 CANTERBURY CHRIST CHURCH UNIVERSITY

 FIRST AID PROCEDURES
Assessment of First Aid Needs 
1. The Health and Safety Advisor will undertake an assessment of first aid needs. 
2. The purpose of the assessment of first aid needs is to determine the appropriate first aid provision in terms of matter such as the numbers of qualified first aid personal required, what should be included in a first aid box and if a first aid room is needed. The assessment is made by the Health and Safety Advisor, taking into account such factors as: 
· nature of work being undertaken and the types of activities taking place;

· workplace hazards and risks (e.g. substances, tools, machinery, dangerous loads)
· the accident history in the various locations

· the number and distribution of people and occupancy hours 
· the likely response time in providing assistance

· the location of the building and the spread of buildings

· visitors to buildings

· the proximity to external emergency assistance 
· foreseeable absences of first aid personnel, such as annual leave and sickness
· any guidance provided by the Health and Safety Executive (HSE) and professional bodies

3. The assessment will identify those areas of the University determined to be higher risk, and requiring a higher ratio of first aid personnel to individuals using the facility. 
4. The Regulations do not place a legal obligation on employers to make first aid provision for non-employees such as the public or students. However, it is University policy that non-employees are included in a first aid needs assessment and that provision is made for them.

5. The assessment of first aid needs will be undertaken in consultation with the Responsible Person for the building concerned. The assessment of first aid needs will be reviewed every two years in the Michaelmas Term, or in the event of significant changes to working practices or staffing levels. 

Appointment of First Aiders

6. Responsibility for the recruitment of sufficient first aiders rests with the Health and Safety Advisor. This responsibility is exercised in partnership with the Responsible Person for the building. The General Manager is responsible for the recruitment of first aiders at Salomons. 

7. Unless appointment is included as part of the contract of employment, first aiders should be volunteers. 

8. Where possible first aiders should be appointed because the nature of their work is such that they have a general availability to respond to a request for assistance. In addition, appointment will take account of factors such as

i. Reliability, disposition and communication skills of person
ii. Aptitude and ability to absorb new knowledge
iii. Ability to cope with stressful and physically demanding emergency situations

Roles of First Aiders

9. The principal roles of a first aider are to:
· respond promptly to calls for assistance 
· take charge of the incident they are called to
· provide immediate treatment within their competence 

· summon further help, if necessary 

· provide continuing care until the individual fully recovers or the emergency services arrive 
· report promptly to the Health and Safety Advisor details of treatment provided 
· engage in appropriate staff development activity
Training and Support of First Aiders

10. All first aiders must undertake training before taking up their first aid duties by attending a recognised HSE first aid course delivered by an approved organisation. This must be renewed when necessary through a recognised refresher training course. 

11. The Health and Safety Adviser is responsible for ensuring that first aiders are qualified, with the exception of Salomons where responsibility rests with the General Manager. 

Honorarium for First Aiders

12. First aiders are paid an honorarium during the period they undertake the responsibility, continue to be able and willing to respond to requests for assistance, and undertake the required refresher training. 

First Aid Equipment
13. Each first aider will be provided with a first aid bag. It is the responsibility of the first aider to ensure the equipment in the first aid bag is up to date and includes only the equipment authorised by the Health and Safety Adviser. No other additions, such as tablets, lotions or sprays should be held for use.

14. First aid containers and other equipment must be readily available in departments to all employees at all times. Building Wardens will be provided with first aid boxes for use within their building and are responsible for ensuring the contents remains up to standard and fit for purpose. 
15. The Health and Safety adviser is responsible for providing basic first aid equipment and ensuring all areas of the University have the appropriate provision. The Health and Safety Advisor will advise which contents are in line with the Regulations. 
Summoning of First Aid Assistance
16. The general approach in the University is to provide an internal telephone number at each campus for summoning first aid assistance. 
17. The relevant internal telephone number will be published throughout the campus by means of posters. The Health and Safety Advisor is responsible for ensuring that posters are available for display, and there are arrangements in place for their distribution. 
18. The Health and Safety Advisor is responsible for ensuring there are appropriate arrangements in place for the training and briefing of those members of staff responsible for responding to requests for assistance. 

Information for Employees and Others

19. Departmental Health and Safety Representatives and Building Wardens should ensure that all employees know the location of the first aid equipment and the arrangements for summoning first aid personnel. This information should be part of the induction training given to new staff and students. 
20. Notices giving the appropriate information should be posted in conspicuous positions in all identifiably separate working areas of each department.
General Administration
21. The administration of the First Aid Policy is overseen by the Health and Safety Advisor. The Health and Safety Advisor is to

Documentation and Information
a. support the policy in its implementation through written guidance, advice for staff, students and visitors, and posters

b. oversee the production of the documentation, and keep it under review
c. maintain and publish an up to date listing of the names and location of all first aid personnel
Resources and training
d. recruit, in consultation with the Responsible Person, first aid personnel in accordance with the assessment of first aid needs
e. ensure there is suitable training of first aid personnel

f. maintain the training records of first aid personnel 
g. ensure the necessary first aid equipment is provided

h. promote first aid knowledge throughout the University 
Advice 
i. keep abreast of current first aid knowledge and requirements, through continued professional development and expertise in the field
j. advise on issues relating to first aid, including how to deal with emergency situations and the provision of first aid equipment
k. advise on the provision of first aid services for special functions 
Review, Reporting and Enhancement
l. collect information on the application of first aid, and analyze the data as a basis for identifying the means of enhancing first aid provision
m. report annually to the Health and Safety Committee on the operation of first aid arrangements
n. identify measures to enhance the effectiveness of the operation of the first aid arrangements
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