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TITLE: 
HEALTH AND SAFETY:


PROVISION OF FIRST AID TREATMENT AND FACILITIES

PURPOSE/SCOPE:
To ensure compliance with the Health & Safety (First Aid) Regulations 1981.


To ensure that all employees and students receive prompt first aid treatment when required.

RESPONSIBILITY:
For rendering First Aid treatment – College First Aiders


For implementation of this Procedure – Staff as detailed within 


For maintaining the First Aid Room and First Aid supplies – First Aid Co-ordinator.


For maintaining an up-to-date list of Certificated First Aiders – Staff Development Officer.

DEFINITIONS:
First Aider:

A person trained to a standard acceptable to the Health & Safety Executive and Certificated.


College First Aider:


A First Aider who has been appointed by the College to be on call for First Aid incidents.


First Aid Co-ordinator:


A College First Aider appointed by the Principal to undertake the duties of Co-ordinator.

APPENDICES:
Reference Documents

Contents of First Aid Boxes / Crash Bags (HS-FACFAB)
RELATED 

INFORMATION:
Health and Safety (First Aid) Regulations 1981


Health & Safety at Work etc Act 1974


HSE Approved Code of Practice – First Aid


First Aid at Work: Your Questions Answered (HSE, 1998)

ORIGINATED
APPROVED
DATE

Health and Safety Committee

1.0
Introduction

1.1
The Health and Safety (First Aid) Regulations 1981 require the College to provide adequate and appropriate equipment, facilities and personnel to enable first aid to be given to employees if they are injured or become ill at work.  The College also acknowledges its responsibilities for the care of students and other non-employees and will give consideration to everyone using College premises when determining the provision made for First Aid.

1.2
In the Regulations 'First Aid' means:

(a) treatment for the purpose of preserving life and minimising the consequences of injury or illness until help is obtained from a qualified practitioner or nurse, and

(b) treatment of minor injuries which would otherwise receive no treatment or which do not need treatment by a medical practitioner.

1.3
It is the responsibility of the College to make an assessment of significant risks in the workplace and to decide what is adequate and appropriate First Aid provision in the light of this assessment.  The contents of this procedure will be reviewed and adjusted if there is a significant change in the assessment of risks of injury and ill health in the College.

2.0
First Aid Co-ordinator

2.1 The Principal will appoint one of the qualified First Aiders as First Aid Co-ordinator.  (This person may or may not also be the Health and Safety Adviser.)  The First Aid Co-ordinator will:

· Ensure that Reception holds a current duty rota of College First Aiders and has effective means of contacting them

· Ensure that incidents dealt with by First Aiders are referred on as appropriate for reporting and investigation under the Accident Procedure (7:1:4)

· Regularly check the First Aid room and ensure that it is suitably maintained

· Order First Aid supplies as necessary and ensure that the relevant First Aid boxes and crash-bags have been replenished by the First Aiders.

· Check the accident book each month to determine what First Aid supplies have been used 

· Ensure that up-to-date notices about First Aid arrangements are appropriately displayed throughout the College

· Receive information on medical conditions that individual staff and students may choose to make known to the First Aiders and circulate this to the First Aiders as appropriate.

· Arrange meetings of First Aiders at least twice each year to discuss the effectiveness of First Aid arrangements, identify improvements and share good practice.

3.0
Designation of higher-risk areas

3.1
The following have been identified as higher-risk areas which should, where possible, have at least one local First Aid box and a member of staff based in the area who is a First Aider:

· Refectory
· Workshops
· Science Laboratories
· Supported Learning
· Sport
· Clothing and Fashion.

3.2
In reviewing trends in accidents and reported illnesses, the Health and Safety Adviser in consultation with the Health and Safety Committee may amend the list of higher-risk areas.

4.0
First Aiders

4.1
A First Aider must have undergone a training course approved by the Health and Safety Executive and must hold a current First Aid at Work certificate.  However, the College will not necessarily designate all staff who hold current certificates as College First Aiders.  Designation as a College First Aider will depend on

(a) the willingness of the individual to be on call for First Aid incidents at any time during working hours; and
(b) the requirements of the College, as set out below.

4.2
The College will recruit volunteers to act as First Aiders and will provide the necessary training and retraining to ensure that a sufficient number of Certificated College First Aiders are available as required.  The required number will include:

· At least one First Aider for each higher-risk area (see above)
· Sufficient First Aiders to staff a duty rota with each person on call one day in every 2 weeks
· Sufficient members of the Campus/Estates team to ensure that a First Aider is available at all times when the building is open, including evenings and weekends
· At least one First Aider permanently based at the Greater Pollok Community Learning Centre (Priesthill Campus).

4.3
The Staff Development Officer will keep a record of all qualified First Aiders and of the dates on which they were certificated.  This list will show which of the qualified First Aiders have been appointed as College First Aiders.   Six months before each College First Aider requires re-certification, the Staff Development Officer will notify the Health and Safety Adviser, who will decide with the Principal and the First Aid Co-ordinator whether (in the light of the College's current needs) the individual should be asked to continue as a College First Aider.  If so, the member of staff will be invited to undertake refresher training.  If not, the member of staff will be given at least 3 months' notice that he/she is no longer required as a College First Aider.

4.4
The Personnel Department will arrange to make an annual payment to all College First Aiders, at a rate determined by the Principal in consultation with the recognised trade unions.

4.5
College First Aiders are responsible for administering First Aid and for deciding whether it is necessary to call an ambulance.  They are not responsible for investigating accidents, for waiting with sick or injured people nor for accompanying sick or injured people home or to hospital.

4.6
Where possible, line managers (for staff) and Heads of Faculty/Section Leaders (for students) should take responsibility for the injured person once the First Aider has administered any necessary First Aid.  However, if the patient needs supervision, the First Aider will not leave him/her unaccompanied and will await support from colleagues.

5.0
First Aid room

5.1
The College will provide a First Aid room equipped as recommended by the HSE First Aid Approved Code of Practice.  The First Aid Co-ordinator will be responsible for the room and its contents.  A system will be implemented to ensure that Reception staff are aware when the First Aid Room is in use.

6.0
First Aid boxes and crash-bags

6.1
HS-FACFAB indicates the recommended contents of First Aid boxes and crash-bags.

6.2 The College will provide each College First Aider on the duty rota with a First Aid 'crash-bag' which should be kept to hand at all times.  The First Aider will be responsible for replacing any items used, from the stores held in the First Aid Room.

6.3 The College will also provide at least one First Aid box in each higher-risk area.  Again, it is the responsibility of the person using items from a First Aid box to ensure that they are replaced from the stores in the First Aid room.

6.4
A First Aid box will also be provided on the College minibus and will be checked monthly by the First Aid Co-ordinator.

7.0
Record-keeping

7.1
First Aiders must note all incidents they are called upon to deal with (however minor) in the Accident Book in the First Aid Room, then tear out the page and give to the H&S Adviser for any follow-up actions deemed necessary.

7.2
First Aiders are not responsible for initiating the full accident-reporting procedure, nor for investigating accidents.  

8.0
Information to staff

8.1
All employees will be given instruction in this First Aid procedure as part of their induction on first joining College staff.  All staff will be made aware of any significant change to this procedure.

8.2
Notices explaining how to call a First Aider will be displayed in all parts of the College.
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