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FIRST AID

SUMMARY OF DUTIES

The employer is under a general duty to provide a safe place of work, with suitable

arrangements for welfare (s.2 of the Health and Safety at Work Act 1974 (HSW Act)).

Employers are required under the Health and Safety (First Aid) Regulations 1981 to

assess the first-aid needs of all their workplaces, and provide sufficient first-aid

personnel and facilities so that immediate assistance is available to casualties of

illness or injury, and an ambulance or other professional help may be summoned.

The assessment should take account of the nature of the work; the size of the

organisation; past history and consequences of accidents; the nature and distribution

of the workforce; the remoteness of the site from emergency medical services; the

needs of travelling, remote and lone workers; employees working on shared or multioccupied sites; annual leave and other absences of first aiders; and trainees, clients, pupils and the public. Periodically, first-aid provision should be re-assessed.

The employer is under a duty to ensure that adequate supplies of first aid equipment

are available in the workplace. Details of these are specified in the Health and Safety

(First Aid) Regulations 1981. Arrangements for maintenance and restocking of first

aid boxes must be made. All boxes should be suitably marked: the recommended

marking is a white cross on a green background. First aid signs should comply with

BS 5378 and the Health and Safety (Safety Signs and Signals) Regulations 1996.

The employer must assess the need for a first aid room. This provision should be

considered where the workplace presents a high risk from hazards, where access to

outside accident and emergency facilities is difficult or where there are large numbers

of employees on site at any one time.

Where the work presents special or unusual hazards, the employer should provide

additional and specific training in first aid treatments relevant to these hazards.

Employees must be informed of arrangements which have been made for first aid,

including the location of equipment, facilities and appointed personnel.

RECORD KEEPING

Records should be kept of the following:

(a) first aiders' details

(b) training provided to first aiders

(c) first aid supplies, including location and content of boxes, and the person

     responsible for checking and reordering supplies

(d) details of first aid treatment administered.

All accidents, however minor, must be recorded, details of which should be kept in an

accident book and reported using the internal reporting system [ HSW 5 forms ].

General Statement

The Council is committed to providing sufficient numbers of first aid personnel to deal

with accidents and injuries occurring at work.

To this end, the Council will provide information and training on first aid to employees

to ensure that statutory requirements and the needs of the organisation are met [nb

the budget for training within schools has been delegated].

Should employees have concerns about the provision of first aid within the

organisation, they should inform a responsible person to enable the Council to

investigate and rectify the situation if necessary.

The person responsible for the implementation of this policy is the Risk Manager

within each Department.

Arrangements for Securing the Health and Safety of Workers

First aid personnel

First aid personnel are employees who have volunteered for the role and who have

been assessed as being suitable.

First aiders are qualified personnel who have received training and passed an

examination in accordance with Health and Safety Executive requirements. First aid

personnel will be provided with retraining at regular intervals in order to ensure that

their skills are maintained.

The Council will ensure that there are sufficient first aid personnel within the

workplace to provide adequate cover. This includes cover for annual leave, night

shifts and weekend working (where relevant). Notices will be displayed in all

workplaces giving the location of first aid equipment and the name(s) and location(s)

of personnel concerned.

As an employer the County Council is required to assess the first-aid needs of all its

workplaces, and provide sufficient first-aid personnel and facilities so that immediate

assistance is available to casualties of illness or injury, and an ambulance or other

professional help may be summoned. We may, at some time in the future, have to

justify the reasons for setting the level of first-aid provision, and it is recommended,

although not compulsory, that we record the results of our assessments.

The assessment should take account of the nature of the work; the size of the

organisation; past history and consequences of accidents; the nature and distribution

of the workforce; the remoteness of the site from emergency medical services; the

needs of travelling, remote and lone workers; employees working on shared or multioccupied sites; annual leave and other absences of first aiders; and trainees, clients,pupils and the public. Periodically, first-aid provision should be re-assessed.

The number of first-aid personnel needed varies between sites, and should be based

on the risk assessment and number of workers. The following numbers, although

not mandatory, are a guide:
If the assessment indicates that a first aider is not necessary, the Council must

appoint a person to take responsibility of the first-aid arrangements, such as looking

after the equipment and calling the emergency services when necessary. That

“appointed person” must undergo emergency first-aid training which covers what to

do in an emergency, cardio-pulmonary resuscitation, and first-aid for an unconscious

casualty and for the wounded or bleeding. This training does not require HSE

approval but should be obtained from a competent organisation.

Risk category Number of employees at any location

Suggested number of firstaid personnel Low risk (offices, libraries etc)

Less than 50 At least one appointed person

50-100 At least one first aider

Over 100 One additional first aider for every 100 employed

Medium risk (light engineering and assembly work, food processing, warehousing, etc)

Less than 20 At least one appointed person

20-100 At least one first aider for every 50 employed (or part thereof)

Over 100 One additional first aider for every 100 employed

High risk (most construction jobs, etc)

Less than 5 At least one appointed person

5-50 At least one first aider

Over 50 One additional first aider for every 50 employed

Schools Secondary and Special Schools

One First Aider [ 2 for split site schools ] plus 3 appointed persons [ 4 for split site schools ]

Primary Schools 1 appointed person [ but preferably all staff ]

All first-aiders must hold a valid certificate of competence, issued by an HSE approved organisation. These certificates are valid for three years, and a refresher course must be attended before the certificate expires. If the certificate expires, the individual has to retake a full course of training to requalify as a first aider.

Legal indemnity of first aiders

It is unlikely that first aid personnel rendering assistance to a colleague or a member

of the public will become subject to legal action because of a deterioration in the

injured parties condition. However, the Council has arranged to guard against this

possibility by providing through its insurance policies indemnification for any member

of staff who assists an employee who becomes ill or is injured at work, either on or off

the premises.

First aid boxes

The level of first-aid equipment provided should match the needs of the workplace

and, although there is no mandatory list of items which must be provided, the

following items are recommended as a minimum:
• a guidance leaflet on basic first aid,

• 20 appropriate, individually wrapped sterile adhesive dressings of assorted sizes,

• two sterile eye pads,

• four individually wrapped triangular bandages,

• six safety pins,

• six medium sized individually wrapped sterile unmedicated wound dressings,

• two large sterile individually wrapped unmedicated wound dressings,

• one pair of disposable gloves.

• Additional items, such as scissors, moist wipes, adhesive tape, etc may need to be  

   included.

All first-aid containers must be identified by a white cross on a green background.

The location of first aid boxes and the name of the person responsible for their upkeep

will be clearly indicated on notice boards throughout the workplace or, in the case of

County Hall, up-to-date information will be kept by Reception (dial 0). First aid boxes

will display the following information:

(a) the name of the person responsible for their upkeep

(b) the nearest location for further supplies

(c) the contents of the first aid box and replenishing arrangements

(d) the location of the accident book.

First aid boxes are maintained and restocked when necessary by authorised

personnel. These personnel will be aware of the procedure for re-ordering supplies.

Travelling first-aid kits

Portable first aid kits are available for those members of staff who are required to

work away from the normal workplace, where access to facilities may be restricted.

Examples of these circumstances include:

(a) work with potentially dangerous tools and machinery away from base location;

(b) staff travelling in vehicles on a regular basis;

(c) staff whose work takes them to isolated or remote locations;

(d) staff participating in sporting events arranged or supported by the Council.

Travelling first-aid kits should generally contain:

· a first-aid guidance leaflet,

· six individually wrapped sterile adhesive dressing,

· two individually wrapped triangular bandages,

· two safety pins,

· one large sterile un-medicated wound dressing,

· moist cleansing wipes

· one pair of disposable gloves.

First aid/recovery room

First-aid rooms, if deemed necessary, should contain essential first-aid facilities

and equipment, be easily accessible to stretchers and be clearly signposted and

identified. They should be large enough to house a couch, etc; have washable

surfaces and adequate heating, ventilation and lighting; be kept clean and tidy, etc.

All staff, especially new recruits, must be made aware of the location of the first aid

room. This room must only be used for rendering of first aid during or after illness.

Recording accidents

All accidents must be recorded, however minor. The Council has provided an

accident book in which all incidents must be noted and an internal reporting procedure

[ HSW5 forms ]. Each premises will keep its own accident book.

It is the responsibility of employees to ensure that they complete an entry in the

accident book as soon as possible after the injury has occurred. Where the injured

person is unable to enter his or her account into the accident book, the first aider or

witness (where relevant) should enter details on the employee's behalf. Where an

accident results in admittance to hospital, or inability to continue work, the relevant

line manager must be informed immediately.

SAFE SYSTEM OF WORK

The following arrangements should be followed in order to ensure that suitable and

sufficient provision of first aid personnel and equipment is available at the workplace.

1. First aid personnel must inform the Council when their training certification

period is nearing expiry.

2. Management must ensure that employees are familiar with the identity and
    location of their nearest first aider and first aid box.

3. The name(s) and location(s) of first aid personnel and equipment must be
    displayed on the first aid box, on the door of the first aid room and on notice boards.

4. Ensure that information displayed on notice boards, the first aid room and first
    aid boxes is updated to reflect any changes in location or changes in appointed
    personnel which may take place.

5. Ensure that the contents of each first aid box are regularly checked to establish that  

    supplies are sufficient to meet requirements.

6. Order replacement supplies immediately after equipment has been used.

7. Ensure that there is easy access to first aid equipment and the first aid room at all 
    times.

8. Summon professional medical assistance where necessary.

9. Ensure that details of all accidents are reported using the HSW5 forms and
    entered into the accident book.

