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First Aid Policy
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Reviewed: 18th August 2026
Amended: 18th August 2026 – legal and guidance review
Next Review Due: April 2027 (or earlier if required)

1. Purpose
Inspire South West (ISW) is committed to the health, safety, and welfare of all staff, clients, young people, and visitors. This policy sets out ISW’s approach to providing appropriate first aid provision across all of its activities, whether delivered in a fixed setting or in the community.
This policy ensures that ISW meets its legal obligations and that anyone who is injured or taken ill whilst in ISW’s care receives prompt and appropriate attention.
Relevant legislation includes:
· Health and Safety at Work etc. Act 1974
· Health and Safety (First Aid) Regulations 1981 (as amended)
· Management of Health and Safety at Work Regulations 1999
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013
· Keeping Children Safe in Education (KCSIE) 2026
· HSE Guidance: First Aid at Work (L74)

2. Scope
This policy applies to all ISW staff, self-employed contractors, volunteers, and any other individuals working on behalf of ISW, regardless of their role or location. It covers all ISW activities including office-based work, community sessions, home visits, lone working, and any activities involving young people or vulnerable adults.

3. Roles and Responsibilities
The Organisation (ISW)
ISW will:
· Ensure adequate first aid provision is in place for all activities and settings.
· Provide an appropriate number of trained first aiders where the first-aid needs assessment identifies they are required, and appoint one or more Appointed Persons to take charge of first-aid arrangements. An Appointed Person is not a first aider unless separately trained and qualified.
· Ensure first aid training is kept up to date and refreshed in line with qualification requirements.
· Provide and maintain appropriate first aid equipment and supplies.
· Ensure all staff know who the First Aiders are and how to contact them.
· Review first aid needs as part of annual risk assessment reviews.
· Maintain records of all first aid incidents.

Director of Operations(Jenni Budd)
The Director of Operations is responsible for the day-to-day management of first aid arrangements, including:
· Maintaining an up-to-date record of all qualified First Aiders and their certification expiry dates.
· Arranging first aid training and refresher courses as required.
· Ensuring first aid kits are fully stocked, regularly checked, and accessible.
· Reviewing this policy annually and following any incident or near miss.
· Ensuring all staff are informed of first aid arrangements and procedures.

First Aiders and Appointed Persons
All designated First Aiders and Appointed Persons are responsible for:
· Providing first aid assistance to any person who is injured or taken ill.
· Remaining calm, acting within the limits of their training, and calling the emergency services where required.
· Completing an accurate record of every incident in which first aid is administered.
· Informing the Director of Operations of any incident as soon as practicable.
· Ensuring their first aid qualifications are kept current and notifying the Director of Operations when renewal is due.

All Staff
All staff are responsible for:
· Knowing who the First Aiders and Appointed Persons are and how to contact them.
· Knowing the location of the nearest first aid kit.
· Reporting all accidents, incidents, and near misses to the Operations Manager.
· Not attempting to administer first aid beyond their level of training.
· Calling 999 immediately in any life-threatening emergency.

4. First Aid Provision
ISW maintains appropriate first aid provision across all of its settings and activities. The level of provision is determined by risk assessment and covers trained personnel, the level of their training, training refresh cycles, and the location, maintenance, and monitoring of first aid equipment.
Availability of trained first aiders
First-aid cover is arranged on the basis of ISW’s first-aid needs assessment. An Appointed Person must be available whenever people are at work to take charge of first-aid arrangements; trained first aiders will be available where the assessment identifies they are required. For activities involving children and young people, ISW also considers the nature of the activity, individual medical needs, remoteness and access to emergency services.
Level of training
The level of first aid training held reflects the needs identified by risk assessment. This includes:
· First Aid at Work (FAW) or Emergency First Aid at Work (EFAW) – held by designated workplace first aiders, with the level (FAW or EFAW) determined by risk assessment.
· Paediatric First Aid – provided where required by a specific legal framework (for example, where applicable to early years provision) or where ISW’s first-aid needs assessment identifies age-specific training as appropriate.
· Appointed Persons – take charge of first-aid arrangements, including looking after equipment/facilities and calling emergency services. HSE does not require an Appointed Person to hold formal first-aid training, although ISW may provide awareness training as good practice.
Training refresh cycles
First-aid certificates are renewed within the validity period set by the relevant qualification. ISW encourages appropriate refresher training between formal renewals in line with HSE guidance and training-provider requirements. A person whose required certificate has expired must not be counted as a qualified first aider until valid certification is restored.
Location and maintenance of first aid equipment
First aid kits are provided in all locations where ISW activities take place. A first aid kit is held in the ISW office, and a portable travelling first aid kit is available to any practitioner conducting community sessions, home visits, or lone working. All kits are clearly labelled, appropriately stocked for the assessed level of risk, and stored in an accessible location known to all relevant staff. Used or out-of-date items are replaced promptly so that kits remain ready for use at all times.
Monitoring and checking arrangements
First aid kits are checked at least half termly by the Fire Marshall, who confirms that each kit is present, accessible, in date, and fully stocked, and arranges for any used or expired items to be replaced. A record of each check, including the date and the name of the person completing it, is kept and overseen by the Operations Manager.

5. First Aid Personnel
ISW will ensure that an Appointed Person is available whenever people are at work and that an appropriate number of qualified First Aiders are provided where required by the first-aid needs assessment. The level and deployment of provision will reflect the nature of the work, numbers of people, individual needs and the locations in which ISW operates.
A current list of First Aiders and Appointed Persons, together with their contact details and qualification expiry dates, is held by the Director of Operations and displayed in the ISW office.

6. First Aid Kits
ISW will ensure that appropriately stocked first aid kits are available in all locations where ISW activities take place, including:
· A first aid kit in the ISW office, checked and restocked at least every three months.
· A travelling first aid kit available to any practitioner conducting community sessions, home visits, or lone working activities.
· All first aid kits are clearly labelled and stored in an accessible location known to all relevant staff.
The Director of Operations is responsible for ensuring kits are checked regularly and any out-of-date or used items are replaced promptly.

7. Community and Lone Working
Where staff are working in the community, conducting home visits, or lone working, they must carry a suitable portable first aid kit. Before undertaking any such activity, staff should:
· Ensure they have access to a charged mobile phone and that the Director of Operations or a designated colleague knows their whereabouts.
· Follow ISW’s Lone Working Policy and Procedure at all times.
· Be aware of the nearest hospital or walk-in centre to the location they are visiting.
· Call 999 immediately in the event of any life-threatening emergency.

8. Accident and Incident Reporting
All accidents, injuries, and first aid incidents must be recorded, regardless of severity. Records must include:
· The date, time, and location of the incident.
· The name and role of the person affected.
· A description of what happened and the nature of the injury or illness.
· The first aid treatment given and by whom.
· Whether the emergency services were called and what action was taken.
Records are held securely by the Director of Operations in line with ISW’s Data Protection Policy and UK GDPR. Accident records must be retained for a minimum of three years (or until the individual turns 25 if they were a child or young person at the time of the incident).

RIDDOR Reporting
Certain incidents must be reported to the HSE under RIDDOR 2013, including:
· Deaths arising from a work-related accident.
· Specified injuries to workers (e.g. fractures, amputations, loss of consciousness, serious burns).
· Over-seven-day incapacitation injuries to workers (where an employee cannot carry out normal duties for more than seven consecutive days following the incident).
· Non-fatal injuries to non-workers (including young people) where the accident arose out of or in connection with work activity and the injured person is taken directly from the scene to hospital for treatment of that injury. A precautionary hospital visit with no injury/treatment is not reportable on that basis.
· Occupational diseases and dangerous occurrences as defined under RIDDOR.
All RIDDOR reports must be submitted by the Director of Operations as soon as practicable and within the timeframes prescribed by the Regulations.

9. First Aid Training
ISW will ensure all designated First Aiders hold a current and appropriate first aid qualification:
· First Aiders must hold a valid First Aid at Work (FAW) or Emergency First Aid at Work (EFAW) certificate, as determined by risk assessment.
· FAW qualifications must be renewed every three years. Refresher training must be undertaken before the qualification expires.
· Where a qualification is allowed to lapse, the individual must not act as a First Aider until a new qualification is obtained.
· Appointed Persons do not require a formal first-aid qualification under the Health and Safety (First-Aid) Regulations 1981. ISW may provide basic awareness training, but an Appointed Person must not be presented as a trained first aider unless they hold an appropriate current qualification.
The Director of Operations will maintain a training record for all First Aiders and will arrange renewal training in advance of expiry dates. ISW will also encourage all staff who work with young people or vulnerable adults to undertake basic first aid awareness training where practicable.

10. Medication
ISW staff are not permitted to administer prescription medication to clients or young people unless they hold the appropriate training and written authorisation has been provided by the client, parent or guardian, and where applicable, a healthcare professional.
Where a client or young person has a known medical condition requiring medication (e.g. an EpiPen for anaphylaxis or an inhaler for asthma), this must be recorded in the individual’s support plan. Staff working directly with that individual must be made aware of the condition and the action required in an emergency.

11. Mental Health First Aid
ISW recognises that first aid extends beyond physical injuries. ISW will ensure that at least one member of staff holds a current Mental Health First Aid (MHFA) qualification. Mental Health First Aiders are available to provide initial support to any individual experiencing a mental health crisis or emotional distress, and to signpost to appropriate professional services where required.

12. Policy Review
This policy will be reviewed annually, or sooner if changes in legislation, practice, or provision require it.
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