of staff falls ill whilst on duty, they will be given the opportunity to go home. If necessary, the staff member's next of kin may be contacted to arrange a lift.

If the staff: child ratios, then fall to less than 1:8 the manager or deputy will attempt to arrange supply cover.  

The children's safety must be always considered, and details of staff sickness should be discreet and kept confidential from children etc.
The same exclusion periods are applicable to staff if they are sick.
Major Accidents, Incident or Illness
The designated first aider will be notified in the first instance and along with the Manager or deputy take responsibility for deciding upon appropriate action. 

Staff are empowered to carry out emergency medical treatment with parents/carers having given consent to this on the registration form. Parents/carers are also required to complete and sign the medical treatment forms for children when required (for example in the use of an Epipen or giving insulin).
All accidents or incidents will be recorded at the first appropriate opportunity.
Procedure
In the event of such an event, the following procedures will apply:

• In the first instance, the First Aider on duty will be notified and take responsibility for deciding upon the appropriate action. They will assign a member of staff to supervise the rest of the group of children and to move them to another designated safe area if necessary.
• The First Aider will assess the situation and decide whether the child needs to go straight to hospital or whether they can safely wait for their parent/carer to arrive.
• If the child needs to go straight to hospital, an ambulance will be called. The parent/carer will also be contacted. A member of staff will accompany the child to the hospital and stay with them at all times until the parents arrive.  Children’s registration form will be taken to hospital with the child. 

• If the child does not need to go straight to hospital but their condition means they should go home, the parent/carer will be contacted and asked to collect their child. In the meantime, the child will be made as comfortable as possible and be kept under close supervision (from this point on, the provisions of the club’s Infectious and Communicable Diseases policy will govern the child’s return to the club).

• Parents/carers will be made fully aware of the details of any incidents involving their child’s health and safety, and any actions taken by the Club and its staff.

• All such accidents or incidents will be recorded in detail and logged in the Incident Record Book or on an Accident Form. Parents/carers will be asked to sign in the relevant section of the book/form to acknowledge the incident or accident and any action taken by the club and its staff.

• The manager and other relevant members of staff should consider any next step actions, making suitable adjustments where necessary for the situation. 

Ofsted will be informed of any emergency incidents or any child that is taken to hospital.
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Sunflower After School Club       MEDICATION CONSENT FORM
1. I understand that the Sunflower After School Club can only administer medication prescribed by a registered General Practitioner. As the parent/guardian of the child named below, I give my permission for a first aid trained member of staff to administer the prescribed medication named below.  Please speak to the Manager if you have any questions.

2. A separate form is required for each medication prescribed.

3. All medicines should be supplied in original containers and must have the children’s name printed on.
4. The Sunflower Club cannot be held responsible for any reaction or side effects that a child may suffer as a result of taking the prescribed medication.

5. Staff cannot give medication if this form is not clearly completed and signed by the parent or guardian.
 You may be asked to provide a letter from your child’s GP or Consultant stating the condition    the medication is prescribed for; and stipulating the training required prior to administration of    the drug.

If my child requires immediate medical treatment before I am able to get to the Hospital, I hereby authorise the manager, or a delegated member of staff, to consent to emergency medical treatment on my behalf.

Child's Name .………………………………………………Date of Birth ……...………..

Name of medication ..................................................................................................

Dose required …………………………………………………………………..……….…..

Frequency required ...................................................................................................

Times when medication should be administered ........................................................

Date treatment begins ..............................Date treatment ends. ……….…..…………..

Any known side effects ...............................................................................................

GP’s Name……………………………….. GP’s Tel No…………………………………….

GP’s Address or surgery …………………………………………………………………….

Any other relevant medical information (ie allergies, family medical history etc) 


.
……………………..……………………………



Name of Authorising Parent…………………………………………………………..

Signature…………………………………………. Date .....................................................

Emergency contact numbers Phone Number:  (1)…………………….......................... 

(2)………………………....................
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