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Health and Safety Coordinator. The Data Officer and the Reception Team in all sites also 

holds an important role in First Aid and Medical policies, as they are in charge of keeping an 

up-to-date list of students from all campuses with food allergies and liaise with the catering 

company around the special menus they require.  

 

In order to incorporate the medical information of new intakes every year, the school includes 

a complete medical form in the Admissions Booklet for families to fill in. Further from this, a 

medical form is available on Cognita Connect for families to report pupilsô recently diagnosed 

conditions to the school. This information must be confirmed by a doctor and a medical 

certificate must be provided to the school. This information is revised by the school nurse 

and logged on the database as well as communicated to relevant Heads of Pastoral and 

teachers.   

 

3. First Aid Training 
 

3.1 We carefully consider, and review annually, the training needs of our staff to ensure that 
suitable staff are trained and experienced to carry out first aid duties in our school. In 
particular, we consider the following skills and experiences: - 
 

¶ Reliability, communication and disposition, 

¶ Aptitude and ability to absorb new knowledge and learn new skills, 

¶ Ability to cope with stressful and physically demanding emergency procedures, 

¶ Normal duties are such that they may be left to go immediately and rapidly to an 

emergency, and 

¶ Need to maintain normal operations with minimum disruption to teaching and learning. 
 

3.2 First Aiders in our school have all undertaken appropriate training. They have a qualification 
in First Aid for School Staff (First Aid at Work preferably to include Paediatric training). The 
school liaises with our training provider to make sure that the training can be tailored to the 
specific needs of the school, taking the local regulations on the use of defibrillators and the 
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5.3 The School Nurse is responsible for examining the contents of the first aid boxes. These are 
checked frequently and restocked as soon as possible after use. Extra stock is held within 
the school and items discarded safely after the expiry date has passed. We do not keep 
tablets, creams or medicines in the first aid box unless this is absolutely necessary such in 
cases of severe allergies where the school is required to keep auto injector devices in the 
First Aid Box of the Lunch Hall. 

 

5.4 Our first aid boxes are kept in the following places:  

 

BSB CASTELLDEFELS  
  

¶ Main Lunch Hall   
¶ P.E Office   
¶ 6 portable First Aid Boxes for trip and 2 bag Portable First Aid Kit for 

trips.   
¶ Staffroom EYFS   
¶ EYFS Floor (Shared toilet between Nursery and Reception)   
¶ EYFS Lunch Hall   
¶ Staffroom Primary   
¶ Staffroom Secondary   
¶ Science Department 304 and 311   

  
  
BSB NEXUS   

¶ Reception   
  

  
BSB SITGES   

¶ First Aid Room   
¶ 3 portable First Aid Boxes   
¶ Staffroom   
¶ Food Technology Room   
¶ EYFS   
¶ Lunch Hall Toilets (accessible from playground).   
¶ P.E   

  
   4
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Incident Reporting Form may require completion for any serious accident, incident or 
occurrence. 

 

7.3 Any treatment of first aid is recorded by the person who administered first aid or by the 
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or ill health. We record any incidents that occur on the premises, and these may include a 
break in, burglary, theft of personal or schoolôs property; intruder having unauthorised access 
to the premises, fire, flood, gas leak, electrical issues. 

 
 

9. Hospital treatment 
 

9.1 If a pupil has an accident or becomes ill, and requires immediate hospital treatment, the 
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with or near pupils who need them. Three times a year the First Aid Coordinator/School 
Nurse will check the expiry dates for all medication stored at school and the details will be 
stored on Medical Tracker.  
 

11.7 Sharps boxes are used for the disposal of needles. All sharps boxes in the school are stored 
in a locked cupboard unless alternative safe and secure arrangements are put in place. If a 
sharps box is needed on an off-site or residential visit, a named member of staff is 
responsible for its safe storage and return to a local pharmacy or to school or the pupilôs 
parent. Collection and disposal of sharps boxes is arranged by the school biannually. 

 

12. Defibrillators (AED) 
 

12.1 The school has 8 defibrillators. 
 
Å BSB Castelldefels Reception  
 
Å BSB Sitges Reception  
 
Å BSB Nexus Reception  
 
Å BSB Castelldefels Theatre  
 
Å BSB Castelldefels Main Lunch Hall  
 
Å BSB City Foundation Reception  
 
Å BSB City Main Campus Reception  
 
Å BSB STEM CENTRE 
 
 

 

12.2 The defibrillator is always accessible, and staff are aware of the location, and those who staff 
have been trained to use it. They are designed to be used by someone without specific 
training and by following the accompanying step by step instructions on it at the time of use. 
The manufacturerôs instructions are circulated to all staff and use promoted should the need 
arise.  
 

12.3 The AED provider is responsible for replacing items such as batteries and our contract 
includes regular maintenance. The Health & Safety Coordinator is responsible for ensuring 
the provider complies with the contract.  

 
 

13. Monitoring and Evaluation 
 

13.1 Our schoolôs senior leadership team monitors the quality of our first aid provision, including 
training for staff, and accident reporting, on a termly basis. Our policy will be reviewed 
annually, accordingly. Compliance will be reported formally to the schoolôs termly H&S 
Committee. Minutes of these are submitted to the Head of Educational Compliance at 
Cognita SCP Regional Office. The Head of Educational Compliance will report to the Cognita 
Europe Regional H&S Assurance Board. 

 

13.2 Reports are provided to our Safeguarding committee which include an overview of first aid 
treatment to children including the identification of any recurring patterns or risks, lessons 




