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	1.0
	Statement of purpose/objectives

	
	This arrangement will assist in meeting Shropshire Council’s core value for the provision of first aid for all employees, schools, service users, contractors, volunteers and visitors.   It also aims to meet the legislative requirements. The main requirements are to provide sufficient first aid personnel and equipment to deal with accidents and injuries occurring at their place of work.,


	l2.0
	Scope

	
	The scope of this arrangement is to provide information and training on first aid and to ensure that the statutory requirements and the needs of the organisation are met.
Shropshire Council has a general duty of care to protect the health, safety and welfare of its employees, schools, service users, contractors, volunteers and visitors so far as is reasonably practicable, by ensuring adequate provision for first aid treatment is available.


	3.0
	Definition

	
	For the purpose of this arrangement, first aid can be defined as:
a) in cases where a person will need help from a medical practitioner or nurse, treatment for the purpose of preserving life and minimising the consequences of injury and illness until such help is obtained, and (b) treatment of minor injuries which would otherwise receive no treatment, or which do not need treatment by a medical practitioner or nurse;
 Source Health & Safety Executive (HSE).



	4.0
	Assessment of Risk at the Workplace

	
	Managers, employees, schools, service users, contractors and volunteers must work together to identify potential hazards and the significant risks in the working environment to injury and ill health.  A suitable and sufficient working risk assessment must be carried out.


	5.0
	Information, instruction and training 

	
	It is the employer’s duty to ensure that any training provider that they select for the purposes of first-aid training is competent to deliver that training.


	6.0
	Implementation

	
	Management guidance in the form of Frequently Asked Questions will be provided and updated to support the implementation of this arrangement.



	7.0
	Compliance

	
	This arrangement will enable Shropshire Council to conform to statutory requirements and current best practice.  Further information and references are provided in the frequently asked questions and .within: First aid at work: The Health and Safety (First-Aid) Regulations 1981. Guidance on Regulations L74 (hse.gov.uk)


	8.0
	Review of arrangements

	
	These arrangements will be reviewed every three years or if legislative changes occur. This will be carried out by the Health & Safety Team, in consultation with recognised trades unions.
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First Aid Arrangements
Frequently Asked Questions

Contents:

1. Roles and responsibilities/who does what?
2. What is a first aider?
3. What is an appointed person?
4. How many first aiders or appointed persons do I need?
5. Who is taken into account when assessing first aid cover?

6. What are the requirements for first aid provision?

7. What should be contained in the first aid box?
8. How often should the contents of first aid boxes be replaced?
9. What training courses are available and how do I book them?

10. What is a Safe System of Work (SSoW)?

11. What records need to be kept?
12. How do I find out who the first aider is and their location?
13. Do I need to provide a room for first aid?

14. Do I need to provide a defibrillator for use in the workplace?

15. How do we assess the Needs for first aid provision?

16. Can a first aider give tablets and medication to casualties?

17. What is the requirement for first aid in schools?

18. What arrangements are in place for Lone Workers?

19. What is the requirement for first aid in care homes?

20. Where can I get further information and references?

Appendix 1   First Aid Materials, Equipment and Facilities Checklist.

Appendix 2   Suggested Numbers of First Aid Personnel

Appendix 3   An ‘Assessment of First Aid Needs’ checklist.

Appendix 4   First Aid Risk Assessment

	1.
	Roles and responsibilities/who does what?

	1.1
	Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with Health and Safety legislation.



	1.2
	The Chief Executive and Corporate Management Team are responsible for ensuring:

· The implementation of the First Aid Arrangements across all Service Areas to ensure consistency of approach.

· The allocation of suitable and sufficient resources.


	1.3
	Area Directors are responsible for ensuring:
· The implementation of the First Aid arrangements and that all employees, schools, service users, contractors and volunteers are familiar with the contents of the arrangements which are relevant to their role and responsibilities.

· Service Area first aid health and safety standards and performance are monitored.

· Suitable approved training for all employees who have volunteered to become first aiders and who have been assessed as being suitable to undertake the role.


	1.4
	Line Managers/Supervisors are responsible for:

· Making employees, schools, service users, contractors and volunteers aware of current first aid provision.
· Maintaining records of expiry dates of first aider certificates.

· Ensure that employees, schools, service users, contractors and volunteers are familiar with the identity and location of their nearest first aider and first aid box.
· Ensuring that employees, schools, service users, contractors and volunteers are aware of the procedures to be followed in the event of illness or injury at work.

· Ensuring that an appropriate number of first aid personnel are recruited and trained (allowing for holidays, etc.) and that a sufficient number are present in the workplace at any given time.

· Adequate first aid equipment and facilities are maintained appropriate to the degree of risk, taking into account all employees, schools, service users, contractors, volunteers and visitors. 
· Ensuring risk assessments are undertaken, the Health and Safety Team will provide the Service Area with advice and guidance on first aid at work to enable managers/supervisors to carry out the risk assessments effectively. In cases where employees are located on shared or multi-occupancy sites, the Facility/Premise Manager should liaise with the managers/supervisors to ascertain the level of risk using Shropshire Council’s risk assessment form. 
See Appendix 4 for a First Aid Risk Assessment.



	1.5
	The Health and Safety Team is responsible for:

Providing advice and guidance on first aid at work to enable managers to carry out       their duties and responsibilities effectively. 

· Ensuring, in conjunction with managers, that first aid activities are monitored on a regular basis via self-auditing and auditing processes.


	1.6
	All Shropshire Council employees, schools, service users, contractors and volunteers including visitors are responsible for:

· Complying with the requirements of the first aid arrangement.

· Assisting with the risk assessment process, as required.

· Co-operating with the safe systems of work as identified to enable Shropshire Council to comply with its health & safety responsibilities.

· Ensuring that their activities do not put themselves or others at risk.

· Reporting immediately to their line manager/supervisor, any incidents or accidents that have arisen.


	2.
	What is a first aider?

	
	First Aid personnel are employees who have volunteered for the role, have been assessed as being suitable, they have undergone a training course in administrating first aid at work and hold a current first aid at work certificate. Refresher training is provided at intervals in order to ensure that their skills are maintained.. 
· First Aiders will take charge and administer suitable treatment, when necessary, where an employee, schools service user, contractor, volunteer or visitor becomes injured or ill.
It is important that sufficient provision is always available when employees are at work 

	3.
	What is an appointed person?

	
	In the absence of a first aider, it is important that someone is always available to take charge of the first-aid arrangements, An appointed person is someone you choose to:
· Take charge when someone is injured or falls ill, including calling an ambulance if required, when a first aid trained person is unavailable.

· .
· To ensure first aid boxes contain sufficient in date equipment and they are checked regularly (Monthly) and are replenished after use.
Appointed persons should not attempt to give first aid for which they have not been trained. Appointed persons should be advised to attend an emergency first aid training course to enable them to take charge of a situation and evaluate whether or not professional assistance is required. 


	4.
	How many first aiders or appointed persons do I need?

	
	Through the risk assessments and use of the assessment checklist it can be determined the required number of first-aid personnel. A schedule of identifying low, medium and high risk and recommended levels of first aid provision has been produced which takes into consideration the legislative guidance. The guidance identifies the cover which is required at all times and should take into consideration staff’s annual leave, sickness and different patterns of shift cover.
Appendix 2 Suggested Numbers of First Aid Personnel


	 5.
	Who is taken into account when assessing first aid cover?

	
	Whilst legislation does not require service users, contractors, volunteers or visitors to be taken into account when calculating the ratio of first aid provision for the number of employees, the Service Area should consider service users, contractors and volunteers within the risk assessment process.

The HSE also strongly recommends that employers include the visitors and others on their premises when making their assessment of first aid needs.


	6.
	What are the requirements for first aid provision?

	
	People at work can suffer injuries or fall ill. It doesn’t matter whether the injury or the illness is caused by the work they do or not. What is important is that they receive immediate attention and that an ambulance is called in serious cases. First aid at work covers the arrangements you must make to ensure this happens. It can save lives and prevent minor injuries becoming major ones.


	7.
	What is contained within the first aid box?

	
	There is no mandatory list of items to be contained in a first aid box. It depends on the outcome of the risk assessment process. However, as a guide, and where there is no special risk in the workplace, a minimum stock of first-aid items would be in accordance with BS8599-1:2019.
See Appendix 1 for a First Aid Materials, Equipment and Facilities Checklist.


	8.
	How often should the contents of first aid boxes be replaced?

	
	Although there is no specified review timetable, many items, particularly sterile ones, are marked with ‘best before dates’. Such items should be replaced by the dates given. For non-sterile items without dates, it is a matter of judgement, based on whether they are fit for purpose.



	9.
	What training courses are available and how do I book them?

	
	Training can be booked via: ERP
Courses available include:

Course Title

Duration

Location

First aid at work (FAW)

18 hours
T.B.C.
First aid at work requalification

12 hours
T.B.C.
Emergency one day first aid (EFAW)
6 hours 
T.B.C.
Paediatric first aid training
12 hours 
T.B.C.
Public access defib and CPR
3 hours
T.B.C.


	10.
	What is a Safe System of Work (SSoW)?

	
	The SSoW will provide a method for first aiders to carry out their work activities safely. A SSoW risk assessment should be undertaken by a competent person, and they should ensure that adequate control measures have been provided and are routinely tested as necessary.

Where the work presents special or unusual hazards, Service Areas must provide additional and specific training in first aid treatments relevant to these hazards.


	11.
	What records need to be kept?

	
	Records should be kept of the following:

· First aider’s details.

· Training provided to first aiders.

· Expiry dates of certificates of competence.

· First aid supplies, including location and content of boxes.

· List of persons responsible for checking and reordering supplies.

· Details of first aid treatment administered using the Unit 4 Business World/ERP Electronic Accident Reporting System.  The report should include the name of the person treatment was administered to and their job title, the name of the person providing treatment, details of the accident/incident, date, time, and place and what first aid was given and whether the emergency services attended, what happened to the person immediately afterwards (for example went home, went back to work, went to hospital) and what action will be taken to prevent a re-occurrence.

Records are secure and comply with the Data Protection Act. Records will be maintained in accordance with Shropshire Council’s data retention schedule and Shropshire Councils’ guidelines for Schools.
NB: where employees do not have access to BW/ERP it is acceptable to complete and submit a paper CARs accident report form.


	12.
	How do I find out the first aider and their location?

	
	Notices will be displayed in all workplaces giving the name, location and contact phone numbers of all first aid personnel within their respective area and the location of the first aid equipment.


	13.
	Do I need to provide a room for first aid?

	
	As an employer you should provide a suitable first aid room or rooms where your assessment of first aid needs identifies this as necessary.

The room should contain essential first aid facilities and equipment.
See Appendix 1 for a First Aid Materials, Equipment and Facilities Checklist.



	14.
	Do I need to provide a defibrillator for use in the workplace?

	
	As an employer, you will need to carry out an assessment of first aid needs
appropriate to the circumstances of the workplace. There is no legal requirement for managers/supervisors to make a defibrillator available in the workplace. The Health and Safety (First-Aid) Regulations 1981 do not prevent someone who is specially trained from taking action beyond the initial management of a casualty; however, it is important that the person who will be required to use a defibrillator, usually a first aider, is appropriately trained.  See also Shropshire Council’s Automated External Defibrillators (AEDs) Arrangement available on the intranet.


	15.
	How do we assess the Needs for first aid provision?

	
	How much first aid provision an employer has to make, depends on the circumstances in each workplace. It is useful if employers record the results of their assessment of first aid needs. 

See Appendix 3 for a ‘Assessment of First Aid Needs’ checklist. 


	16.
	Are first aiders allowed to give tablets and medication to casualties?

	
	The Health and Safety (First-Aid) Regulations 1981 does not include providing tablets or medication to treat illness and such items should not be kept in the first aid box. There is also no legal requirement for employers to make such items available to employees. 


	17.
	What is the requirement for first aid in schools?

	
	Employers are responsible for the provision of appropriate first aid equipment, facilities and trained first aiders in respect of their employees – this includes schools as they are workplaces. The Education (School Premises) Regulations 2012 requires that every school must have a room appropriate and readily available for use for medical or dental examination and treatment and for the caring of sick or injured pupils.  It must contain a washbasin and be reasonably near a water closet.  It must not be teaching accommodation

Schools where the pupils are under the age of eight years old paediatric provision of at least one qualified member of staff is required.



	18.
	What arrangements are in place for Lone Workers?

	
	Employers are responsible for meeting the first aid needs of their employees working away from their main site. Employers’ assessment of first aid needs should determine whether:
· Those who travel long distances or are continuously mobile should carry a personal first aid box.
· Special arrangements need to be made for employees who work in remote areas.
· Provision for other means of summoning help, such as a mobile phone, for employees who work alone are required,
NB: Travelling First Aid Boxes should be available on all minibuses, ambulances and communal transport (i.e. people carriers, etc.) used to transport service users.



	19.
	What are the requirements for first aid in care homes?

	
	Employers are required to provide adequate and appropriate equipment, facilities and personnel to ensure that employees receive immediate attention if they are injured or taken ill at work. This applies to all workplaces including those with fewer than five employees. However, there is no legal obligation for care homes to make first-aid provision for non-employees, such as residents and visitors, but it clearly makes sense to include residents and others when thinking about the overall level of first-aid provision needed. 

If training in emergency techniques would be appropriate to control or mitigate risk, for example if residents are known to be at serious risk of choking, then such training may be required under the Health & Safety at Work etc Act 1974. 

Further advice is available from HSE guidance (Health and Safety in Care Homes hsg220) on first-aid provision for employees that the care home may choose to provide.

	20.
	Where can I get further information and references?

	
	·   First aid at work: The Health and Safety (First-Aid) Regulations 1981. Guidance on Regulations L74 (hse.gov.uk)
· Basic advice on first aid at work INDG347.  Basic advice on first aid at work (hse.gov.uk)
· Electrical Shock; first aid procedures (2017) poster ISBN 9780717666690
· First Aid at Work: your questions answered INDG214 free leaflet First aid at work - your questions answered (hse.gov.uk)
· Blood-borne viruses in the workplace INDG342 free leaflet

· Guidance on First Aid for Schools (DFEE) the Department for Education and Employment.
· Reporting accidents and incidents at work: A brief guide to the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) INDG453 (hse.gov.uk)
· Information on all aspects of first aid at work is available on the first aid web pages www.hse.gov.uk/firstaid/index.htm.

· Single free copies are also available online http://www.hse.gov.uk/pubns/indg214.pdf 
· Care Standards Act 2000 https://www.legislation.gov.uk/ukpga/2000/14/contents 


Appendix 1 First Aid Materials, Equipment and Facilities Checklist.

First Aid containers
- suitably stocked and properly identified




- easily accessible, near to hand washing facilities if possible




- not to contain tablets or medicines




- minimum contents (where no special risk arises in the workplace) suggested as follows: (British Standard BS8599-1:2019)
	Contents
	Small
	Medium
	Large
	Travel

	First Aid Guidance Leaflet
	1
	1
	1
	1

	Contents List
	1
	1
	1
	1

	Medium Sterile Dressing (12cm x 12cm) 
	2
	4
	6
	1

	Large Sterile Dressing (18cm x 18cm) 
	2
	3
	4
	0

	Triangular Bandage (90cm x 90cm x 127cm)
	2
	3
	4
	1

	Eye Pad Sterile Dressing 
	2
	3
	4
	0

	Plasters 
	40
	60
	100
	10

	Alcohol-free Moist Cleaning Wipes
	20
	30
	40
	10

	Adhesive tape roll
	1
	2
	3
	0

	Nitrile Disposable Gloves (Pairs)
	6
	9
	12
	2

	Sterile Finger Dressing 
	2
	3
	4
	0

	Resuscitation face shield 
	1
	1
	2
	1

	Foil Blanket (130cm x 210cm)
	1
	2
	3
	1

	Burn Dressing (10cm x 10cm)
	1
	2
	2
	2

	 Clothing cutters
	1
	1
	1
	1

	Adherent dressing
	0
	0
	0
	1

	Medium trauma dressing
	0
	0
	0
	1


NB

1. This is suggested contents list only; equivalent but different items will be considered acceptable.

2. Stock levels must be maintained.

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

4. Additional materials that might be identified as necessary could include scissors, adhesive tape, individually wrapped moist wipes, disposable aprons etc.

Where mains tap water is not readily available for eye irrigation, at least one litre of sterile water or saline (0.9%) in sealed, disposable containers should be provided. Where the seal has been broken, the container should not be used. The container should not be used beyond its expiry date
Size of First Aid Kit required to BS8599-1:2019
Employers are required to make a risk assessment to decide what the hazard levels are and how many employees are involved in the area to be covered. Below is a useful guide to help match this risk assessment to an appropriate kit size.

Where there are special circumstances, such as remoteness from emergency medical services, shift work or sites with several separate buildings, there might need to be more First Aid kits than set out below. 

Whilst legislation does not require service users, contractors, volunteers or visitors to be taken into account when calculating the ratio of first aid provision for the number of employees, the Service Area should consider service users, contractors and volunteers within the risk assessment process.

The HSE also strongly recommends that employers include the visitors and others on their premises when making their assessment of first aid needs.

	Category of Hazard
	Number of Employees
	Number and Size of First Aid Kits

	Low Hazard:

Shops, Offices, Libraries etc
	Less than 5

5-25

More than 25
	Small Size Kit

Medium Size Kit

1 Large Size Kit (per100 employees)

	High Hazard:

Light Engineering and Assembly work, Food Processing, Warehousing, Extensive work with dangerous machinery or instruments, construction, chemical manufacture etc.
	Less than 5

5-25

More than 25
	Small Size Kit

Medium Size Kit

1 Large Size Kit (per 25 Employees)




First Aid Rooms

The room should contain essential first aid facilities and equipment.

It should be easily accessible to stretchers and be clearly signposted and identified.

	ITEM



	· A sink with hot and cold running water;
· Drinking water and disposable cups;
· Soap and paper towels;
· A store for first aid materials;
· Foot-operated refuse containers, lined with disposable yellow clinical waste bags or a container for the safe disposal of clinical waste;
· A couch with waterproof protection, clean pillows and blankets;

· A chair;

· A telephone or other communication equipment;

· A record book for recording incidents where first aid has been given;



Appendix 2 Suggested Numbers of First Aid Personnel
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Appendix 3  ‘Assessment of First Aid Needs’ checklist.

	Aspects to Consider
	Impact on first aid provision
	Notes

	1. You are required by law to make an assessment of significant risks in your workplace. What are the risks of injury and ill health identified in the risk assessment?
	The minimum provision is: – an appointed person to take charge of first-aid arrangements;If the risks are significant you may need to employ first aider(s) (see Q6 and Q7)


	

	2. Are there specific risks, e.g. working with:

· Hazardous substances;

· Dangerous tools;

· Dangerous machinery;

· Dangerous loads or animals?
	You will need to consider:

· Specific training for first aiders;

· Extra first-aid equipment;

· Precise siting of first-aid equipment.
· Informing the emergency services of specific hazards etc in advance. 
	

	3. Are there parts of your establishment where different levels of risk can be identified (e.g. in a University with research laboratories)?
	You will probably need to make different levels of provision in different parts of the establishment.
	

	4. What is your record of accidents and causes of ill health? What type are they and where did they happen?
	You may need to:

· Locate your provision in certain areas;

· Review the contents of the first aid box (see Q4)
	

	5. How many people are employed on site?
	You may need to employ first aiders 

(see Q6 and Q7).
	

	6. Are there inexperienced workers on site, or employees with disabilities or special health problems?
	You will need to consider:

· Special equipment;

· Local siting of equipment;
· Additional training
	

	7. Are the premises spread out, e.g. are there several buildings on the site or multi-floor buildings?
	You will need to consider provision in each building or on several floors
	

	8. Is there shift work or out-of-hours working?
	Remember that there needs to be first aid provision at all times people are at work
	

	9. Is your workplace remote from emergency medical services?
	You will need to:

· Inform local medical services of your location;

· Consider special arrangements with the emergency services;
	

	10. Do you have employees who travel a lot or work alone?


	You will need to:

· Consider issuing personal first aid kits and training staff in their use;

· Consider issuing personal communicators to employees;
	

	11. Do any of your employees work at sites occupied by other employers?
	You will need to make arrangements with the other site occupiers;
	

	12. Do you have any work experience trainees?
	Your first aid provision must cover them;
	

	13. Do members of the public visit your premises?
	You have no legal responsibilities for non-employees, but HSE strongly recommends you include them in your first aid provision.
	


Appendix 4 First Aid Risk Assessment.

	First Aid RISK Assessment


	Premises:
	Premise Manager: 
	

	Multi-Occupied Building                  Yes/No

If yes, which team is assessment based on.
	Team/s

	No of staff:
	No of Service Users:
	Others:


	1. How many accidents have you had in the last year?
	

	· Staff
	

	
	

	· Service Users
	

	
	

	2. How many times has a member of staff provided first aid in the last year?
	

	3. What activities take place outside the premise?
	

	· Lone working
	

	
	

	· Recreational visits
	

	
	

	· Workers within Service Users home
	

	
	

	· Other – please specify


	

	4. Are there any specific risks?
	

	· Hazardous Substances – please specify

	

	· Dangerous Tools – please specify


	

	· Dangerous Machines – please specify

	

	5. Do any employees on site have disabilities or special health needs – please specify condition(s), (not names)
	

	
	

	6. Are your premises remote from emergency medical services, i.e. Doctors, ambulance service, hospital A&E?

	

	
	

	7. Do you transport service users from one place to another?
	

	
	

	8. Do you have any volunteers? If so, how many?
	

	9. Is there adequate first aid provision?
	Yes/No

	
	

	10 If No, additional number of First Aiders to be trained. If no, additional number of Appointed Persons to be trained.
	

	

	

	Comments
	

	Signature of Premise Manager: 
	Date



1
17/01/2023

