
FIRST AID AT WORK GUIDANCE

Guidance Document – First Aid at Work

Introduction

Accidents and ill health occur from time to time at work and it is important that the emergency arrangements ensure that the person who suffers injury or fall ill receives immediate attention and, if appropriate, a call for medical support is made or an ambulance is called in serious cases. 

What Do I Need to do?

Under the Management of Health and Safety at Work Regulations 1999 and the Health and Safety (First Aid) Regulations 1981, employers are required 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 minimum first-aid provision at any work site is to provide a suitably stocked first aid box and an appointed person to take responsibility of the first aid arrangements.  What is adequate and appropriate will be dependent on the circumstances for the workplace and therefore first aid needs should be assessed.

First aid provision needs to be available at all times when people are at work.

Many companies will only need to provide the minimum first aid provision however, there are a number of factors to consider that may mean a greater provision is necessary. 

Risk Assessment

A risk assessment will help to ensure that first aid provision continues to be adequate and appropriate

It is advisable to record the details of any reviews or assessments made and to record the findings. The assessment should assess the risk of all activities and appropriate first aid provision should be made based on this assessment. Considerations should include;

· Hazardous substances, tools and equipment in use

· Are there different levels of risk at different parts of the premises or site?

· Manual handling activities

· Risk of electric shock

· Potential emergency situations

· Levels of risk in different locations and activities including; employees, visitors, contractors and members of the public and those affected by its work activities

· Accident and ill-health records

· Total number of persons on site and who might be affected 

· Type of persons at risk, including employees with disabilities or special health problems and other vulnerable groups

· The working hours (including night workers) 

· Access to emergency services 

· Travel and lone working

· Working at other sites

A risk assessment template is available to download on our website.

Significant Risks

Sufficient numbers of first aiders should be located strategically on the premises to allow for the administration of first-aid quickly when the occasion arises.  If the risks are significant additional first aiders may need to be appointed, the following must be considered;

· Training for first aiders

· Additional first aid equipment and the contents of the first aid box

· The location of the first aid equipment to meet various demands of the business

· Informing local medical services of the site and its risks

· Any special arrangements that may be needed with the local emergency services

See below a guide for the number of first aiders

First Aiders and Appointed Persons

Company first aiders are responsible for administering first aid to employees and Appointed Persons are responsible for managing first aid arrangements. 

A list of these first aiders, appointed persons should be communicated to all employees. 

First aiders and appointed persons, or any other employee, may call for additional medical support and/or for an ambulance, if required. 

The Appointed persons responsibilities include:
· Taking charge when someone is injured or falls ill

· Call for emergency services / ambulance if required

· Looking after the first aid provisions, facilities and ensuring first aid boxes are replenished

· Keeping records of any treatment provided.

First Aiders

A first aider is someone who has undergone a HSE approved training course in administering first aid.

The circumstances, risks and work site will determine the number first aiders required, although there are no definitive guidelines on the number of appointed persons or first aider the table below provides a suggested amount.

Guide for the Number of First Aiders

As a guide the number of first aid personnel is as follows;

	Category of risk
	Number of employees at any location
	Suggested number of first aid personnel

	Low Risk

	e.g. Shops and offices
	Fewer than 50
	At least one appointed person

	
	50 - 100

More than 100
	At least one first aider 

One additional first aider for very 100 employees

	Medium Risk

	e.g. Light engineering, assembly work, food processing and warehousing
	Fewer than 20
	At least one appointed person

	
	20 -100

More than 100
	At least one first aider for every 50 employed (or part thereof)

One additional first aider for every 100 employees

	Higher Risk

	e.g. Construction, Chemical Manufacturing, Dangerous Machinery 
	Fewer than 5
	At least one appointed person

	
	5 - 50

More than 50


	At least one first aider

One additional first aider for every 50 employees


Adequate provisions of first aid should be available at all times, adequate cover for any annual leave of the first aiders or appointed persons should also be provided.  Appointed persons cannot replace first-aiders who are on annual leave.

First Aid Records

It is considered good practice to keep records of incidents that require the attendance of a first aider or treatments given to an injured person. Each first aider and appointed person should record details of any first aid treatment given and should advise the injured person to formally report any accident.

Records can be kept in any way however, the BI510 accident book available from the HSE will assist you to comply with legal requirements to record accidents at work. This book also contains guidance on the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 and the Health and Safety (First Aid) Regulations 1981.

Data entered into the accident book should include;

· The date,  time and place of the accident

· The injured persons name and job title

· A description of the injury or illness and detail of any first aid treatment administered

· Details of where the injured person went after the accident; namely home, hospital, doctor or back to work

· The name and signature of the first aider or the person who dealt with the incident.  
Information collated can help the organisation to determine first aid needs and will be helpful for insurance and investigation purposes.

Some accidents or incidents are reportable under the Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) 

Please contact the health & safety advice line for further information.

Content of the First Aid Box

Where there are no special risks in the workplace a minimum stock of items would suffice. Tablets, potions, lotions, sprays, creams and medicines should not be kept in the first aid box. The container should also be protected from damp and dust.

Although there is no mandatory list, the following list should act as a guideline; 

	Stock for up 50 persons


	

	HSE leaflet Basic Advice on First Aid at Work


	

	Individually wrapped sterile plasters (assorted sizes) appropriate to the type of work and needs of the employees
	20 - 40 

	Medical adhesive plaster 


	40

	Sterile eye pads


	4

	Individually wrapped triangular bandages (preferably sterile)
	6

	Safety pins
	6



	Individually wrapped medium sterile unmedicated wound dressings (approx 12cm x 12cm)

	8

	Individually wrapped large sterile unmedicated wound dressings (approx 18cm x 18cm)
	4

	Individually wrapped wipes
	10



	Paramedic shears
	1



	Pairs of disposable latex gloves
	2



	Sterile eyewash
	2 (if no running water is available)


An examination of the first aid kits should be conducted frequently, Stock should be replenished as soon as possible after use and supplies should be kept on the company premises. You may want to consider assigning responsibilities for examination of first aid kits to your appointed persons. 

Any first aid materials that are out of date should be discarded carefully.

First Aid Kits for Travelling

If employees travel away from the site, the employer needs to consider;

· Providing personal first-aid kits and providing training

· Issuing a mobile telephone or providing methods of communication to the employee.

If first aid kits are provided, they must be regularly inspected and stock replenished.  

Rooms Designated for First Aid

First aid rooms are normally provided in organisations operating in high-risk industries e.g. large construction sites, chemical sites and ship building plants.

A person should be assigned responsibility for the first aid room or rooms.

Additional responsibilities will be required and further advice should be taken with regards to the facilities, responsibilities and resource.

Do I Need to do Anything Else?

Employers have a duty to inform employees of the arrangements that have been made for first aid in their workplace. 

Employers should consider;

· Distribution guidance to all employees which highlight any key issues. 

· Nominate employees to ensure the guidance is kept up to date.

· Issue internal memos / emails as a method if keeping personnel informed of any changes in the first aid arrangements.

· Provide notices informing employees the names of the appointed persons, first aiders and where the first aid facilities or first aid box are located.

· Provide information to new or transferring employees as part of an induction process.

· Special arrangements for those with reading and language difficulties.   


