[image: image2.jpg]City of

% BRADFORD

METROPOLITAN DISTRICT COUNCIL




                                                                                      [image: image3.emf]                  Lifting  Operations  and  Lifting Equipment  (LOLER)      Guidance   for  Managers             Issued by:         Occupational Safety Team   Date of Issue:              January 2013    Last revised:          October 2017   Next review date:          August   201 8      


[image: image2.jpg]First Aid Guidance



First Aid Guidance

for Managers
Date Issued: March 2011
Reviewed: July 2021
Occupational Safety Team
Contents








Page

Introduction








3
Summary of Managers Responsibilities



3
Legal Background







3
Assessment of First Aid Needs
                                                      4

Mental ill health and First Aid              




4
First Aiders








4
Designated First Aider Training Requirements


5
Paediatric First Aid






5
Refresher Training




  


6
Requalification







6
Monitoring of Certificate Expiry





6
Training Providers







7
Appointed Persons






7
First Aid Boxes and Travelling First Aid Kits



7
First Aid Rooms







7
Defibrillators                                                                                      8
Recording First Aid






8
Information on First Aid Arrangements



8
Reassessment of Needs





      
8
Appendices

1. Guide to Carrying Out a First Aid Needs Assessment

9
2. Guide to the Numbers of First Aiders Required


11

3. Paediatric First AidTraining FAQs                                             
13 
4. Emergencies That First Aiders Are Trained to Deal With        14
5. Example of Recommended Numbers of First Aid Boxes
16
6. Recommended Contents of First Aid Boxes and Kits

17
7. Recommended Requirements for a First Aid Room

18
8. Record of First Aid Form





19
Introduction

First aid is the skilled assistance given to an injured or ill person by trained people at the time of the occurrence. Depending upon the nature of the injury or illness, arrangements should be made for transfer to hospital, doctor, home or return to work.

First aid aims to:

Preserve life

Prevent the condition from becoming worse

Promote recovery
Note: The administration of medication (e.g. painkillers, medicines, antiseptic creams) to treat illness or conditions is not included within the definition of first aid at work. 

Specific guidance for schools, ‘Guidance on First Aid for Schools – a Good Practice Guide’ published by the DfE can be found on the www.gov.uk website.  

Summary of Manager’s Responsibilities

· Assess the first aid provision required for the people/activities/premises in your area of     responsibility. 
· Determine the number of qualified first aiders required for the   people/activities/premises for which you are responsible.
· Release staff as appropriate to attend first aid courses.

· Ensure the number of first aiders does not fall below the minimum number specified in      the assessment. 
· 
Ensure the appropriate number of first aid boxes are available and suitably stocked.

· Ensure any first aid rooms meet the requirements of the guidance.

· Ensure a record is kept of all first aid administered and records are stored appropriately.
· Inform all staff of the first aid arrangements, including 
the location of equipment, first aid rooms (where available) and first aid personnel.
· Review the first aid needs assessment regularly – at least annually and particularly after any changes – to ensure provision is adequate. 
· In multi occupancy buildings it would be reasonable for a nominated manager to produce a single First Aid needs assessment for the building, co coordinating information, facilities etc. from each manager.
Legal Background

The Health and Safety (First Aid) Regulations 1981 place a general duty on all employers to make adequate first aid provision for their employees if they are injured or become ill at work.  It doesn't matter whether the injury or illness is caused by the work they do, what is important is that they receive attention quickly and an ambulance is called in serious cases.
The law does not oblige employers to provide first aid for members of the public. However, the Health and Safety Executive (HSE) strongly recommends that employers consider the public and others on their premises when carrying out the assessment of first aid needs and the Council is committed to continue to do so.  
Additionally, sector specific guidance or standards may require that first aid provision is made for service users and/or members of the public, for example within schools or social care settings.
Assessment of First Aid Needs
First Aid provision must be ‘adequate and appropriate in the circumstances’ i.e. provide sufficient first aid equipment, facilities and personnel at all times.
Managers are responsible for making sure that a First Aid Needs Assessment is carried out for the area and people (staff, clients, visitors etc.) under their management control. It is a process that may require liaison with building custodians and/or other managers.  
In multi occupancy buildings it would be reasonable for a nominated manager to produce a single First Aid needs assessment for the building, co ordinating information, facilities etc. from each manager.
A first aid needs assessment should consider

· the nature of the work

· workplace hazards and risks

· nature and size of workforce

· work patterns of staff

· previous accidents / incidents
· the needs of travelling, remote and lone workers

· remoteness of site from emergency medical services

· first aid provision for non employees (e.g. members of the public, service users, pupils)
The assessment may highlight a need for trained first aiders who should then be provided, but there is no fixed legal requirement for first aiders. The provision should allow immediate assistance to be given to casualties and the summoning of an ambulance or other professional help. An Appointed Person role may be an appropriate option, but managers should not see this option as an opportunity to save money in the current financial climate without a robust & comprehensive first aid needs assessment to justify such a decision.
Detailed guidance on assessment of first aid needs is included in Appendix 1. 

Mental ill health and First Aid
Whilst undertaking the first aid needs assessment, managers may decide it would be beneficial to have personnel trained to identify, understand symptoms and be able to sign post someone who might be experiencing mental health issues. Services are encouraged to have Wellbeing Champions who can assist in this function and managers should contact Employee Health and Wellbeing for further information.

First Aiders
Where an assessment identifies a need for first aid to be readily available for employees etc., the manager should ensure that first aiders are provided in sufficient numbers and at appropriate locations to administer it without delay.

There are no hard and fast rules on exact numbers. It will depend on the circumstances of the workplace. Appendix 2 provides a general guide on how many designated first aiders might be needed, however, the numbers given are suggestions only. Assess the specific first aid needs required in the particular circumstances. 

Where there are special circumstances (e.g. shift work, or sites with several buildings, or work machinery) there may need to be more first aid personnel than set out in Appendix 2.  
Remember to increase provision to cover for absences. 

Certain criteria should be considered in selecting staff to be trained as first aiders, these are as follows:-
· Reliability, disposition and communication skills

· Aptitude and ability to absorb knowledge and skills
· Ability to cope with demanding emergency procedures
· Normal duties which allow staff to attend to emergency situations
Designated First Aider Training Requirements

In order to take up designated first aid duties, a first aider should have undertaken one of two types of training:
· First Aid at Work (FAW) or

· Emergency First Aid at Work (EFAW)

Both FAW and EFAW certificates are valid for three years. 

EFAW training enables a first aider to give emergency first aid to someone who is injured or becomes ill while at work; training takes 6 hours and is usually a one day course.  
FAW training includes EFAW and in addition equips the first aider to apply first aid to a range of specific injuries and illness.  FAW training takes 18 hours and is usually delivered over three days.  

The workplace first aiders should be trained to deal with the injuries and illness that could occur. The table in Appendix 4 will help managers assess if FAW or EFAW training is appropriate.  Additional specialised training of first aiders may be necessary. For example, specific training may be recommended where work is undertaken in confined spaces, or when working with very young children. The content of additional training courses is not
specified by HSE and approval to run them is not required.  A certificate for additional training should be issued separately from the FAW/EFAW certificate.
Paediatric First Aid (PFA)
All registered providers of early years care are required to follow the Early Years Foundation Stage framework which contains a requirement for early year's settings (who care for 0-5 year olds) to have staff qualified in paediatric first aid.  It is not sufficient to have only first aiders who have undertaken a First Aid at Work course, as this generally covers adult first aid.  A paediatric first aider is someone who has received specific training and assessment in first aid for children. (Conversely the PFA course alone would not qualify the employee to act as a workplace first aider for the purposes of fulfilling the requirements of the Health and Safety (First Aid) Regulations).

Where paediatric first aiders are required, ensure –
· They are available at all times that 0-5 year olds are present in the early years setting and able to respond to emergencies quickly. 
· Adequate numbers to cover foreseeable absences and school trips, so a minimum of 2 would be required, and possibly more, as determined by the first aid needs assessment. 
· Staff who might be in sole charge of the children, for any period of time, must hold a full, current PFA certificate. 
· A list of staff who have a current PFA certificate should be displayed (or made available to parents).

· Ensure there is a first aid box accessible at all times with appropriate content for use with children.
· Keep a written record of accidents or injuries and first aid treatment. 
· Inform parents and/or carers of any accident or injury sustained by the child, on the same day, or as soon as reasonably practicable after, with details of any first aid treatment given. 
Paediatric first aid certificates are valid for 3 years, after which time the qualification will need to be renewed.  See Appendix 3 and Appendix 4 for paediatric first aid training details. 
Refresher Training

Research has shown that following training, the practical skills of first aiders can deteriorate.  Therefore, in line with the HSE, the Council recommends that first aiders complete 'refresher' courses during the three year FAW/EFAW/PFA certification period.  Managers should encourage qualified first aiders to attend these short courses to help maintain their basic skills and keep up to date with any changes in first aid procedures.
Re-qualification

Renewal of first aid qualifications is essential to ensure continuity of first aid provision in the workplace.  
Re-qualification in FAW is a 12 hour (two day) course. It is usually less expensive and time-consuming to renew the qualifications than enrol on the full course again.  For EFAW and PFA, requalification is a repeat of the original course.  
Re-qualification training in first aid should be arranged and undertaken within the three month period before the current certificate expires.  The new certificate will be dated from expiry of the previous one.
Where retraining has not been undertaken before certificate expiry there is a period of 28 days grace during which time retraining should be completed.  The new certificate will still be dated from the expiry of the previous certificate.  If retraining is not completed by the end of this 28 day period, the certificate is invalid. To get a FAW certificate, the individual will be required to undertake a full FAW course to be re-established as a first aider.
Monitoring certificate expiry
It is useful if managers keep a record of first aider’s certification dates.  This can be used to ensure first aiders attend annual refresher courses and complete an appropriate course to obtain a new three year certificate before the certificate expires.  If the onus is on the individual first aider to monitor certificate expiry dates and flag up when re-training is due, this should be made clear to them.
Training Providers
FAW, EFAW, Refresher, Re-qualification and Paediatric first aid training can be arranged through the Workforce Development team of CBMDC.  Forthcoming training dates are publicised through the usual channels.
Appointed Persons
Where an assessment of first aid need identifies that a designated first aider is not necessary, the manager/building custodian should, as a minimum, appoint a person to take charge of the first aid arrangements, including looking after the equipment and facilities and calling the emergency services when required.  If this is the agreed arrangement, then appointed persons should be available to undertake these duties at all times when people are at work. To fulfil their role appointed persons do not need first aid training, therefore are not first aiders, and should not attempt to give treatment.
If the first aid needs assessment indicates that trained first aiders are required, they should be available whenever people are at work.  However, in exceptional, unforeseen circumstances where first aiders are absent, an appointed person can temporarily provide emergency cover within the limits of their role.  Note that first aiders taking annual leave does not count as exceptional, unforeseen circumstances. Appointed persons are not necessary where there are adequate numbers of first aiders.
First Aid Boxes and Travelling First Aid Kits
The minimum level of first aid equipment is at least one suitably stocked and properly marked first aid box for each work site, containing a sufficient quantity of first aid materials.  Depending upon the first aid needs assessment, more than one box may be required on larger sites (see Appendix 5 for further guidance).  First aid containers should be easily accessible and preferably placed near to hand washing facilities where possible.  They should only be stocked with items for giving first aid and should not contain any medication.  All containers should be identified by a white cross on a green background.

There is no mandatory list of items to be included in a first aid box, or travelling first aid kits for mobile workers. The decision on what to provide will be influenced by the findings of the first aid needs assessment. Suggested lists are included in Appendix 6.
If staff have received additional training in the treatment of specific hazards, which require the use of special antidotes / equipment, these may be securely stored near the first aid box. Contents of first aid boxes should be examined frequently by someone nominated to do so, and items disposed of once they reach their expiry date.  Items should be replaced soon after use or disposal.

First Aid Rooms
These are only provided where the assessment of first aid needs identifies this as necessary. The first aid room(s) should contain essential first aid facilities and equipment, be easily accessible to stretchers and be clearly signposted and identified. If possible, the room(s) should be reserved exclusively for giving first aid.
A first aid room will usually only be necessary where there are high risk hazards, such as on large construction sites, and in larger premises at a distance from medical services, although they are provided in some schools. A full list of the requirements for a first aid room is included in Appendix 7.
Defibrillators

Automatic external defibrillators save lives and are becoming more and more commonplace. They are very easy to use and the machines literally talk you through what to do. Although there is no legal requirement to provide defibrillators in the workplace many council buildings and schools have this equipment.
No formal training is needed to use automatic external defibrillators – anybody can use the equipment in an emergency situation. However, their use is covered during first aid training and Workforce Development may arrange training specifically on the use of defibrillators. Training is designed to increase confidence and efficiency in use, but it is not essential.
 All staff should be made aware of the location of the defibrillator(s) if present on site and be encouraged to use them if anybody is suspected of having a heart attack. The machines are safe to use and will not administer a shock unless it is needed. When the machine detects that a shock is needed a visual and audio warning is given to ‘stand clear’.


All defibrillators MUST be registered with Yorkshire Ambulance Service (contact the Yorkshire Ambulance Service Community Resilience Department, email yas.aed@nhs.net  or phone 0333 1300516). They can also provide impartial advice on purchasing defibrillators. 
Another contact is the Community Defrib. Officer Tel: 01924 584218, 

Address - Community Resilience Department, Yorkshire Ambulance NHS Trust, Springhill, Brindle Way, Wakefield, WF2 0XQ. 
Recording First Aid

Under the First Aid Regulations, records must be kept of all first aid administered.

The ‘Record of First Aid’ in Appendix 8 can be used when any first aid is administered. The record sheet should be kept appropriately to maintain confidentiality.   
Information on First Aid Arrangements
Green first aid signs (widely available from suppliers) should be located in prominent positions in the workplace and must list the names of the first aiders, location and contact details. These signs should also indicate the location of first aid boxes (and the first aid room if present). Managers must ensure that all staff are aware of the first aid arrangements, particularly when inducting new staff.

Reassessment of Needs

First aid needs should be reassessed from time to time, particularly after any operational changes, to ensure that existing provisions are appropriate. It would be good practice to tie this in to the general risk assessment annual reviews.
Appendix 1 
Guide to Carrying Out a First Aid Needs Assessment 
The First Aid at Work Guidelines for Employers by the Health & Safety Executive was reissued in 2018. Under the guidelines, the First Aid Needs Assessment must identify how many first aiders are needed, what training they require, and identify the number and type of first aid boxes required. 
A first aid needs assessment should consider the following: 
· nature of the work, the hazards and the risks 
· nature of the workforce 
· history of accidents and illness 
· the needs of travelling, remote and lone workers 
· work patterns, such as shift work 
· distribution of the workforce 
· remoteness of the site from emergency medical services 
· employees working on shared or multi-occupied sites 
· annual leave and other absences of first aiders and appointed persons  
· first aid provision for non-employees 
Appendices 2-7 give general guidance which is applicable to many workplaces within Bradford Council, but higher risk areas will require a more in depth assessment. 

Note: Sector specific guidance or standards may recommend minimum numbers of first aiders with specific training and also require that first aid provision is made for service users and/or members of the public (e.g. within schools or social care settings). This should be reflected in the First Aid Needs assessment.       
The Nature of the Work, the Hazards and the Risks 
One of the more complicated areas of the first aid needs assessment is considering ‘the nature of the work, the hazards and the risks’. Consider the risks and identify what possible injuries could occur in order to ensure sufficient first aid provision is available. 

The following table identifies some common workplace hazards and the possible injuries that could occur: 
	Hazard 
	Causes of accidents 
	Examples of
injury requiring
first aid

	Chemicals 
	Exposure during handling,
spillages, splashing, leaks
	Poisoning, loss of
consciousness,
burns, eye
injuries,
respiratory
problems

	Electricity 
	Failure to securely isolate
electrical systems and
equipment during work on
them, 
poorly maintained
electrical equipment, contact with overhead power lines, underground power cables or mains electricity supplies,
using unsuitable electrical equipment in explosive atmospheres
	Electric shock,
burns, heart
attack

	Machinery 
	Loose hair or clothing
becoming tangled in machinery,
being hit by moving parts or material thrown from
machinery, 
contact with sharp edges
	Crush injuries,
amputations,
fractures,
lacerations, eye
injuries

	Manual handling 
	Repetitive and/or heavy lifting,
bending and twisting, exerting too much force, handling bulky or unstable loads, 
handling in uncomfortable working positions
	Fractures,
lacerations,
sprains and
strains

	Slip and trip
hazards
	Uneven floors, staircases,
trailing cables, obstructions,
slippery surfaces due to
spillages, worn carpets and
mats
	Fractures,
lacerations,
sprains and
strains

	Work at height 
	Overreaching or overbalancing when using ladders, 
falling off or through a roof
	Head injury, loss
of consciousness,
spinal injury,
fractures, sprains
and strains,
lacerations

	Workplace transport 
	Hit by, against or falling from a vehicle,
being hit by part of a
load falling from a vehicle, being injured as a result of a vehicle collapse or overturn
	Crush injuries,
head injury,
fractures, sprains
and strains


Appendix 2    Guide to the numbers of First Aiders Required
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From HSE’s document ‘First Aid at Work’ L74 amended 2018.

 When determining numbers of first aiders also consider:
· What injuries and illness have previously occurred in the workplace? Monitor accidents and ill health and review first aid provision regularly
· Inexperienced workers or employees with disabilities or health problems
· Workplaces with specific hazards 
· Employees working at sites occupied by other employers – make arrangements with other site occupiers to ensure adequate provision. A written agreement between employers is strongly recommended.
Schools
Governing bodies/head teachers should consider the likely risks to pupils and visitors, as well as employees, when assessing the number of first-aid personnel required. 

Schools will generally fall into the lower hazard category, but some schools or areas of activity may fall into the higher hazard category. Schools should base their provision on the results of their First Aid needs assessment. If there are parts of the school where different levels of risk can be identified, consider the need to make different levels of provision in different areas/departments. 
When considering how many first-aid personnel are required, the governing body/head teacher should also consider:
· adequate provision for lunchtimes and breaks. It is good practice for lunchtime supervisors to have first-aid training.
· adequate provision to cover first aider absences.
· first aid provision for off-site activities i.e. school trips. If a first-aider accompanies pupils off-site, will there be adequate first-aid provision in the school?
· adequate provision for practical departments, such as science, technology, home economics, physical education.
· adequate provision for out of hours activities e.g. sports activities, clubs.
· any agreements with contractors (e.g. school meals) on joint provision for first aid for their employees.
· paediatric first aid needs.

(Adapted from Guidance on First Aid for Schools – a Good Practice Guide – DfE)
Appendix 3

 Paediatric First Aid Training –

 FAQ

The Statutory Framework for Early Years Foundation Stage (EYFS) includes a requirement for early year’s settings who care for 0 to 5 year olds, to have a first aider who has completed a specific course in Paediatric First Aid. Below are a few useful questions and answers to clarify any points.

Does my school require a Paediatric First Aider?

Yes, if you have children in the age range of 0 to 5 years.

How many paediatric First Aiders do I need?

You should provide cover at all times, including cover for foreseeable absences and school trips, so you will usually need a minimum of 2 paediatric first aiders. 
Is a first aider who has done a First Aid at Work (FAW) Course sufficient?

No. A First Aid at Work course generally covers adult first aid. A Paediatric First Aider is someone who has received specific training and assessment in first aid for children.

How long is a Paediatric First Aid Course?

The course has a minimum teaching contact time of 12 hours (excluding breaks), so it is usually run over 2 days.

How long are Paediatric First Aid Course certificates valid for?

Currently the certificates are valid for 3 years.

How should the Paediatric First Aider Renew their certificate?

By attending another 12 hour (2 day) Paediatric course. 

Can someone who has attended a First Aid at Work Course attend the Paediatric Course?

Yes. The first aider would then hold both qualifications; ‘Paediatric First Aid’ and ‘First Aid at Work’.

Does a Paediatric First Aider have to attend the FAW Course?

No. They can attend the 12 hour paediatric course and they will then be qualified only in paediatric first aid.

Appendix 4
	Emergencies That First Aiders Are Trained to Deal With

	EFAW = Emergency First Aid at Work (6 hour course)

 FAW = First Aid at Work (18 hour course) 
	EFAW

6 Hours
	FAW

18 hours

	Acting safely, promptly and effectively in an emergency 
	√
	√

	Cardio Pulmonary Resuscitation (CPR) & use of a defibrillator 
	√
	√

	Treating an unconscious casualty (including seizure) 
	√
	√

	Choking 
	√
	√

	Wounds and bleeding 
	√
	√

	Shock 
	√
	√

	Minor injuries (including small cuts, grazes and
bruises, minor burns and scalds, small splinters)
	√
	√

	Preventing cross infection, recording incidents and actions and the use of available equipment 
	√
	√

	[image: image3.emf]Injuries to bones, muscles and joints – fractures, sprains and strains  
	
	√

	Spinal injuries 
	
	√

	Chest injuries 
	
	√
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Severe burns and scalds 
	
	√

	Eye injuries 
	
	√

	Poisoning 
	
	√

	Anaphylaxis 
	
	√

	Heart attack 
	
	√

	Stroke 
	
	√

	Epilepsy 
	
	√

	Asthma 
	
	√

	Diabetes 
	
	√


Paediatric First Aid (PFA) training
Training is designed for workers caring for young children in the absence of their
parents and is appropriate to the age of the children being cared for.
Following training an assessment of competence leads to the award of a certificate.
The certificate must be renewed every three years.
Adequate resuscitation and other equipment will include baby and junior models so all trainees are able to practice and demonstrate techniques.

The emergency PFA course should be undertaken face-to-face, and last for a
minimum of 6 hours (excluding breaks) and cover the following areas:
• assess an emergency situation and prioritise what action to take
• help a baby or child who is unresponsive and breathing normally
• help a baby or child who is unresponsive and not breathing normally
• help a baby or child who is having a seizure
• help a baby or child who is choking
• help a baby or child who is bleeding
• help a baby or child who is suffering from shock caused by severe blood loss
(hypovolemic shock)

The full PFA course should last for a minimum of 12 hours (excluding breaks) and
cover the areas set out in the paragraph above as well as the following :
• help a baby or child who is suffering from anaphylactic shock
• help a baby or child who has had an electric shock
• help a baby or child who has burns or scalds
• help a baby or child who has a suspected fracture
• help a baby or child with head, neck or back injuries
• help a baby or child who is suspected of being poisoned
• help a baby or child with a foreign body in eyes, ears or nose
• help a baby or child with an eye injury
• help a baby or child with a bite or sting
• help a baby or child who is suffering from the effects of extreme heat or cold
• help a baby or child having: a diabetic emergency; an asthma attack; an allergic
reaction; meningitis; and/or febrile convulsions
• understanding the role and responsibilities of the paediatric first aider (including
appropriate contents of a first aid box and the need for recording accidents and
incidents)
Appendix 5 
Examples of recommended numbers of first aid boxes 
Below are some suggestions for common types of workplace within the Authority, however, each workplace is different and the number of boxes provided should reflect the risk:

Smaller Offices (less than 50 staff)

1 box
Larger Offices

1 box per floor
Social Care Settings

Needs to be risk assessed according to type and number of client group 

Nurseries

1 box - located in office/first aid room

Primary Schools

1 box - located in office/first aid room

1 box - PE/hall area

Special Needs Schools

1 box - located in Office/first aid Room

1 box - science/prep room*

1 box - home technology

1 box – design technology
1 box - art

1 box- hall/gymnasium

Secondary Schools

1 box - office/first aid room

1 box - science prep rooms*

1 box - home technology

1 box – design technology
1 box - art

1 box - hall/gymnasium

* denotes requirement for eye irrigation
Vehicles 
All Authority owned/ hired/ leased vehicles should have a travelling first aid kit. An appropriate person should be designated to be responsible for the upkeep of the kit and to ensure it remains fully stocked. 

Where employees use their own car for official Council business, a risk assessment may dictate that a travelling first aid kit should by provided by the Council. 

Appendix 6    
Recommended Contents of First Aid Boxes and Kits

There is no ‘standard list’ of items to put in a first aid box; it depends on the findings of the first aid needs assessment. However, as a guide, and where there is no special risk in the workplace, a minimum stock of first aid items would be:
	Item
	First Aid Boxes
	Travelling First Aid Kits

	Guidance card or leaflet
	1
	1

	Individually wrapped sterile plasters, assorted sizes (Hypoallergenic plasters can be provided if necessary).

	20
	6

	Sterile eye pads 
	2
	---

	Individually wrapped triangular bandages (preferably sterile)

	4
	2

	Medium sized individually wrapped sterile unmedicated wound dressings



(Approx.12cm x 12cm)

	6
	---

	Large sterile individually wrapped unmedicated wound dressings (approx. 18cm x 18cm)
	2
	1

	Safety pins
	6
	2

	Disposable gloves 

(preferably non-latex to 

avoid allergy problems)
	1 Pair
	1 Pair


Managers may wish to refer to British Standard BS 8599 which provides further information on the contents of workplace first-aid kits.

Where tap water is not readily available for eye irrigation, at least one litre of sterile water or sterile normal saline, in sealed disposable containers, should be provided where the first aid needs assessment shows there is a risk of eye injuries.
The first aid needs assessment may indicate that additional materials and equipment are required such as scissors, adhesive tape, disposable aprons and individually wrapped moist wipes. They may be put in the first aid container or stored separately.
Tablets or medicines should not be kept in the first aid box.
Appendix 7
Recommended Requirements for a First Aid Room

· 
A designated first aider should be responsible for the room and its contents.  They 
should ensure the room is equipped and is clean and ready for use.

· 
A designated first aider should be available at all times when employees are at work.

· 
The room should be readily available at all times when employees are at work and 
should not be used for any purposes other than first aid/GP/ nurse visits.

· 
The room should be located on the Ground Floor near a main entrance to allow access 
for emergency services.

· The room should be large enough to hold a couch and a chair.

· 
The entrance should be wide enough to accommodate a stretcher or wheelchair.

· 
The room should contain suitable facilities and equipment. It should be well ventilated, 
heated and lit. All surfaces should be easy to clean. The room should be cleaned daily 
and arrangements made for refuse and clinical waste disposal.

· 
The room should be clearly identified as a first aid room.  A notice should be affixed to 
the door showing the names and locations of the nearest first aiders

· 
Effective means of communication should be provided to contact first aiders in the 
event of an accident / sudden illness

· The following facilities should be provided within first aid rooms: -
· Sink with hot & cold running water
· Drinking water and cups
· Soap and paper towels
· Smooth topped work surfaces
· Suitable first aid materials store
· First aid equipment 
· Suitable refuse containers
· A couch and blankets
· Disposable plastic apron
·  Disposable protective gloves (preferably non latex to avoid allergy problems)
· A chair
· ‘Record of First Aid’ forms, or a means to access them 
· A bowl

Any specialist first aid equipment may also be stored in this room along with an Oxygen cylinder, if necessary.  (Please refer to the Medical Oxygen Guidance for Managers on the Occupational Safety Website, for details of safe use and storage of cylinders). 

Appendix 8


Record of First Aid
Date: 

Time:
Name of person receiving first aid: 
Status (please select): Employee / Pupil / Client / Member of Public / Contractor / Agency Worker / Trainee / Apprentice / Work Experience / Volunteer

Place of Incident: 
Details or Injury or illness:

Details of First Aid Treatment given:

What Happened to the person immediately afterwards:

(e.g. returned to work / went home / went to hospital)
Name of person giving First Aid: 
These topics are not covered on the EFAW course, so if any of these injuries or illnesses could occur, a full First Aider at Work (18 hour course) should be provided.
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