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EXECUTIVE SUMMARY:
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1.0 Introduction
1.1 Purpose of policy
Sussex Partnership NHS Foundation Trust (the Trust) is committed to providing
sufficient numbers of competent first-aid personnel to deal with accidents and
injuries occurring at work, and will provide information and training on first-aid to
employeers to ensure that statutory requirements and the needs of the
organisation are met.
The Trust will as far as is reasonably practicable ensure there are sufficient firstaid personnel within the workplace to adequately cover Trust needs. The Trust
will ensure there is provision of equipment and facilities adequate and appropriate
to enable first-aid provision to be given.
1.2 Definitions
People at work can suffer injuries or fall ill. It doesn’t matter whether the injury or
illness is caused by the work they do. It is important they receive immediate
attention and an ambulance is called in serious cases. First aid can save lives and
prevent minor injuries becoming major ones and the first aid at work regulations
cover the arrangements that need to be made. It does not include giving tablets or
medicines to treat illness.
The Regulations do not prevent staff who are specially trained, to take action
beyond the initial management stage from doing so, i.e. doctors, nurses, qualified
personnel.
Qualified First Aider – an employee who undertakes first aid duties associated with
the Trust Policy and who holds a valid certificate of competence in first aid at work,
issued by the organisation whose training and qualification are approved by the
Health and Safety Executive.
Emergency First Aider – an employee who takes charge of a situation if a serious
illness/injury occurs in the unforeseen absence of a qualified first aider and ensures
that processes are in place to manage the situation.
1.3 Scope of policy
This policy applies to all employees of the Trust and those seconded to work in the
Trust. There will be an active lead from managers at all levels to ensure that the risk
management of first aid is a fundamental part of the total approach to service
delivery, risk management and Health and Social Care Governance.
The Board recognises that the risk management of first aid at work is an integral
part of good management practice and to be most effective should become part of
the Trust’s culture. The Board is therefore committed to ensuring that risk
assessment of first aid forms an integral part of its risk management process and
that responsibility for implementation is accepted at all levels of the organisation.
The Board acknowledges that the provision of appropriate training is central to the
achievement of this aim.
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1.4 Principles
Health and Safety at Work etc. Act, 1974
Management of Health and Safety at Work Regulations 1999
Health and Safety (First-Aid) Regulations 1981 and Approved Code of Practice
(amended 2009)

2.0 Policy Statement
The Trust places a high value on the physical and mental health of its staff and is
committed to putting in place all reasonable measures to secure the health and
safety of Trust staff and anyone else who may be affected by the activities of the
Trust. The Trust will provide, so far as is reasonably practicable, first aid
arrangements and training.

3.0 Duties
3.1 Board of Directors
The Board of Directors has overall responsibility for effective risk management
within the Trust and to ensure that the Trust complies with all of its statutory
obligations.
It is the duty of Board Directors to take responsibility for the safe undertaking of all
aspects of work under their control. Where actions to control risks are beyond the
authority of managers and supervisors, Directors must ensure there are adequate
arrangements in place for such hazards and risks to be notified to them by the
fastest possible means and that they are effectively managed and controlled.
3.2 Chief Executive
The Chief Executive is responsible for ensuring that the necessary resources and
systems are in place to provide for the management of risk and for the effective
implementation of all health and safety and risk management policies.
3.3 Managers
It is the duty of all managers to take responsibility for the safe undertaking of all
aspects of work under their control. Where hazards and risks are identified, it is the
duty of the manager to take action to prevent harm occurring and to put in place
such measures as are necessary.
All managers have a responsibility to risk assess within their areas of responsibility
in order to identify an appropriate level of first aid provision. If the assessment
identifies a significant level of risk, it may be that an Approved First Aider will be
required, which will involve attendance at a three day training course. Appendix B
will provide guidance.
Managers must ensure that staff who volunteer for First Aid duties are assessed as
suitable, adequately trained, and understand their responsibility and level of
authority.
Where there are insufficient numbers of volunteers the Manager is responsible for
nominating a person to undertake first aid training and associated responsibility.
Department managers must ensure that employees are familiar with the identity of
their nearest first aider and location of the nearest first aid box.
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Department managers must ensure that first aid boxes are accessible at all times.
The names and locations of first aid personnel and equipment must be displayed on
the notice boards, and such information must be regularly updated to reflect any
changes in location or personnel, which take place.
The Trust’s Health and Safety Policy places the responsibility for identification of
health and safety training needs with the Modern Matrons, Service Managers and
Heads of Departments.
3.4 Risk and Safety Team
The team will provide a pro-active advisory service to management on all nonclinical risk management issues and provide support and guidance to managers
regarding the identification and assessment of risk.
3.5 First Aiders
First Aiders (who have undertaken the three day qualification course) are qualified
personnel in meeting first aid requirements in the workplace. Please se section 4.3
for details of training course.
Qualified first aiders must undertake a yearly update in Resuscitation & Basic Life
Support to comply with current legislation and to ensure that their skills are
maintained. In addition a two day, annual refresher, is required to maintain full
qualification for qualified first aiders.
All first aiders are required to provide first aid in the event of an incident in keeping
with their level of training.
First aiders should routinely check first aid boxes as a minimum of once a month.
They should check they are adequately stocked, within the expiry date, and order
supplies via their budget holder through the correct procurement process. See
section 4.4 for contents.
3.5.1 Emergency First Aiders
In the case of Emergency First Aiders they should have passed competent on a one
day Emergency First Aid course in accordance with Health and Safety Executive
(HSE) requirements. Please see Section 4.3 for details of training courses.
Emergency first aiders must undertake a yearly update in Resuscitation & Basic Life
Support to comply with current legislation and to ensure that their skills are
maintained.
Emergency first aiders are required to provide first aid in the event of an incident in
keeping with their level of training.
The emergency first aid person need not necessarily be a fully qualified first aider
but he / she will be given a clear indication of their responsibilities and training to
enable them to carry out this role. Refresher training is to be undertaken on an
annual basis.
Emergency first aiders should routinely check first aid boxes as a minimum of once
a month. They should check they are adequately stocked, within the expiry date,
and order supplies via their budget holder through the correct procurement process.
See section 4.4 for contents.
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3.6 First Aid Trainer
The Trust employs a Resuscitation and First Aid Lead Trainer whose duties are to
design and implement first aid course’s and updates, they will also keep records of
those qualified in administering first aid within the Trust.
3.7 All Staff
Every employee has a duty under health and safety legislation to take reasonable
care of the health and safety of themselves and that of any other person who may
be affected by their acts or omissions whilst at work.
It is everyone’s responsibility to report any matters that present a serious and
immediate danger or where there are shortcomings in the arrangements that have
been made for health and safety. The reporting of hazardous and unsafe conditions
is therefore a statutory duty of every employee.
All staff must inform the qualified first aider if they have used any item from the first
aid box.

4.0 Procedure
4.1 Legal Indemnity of First Aiders
The Trust has arranged, through its insurance policies, to guard against the
possibility of legal action in the event of deterioration in a persons condition after the
administration of first aid.
4.2 Safe System of Work
For the purpose of maintaining supplies, qualified first aiders and nominated
responsible persons should keep a record of those supplies that are used, by whom
and for what reason, and notify the relevant person when supplies need
replenishing.
Contents of the first aid boxes and kits should be replenished as soon as possible
after use to ensure that there is always an adequate supply of all items.
First aid personnel must inform their manager when their training certification period
is nearing expiry, as well as booking refresher and update training.
In the event of an employee needing further treatment after the administration of first
aid, arrangements should be made for them to visit the nearest Accident and
Emergency Department.
In the event of a serious incident staff should contact the emergency services and
their nearest first aider.
Should employees have concerns about the provision of first aid within the
organisation, they should inform their line manager to enable the Trust to investigate
and rectify the situation if necessary.
4.3 First Aid Training
The Trust has a full-time First Aid Trainer who undertakes all first aid training
courses for Trust employees. Course dates are advertised on the Trust Intranet.
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The Trust is approved by the Health & Safety Executive to carry out first aid training.
First Aiders
A newly appointed first aider must undertake a full three day qualification course to
become a qualified first aider. This certificate will be valid for a period of three years.
On an annual basis all qualified first aiders must have an annual refresher update in
Resuscitation & Basic Life Support training. After three years (prior to the expiry of
the certificate) the first aider must undertake a two day refresher course for
requalification for a further three years.
Emergency First Aiders (EFA)
A newly appointed EFA must undertake a one day course in basic first aid
techniques to be competent in administrating treatment. The certificate will be valid
for a period of three years.
On an annual basis all qualified EFA must have an annual refresher update in
Resuscitation & Basic Life Support training. After three years (prior to the expiry of
the certificate) the EFA must undertake a one day refresher training course for a
further three years validity of the certificate.
Training records are required to be kept by the manager in the first aider’s personnel
records. The manager should inform the Training Department of attendance at any
external training so that these records can be entered onto Electronic Staff Records
(ESR).
Further information can be obtained from the Resuscitation and First Aid Training
Officer who can be contacted via the Risk and Safety Team.
4.4 First Aid Boxes
First aid boxes are provided within the workplace to ensure that there are adequate
supplies for the nature of the hazards involved. All boxes will contain at least the
minimum first aid supplies required by law. At least the following should be included:
 Card giving the general first-aid guidance
 Face Shield
 20 individually wrapped sterile adhesive dressings (assorted sizes)
 2 sterile eye bandages
 6 individually wrapped triangular bandages
 6 medium sized individually wrapped unmedicated wounds dressings
 2 large sized individually wrapped unmedicated wounds dressings
 3 extra large sized individually wrapped unmedicated wounds dressings
 Pair of blunt ended scissors
 2/3 Pair’s of disposable (latex free) gloves
 Where mains tap water is not available for eye irrigation, sterile water or sterile
normal saline in sealed disposable containers should be provided.
It is recommended that safety pins are not used (use a plaster as an alternative) as
these may be used for self harming purposes in a service user environment.
The location of first-aid boxes and the contact details of the person responsible for
their upkeep will be clearly indicated on notice boards throughout the workplace (See
Appendix C).

Page 7 of 14

First Aid Policy

First aid boxes will be maintained, ideally once a month, and restocked when
necessary by the first aider or nominated responsible person, from that person’s
department budget.
First aid boxes must not contain medicinal products i.e. headache tablets.
On a regular basis the Trust is informed through the Central Alert (CAS) of defective
medical devices, consumables, etc. If an alert is issued on an item of first aid
equipment then the Medical Devices Liaison Officer will notify the Resuscitation and
First Aid Training Officer to ensure a communication is sent to all qualified first aiders
who must respond to the alert.
Items within the first aid box that are discovered to be defective/not appropriate for
use must be notified to the Medical Devices Liaison Officer (Risk and Safety Team)
as soon as possible. This should also be recorded on the Trusts incident form.
If an item is passed its expiry date then it should be disposed of in the correct manner
according to Trust waste disposal procedures. Advice should be sought from Estates
and Facilities on appropriate waste disposal.
4.5 Portable First Aid Kits
Department managers are responsible for undertaking an assessment to identify
whether portable first aid kits are necessary for staff who are required to work away
from their normal place of work. Examples include:
 Work with potentially dangerous tools and machinery away from the base
location.
 Staff travelling in vehicles on a regular basis, such as delivery personnel.
 Staff whose work takes them to isolated locations.
 Staff participating in sporting or social events arranged or supported by the
 Trust.
The first aid kit should be appropriate for the circumstances in which they are to be
used. At least the following should be included:
 Card giving the general first aid guidance.
 Face Shield
 6 individually wrapped sterile adhesive dressings.
 1 large sterile unmedicated dressing.
 2 triangular bandages.
 Individually wrapped moist cleansing wipes.
 Pair of disposable (latex free) gloves.
First aid boxes must not contain medicinal products i.e. headache tablets.
Defective or expired items must be dealt with as in 4.4.
4.6 Incident Reporting
All incidents must be reported on the Trust Incident Reporting Form. First aid actions
administered should be recorded on this form on the assessment section to be
completed by a relevant manager in communication with the first aider.
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4.7 Risk Assessment
In assessing the first aid needs of the ward or department, managers should
consider:
 Workplace risks
 The size of the ward or department
 Accident history of ward or department
 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 multi-occupied sites
 Annual leave and other absences of first aiders and emergence first aider
 Any other relevant factors
Managers need to risk assess first aid provision to enable a decision to be made with
regards to the precise ratio of first-aiders to employees which can be adopted in all
cases. All relevant factors need to be taken into consideration. These include the
distribution of employees, the nature of work, the size and location of the work area,
whether there are shift patterns, the distance from medical services, as well as the
number of employees. The standard Trust risk assessment form should be used for
the completion of risk assessments.
Decisions as to what constitutes a sufficient number of first aiders will be taken on the
basis of a risk assessment completed at ward or department level. If the assessment
identifies a significant risk then the level of first aid provision should be increased to
adequately control the risk. Appendix A will provide guidance.
Risk assessment training for managers is available through the Risk and Safety
Team.

5.0 Development, consultation and ratification
This policy and protocol were developed by the Risk and Safety Team in
conjunction with Staff Side Representatives and members of the Health and Safety
Committee.
The policy and protocol were delegated by the Health and Safety Committee to the
Policy and Professional Practice Forum for final consultation and ratification.

6.0 Equality and Human Rights Impact Assessment (EHRIA)
This policy and protocol has been equality impact assessed in accordance with the
Trust Procedural Document Policy.
The Trust will work to ensure the diversity of Qualified First Aiders reflects the
diversity of those employed by the Trust. The Trust will ensure steps will be taken to
monitor and review diversity in first aid. This will be monitored annually in the
Equality, Diversity and Human Rights report. Where people from some protected
characteristic group i.e. BME appear to be under represented as qualified first aiders,
links will be made through the staff networks to encourage members to train first
aiders.

7.0 Monitoring Compliance
The policy will be monitored by the Risk and Safety Team for its effectiveness
through the Governance Performance Audit (GPA) and reviewing training records.
The GPA will be completed annually by all managers responsible for work areas
assessing the first aid requirements as part of this inspection process.
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8.0 Dissemination and Implementation of policy
This policy will be loaded onto the Trust website by the Governance Support Team.
Publication will be announced via the Communications e-bulletin to all staff.
The training requirements fall under the category of ‘Essential Training’ and
individuals should refer to the Essential Training Policy for further information and
guidance on how the training is delivered and can be accessed.

9.0 Document Control including Archive Arrangements
This policy will be stored and archived in accordance with the Trust Procedural
Document Policy.

10.0 Reference documents





Health and Safety (First Aid) Regulations 1981 Approved Code of Practice
Guidance L74 HSE Books 1997
Free leaflet ‘Basic advice on first aid at work’ (INDG347 (rev1), 2006)
HSE website at http://www.hse.gov.uk/firstaid/index.htm
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Appendix A
Guidance on Numbers of First Aid Personnel
Category of risk

Numbers employed at any
location

Lower risk

< 50

At least one Emergency
First Aider

50 – 100

At least one Approved First
Aider

> 100

One additional First Aider
for every 100 employed

Medium risk

< 20

i.e. domestics, catering,
wards

At least one Emergency
First Aider

20 – 100

At least one Approved First
Aider for every 50
employed (or part thereof)

> 100

One additional First-Aider
for every 100 employed

Higher risk

<5

i.e. Estates and Facilities
e.g. dangerous machinery
or sharp instruments

At least one Emergency
First Aider

5 – 50

At lease one Approved First
Aider

> 50

One additional First Aider
for every 50 employed

Where there are hazards
for which additional first aid
skills are necessary

In addition, at least one
First Aider trained in the
specific emergency action

i.e. offices

Suggest number of firstaid personnel

The above information is for guidance only and on assessment you may decide that
other arrangements need to be in place in your work area because the risk is either
higher or lower than that indicated.
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Appendix B
Assessment of First Aid Needs
The minimum first-aid provision for each work site is:




A suitably stocked first-aid container
A person appointed to take charge of first-aid arrangements
Information for employees on first-aid arrangements

This checklist will help you assess whether you need to make any additional provision.
Aspects to consider

Impact on First Aid provision

1.

What are the risks of injury and ill
health arising from the work as
identified in your assessment?

If the risks are significant you may need to
employ First Aiders.

2.

Are there any specific risks e.g.
working with:

You will need to consider:



Hazardous substances?



Specific training for First Aiders



Dangerous tools?



Extra first aid equipment



Dangerous machinery?



Precise siting of First Aid equipment



Dangerous loads?



Informing emergency services



First Aid room

3.

Are there parts of your
establishment where different
levels of risk can be identified,
e.g. laboratories, workshops,
working at height?

You will probably need to make different
levels of provision in different parts of the
establishment.

4.

Are large numbers of people
employed on site or in your work
area?

You may need to employ First Aiders to deal
with the higher probability of an accident.

5.

What is your record of accidents
and cases of ill health?

You may need to:

What type are they and where did
they occur?
6.



Locate your provision in certain areas.



Review the contents of the First Aid
box.

Are there inexperienced workers
on site, or employees with
disabilities or special health
problems?

You will need to consider:

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 you workplace remote from
emergency medical services?

You will need to:



Special equipment.



Local siting of equipment.



Inform local medical services of your
location.
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10.

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

Consider special arrangements with
the emergency services.

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 You will need to make arrangements with the
sites occupied by other
other site occupiers.
employers, i.e. other Trust, Social
Services, other agencies.

12.

Do you have any work experience Remember that your First Aid provision must
trainees?
cover them.

13.

Do members of the public visit
your premises?

You have no legal responsibility for nonemployees First Aid, but the HSE strongly
recommend you include them in your First
Aid provision.

14.

Do you have employees with
reading or language difficulties?

You will need to make special arrangements
to provide them with First Aid information.
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