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1 Procedure Aim/Purpose/Scope 

The procedure aims to set out the process by which designated First Aid at Work provision takes place within the Force including the initial qualification, re-qualification and the designated First Aider roles and responsibilities as such. It includes the authority and revocation arrangements for the payment of the salary code 117 First Aid Allowance, an allowance which is made only to authorised designated First Aid at Work staff.

This procedure does not include specialist police roles or activities where there has been an identified need for the person to hold a First Aid at Work qualification, an Emergency First Aid qualification or any other similar first aid qualification.

Responsibilities for Designated First Aiders are outlined below. This includes the requirement for an individual to sign a ‘Commitment Agreement’ to ensure that relevant legislation is complied with and the Force requirements are met. 

This process aligns with the NPIA First Aid Training guidelines defined in Appendix 3.

The target group for this procedure are police staff who generally will be available to administer first aid provision in the workplace, maintain and monitor usage of first aid equipment.
The requirement for designated First Aid at Work training will be governed via the internal training planning process and provision will be reviewed on a bi yearly basis by the Health & Safety Advisor.
2 Guidance  

Designated First Aider – 
A Designated First Aider, subject to satisfactory compliance with the obligations as outlined below agreement will receive the additional salary payment code 117.
A designated First Aider will have successfully completed the First Aid at Work course and the requirement for his/her appointment will have been approved by the Health & Safety Advisor. 
A designated First Aider will attend and deal with any First Aid provision necessary within their designated area, should either an emergency situation occur or a specific request be made for first aid assistance. First Aid provision includes assistance to all police staff, police officers and members of the public.  

A designated First Aiders will also be prepared to respond to a request for assistance in other areas than their own if required. 
When the designated First Aider attends an emergency situation it is his/her responsibility to deal with all aspects of the emergency within his/her skills base based on the training and qualification held.

The designated First Aider will ensure that if the situation requires more specialist medical intervention than he/she can provide, that this is sought or recommended as appropriate.

The designated First Aider will act as the liaison between with the emergency services and management. 
The designated First Aider has the responsibility to ensure that all necessary paperwork regarding the incident is completed and forwarded for management attention.

In order to continue to be a designated First Aider the individual will ensure that they seek a refresher course and they are re-qualified where possible at least 3 months before their current qualification expires.
A designated First Aider who is not qualified 3 months after their certificate has expired, must advise the HR Service Desk requesting them to cancel receipt of the additional. The Health & Safety Advisor must also be informed.  
A designated First Aider who does not wish to continue with this role must notify the Health & Safety Advisor 3 months in advance of them ceasing the responsibility. 

A designated First Aider who moves to a different area or department does not confer with them an automatic right to take that role and payment with them to their new posting.
If a designated First Aider changes location the individual must advise the Health & Safety Advisor of the move. If there is no requirement or there are sufficient person(s) already authorised in the area to which they are moving, then the person moving will need to relinquish the designated First Aider role.
The individual must advise the HR Service Desk requesting them to cancel receipt of the salary payment code 117 First Aid Allowance. (Note: The individual does not will not lose their First Aid Skill, but they lose the designated First Aider title and the payment attached to that).

Where a designated First Aider vacancy occurs in a designated area any member of police staff can apply for the position as the First Aider. This should be done to the Health & Safety Advisor who will assess the need and requirement. Where there is more than one application for the vacant position a decision on appointee will be based on previous first aid experience, medical experience and/or local knowledge.
The designated First Aider will ensure that First Aid at Work posters are updated to reflect their status in a designated area. This will include ensuring that Reception/Help Desk are aware of their role.

The designated First Aider will ensure that all First Aid boxes, resuscitation aids and equipment and signage are maintained to the legal requirements. This will include ensuring that First Aid boxes are checked once per week.  Replacement items and equipment necessary to maintain the first aid provision will be ordered by these persons. A log of these check and location of First Aid equipment will be maintained by the designated First Aider.
The Designated First Aider will ensure that they maintain the First aid knowledge by keeping up to date with any new legislation and best practise as made available from accredited organisations. 
The Designated First Aider will ensure that after successfully completing a First Aid at Work course a copy of their certificate, together with the signed commitment agreement is sent to and received by HR Service Desk so that their records and payments are updated.


Health and Safety Advisor 
The Health and Safety Advisor shall be responsible for ensuring that the Force capability for first aid is maintained according to legislation and HSE guidelines.  

The Health & Safety Advisor will approve requests for designated First Aider based on the number already qualified in that designated area/department. 
The Health & Safety Advisor will follow current training planning arrangements to ensure that courses are made available to meet demand and ensure that designated areas have sufficient resources to comply with legislation.

Trainers
Personal Safety Trainers in all areas/departments are qualified by the NPIA to deliver the First Aid at Work course.  

Personal Safety Trainers are responsible for ensuring that their own skills are maintained and that their training is planned in good time to avoid expiry of skills and inability to train.

Personal Safety Trainers subject to agreeing to the commitment agreement may be designated First Aiders.

The Single Point of Contact for all First Aid Trainers will ensure that they are re-qualified when appropriate. 
 Reception / Help Desk

Generally staff employed in the role of reception or help desk officers will be the most likely central contact point for an emergency. A member of staff receiving the call for assistance will then contact, by most suitable means available locally, the designated First Aider on duty requesting him/her to attend.
Administration

The HR Service Desk will be responsible for setting up events for the First Aid at Work course as requested by the Health & Safety Advisor.

First Aid at Work courses can take place anywhere within the county to accommodate trainer availability. Staff who are applying to be designated First Aider and existing staff holding First Aid at Work qualifications may be required to travel to these locations. 

When trainers/designated First Aiders have attended, completed and passed the 3 day First Aid at Work course the HR Service Desk will update the TAS system

Responsibilities

Becoming a Designated First Aider Process Flow Chart



2.1  A Designated First Aiders Duties






[image: image2]

Click Here to Return to Index
3 Appeals
4.1 Should any member of staff have concerns over the First Aid at Work Training Procedure they should discuss this with their Line Manager in the first instance.  The Appeals procedure in the Learning and Development procedures manual should then be followed.

It is not perceived that the public will have any contact with this First Aid at Work Training Process and therefore there are no public contact implications within this procedure. 

There will be instances whereby Cheshire Constabulary will lead collaborative training involving the general public or other forces.  Should any of these individuals have concerns relating to this First Aid at Work Training Process they should discuss this with Single Point of Contact for Health and Safety in the first instance.  If this is not possible further enquiries should be made through the Strategic Training Panel.

In order to comply with legislation all questions, data and reports will be stored and treated with due consideration to Data Protection.  However, if requested such information will also be available as stipulated as part of the Freedom of Information Act 2000

5.
Review
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6. Compliance

I confirm that this document has been drafted to comply with the principles of the Human Rights Act and Equal Opportunity legislation as per force guidance. 

In addition, Data Protection, Freedom of Information, the National Quality of Service Commitment and Health and Safety issues have been considered. 
Adherence to this policy or procedure will therefore ensure compliance with all relevant legislation, internal policies and the Force values.
I do/ that this document is appropriate for disclosure to the public. 

Signed: ……A D Rothwell………………………..
      Date: 23/07/2012
Equality and Diversity Impact Assessment part 1
	Potential Impact
	X
	Does the procedure involve any of the following? (tick as appropriate) 

	If any of the boxes below are ticked the impact is high and the Equality and Diversity Impact Assessment must be reviewed annually.

	High
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	· Exercise of statutory powers?

· Dealing with or providing services to the public?

· Recruitment & selection, transfer or redundancy processes?

· Training opportunities or career development schemes?

· Other processes for managing staff? (i.e. discipline, pay, allocation of benefits, etc)

· Any other high risks not detailed?  



	If any of the boxes below are ticked the impact is medium and the Equality and Diversity Impact Assessment must be reviewed every 2 years.

	Medium
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	· Dealing with the public, but not involving the exercise of statutory powers?

· Providing services or facilities to staff? (i.e. welfare, shower rooms, parking, intranet etc)

· Any other medium risks not detailed?

	If any of the boxes below are ticked the impact is low and the Equality and Diversity Impact Assessment must be reviewed every 3 years.

	Low
	 FORMCHECKBOX 

 FORMCHECKBOX 


	· Administration processes?

- Any other low risks?


Equality and Diversity Impact Assessment part 2
Consider the community as a whole and each of the protected characteristics: Age (includes all ages), Disability, Gender, Pregnancy and maternity, Race, Religion or belief, Gender reassignment and Sexual orientation, when answering the below: 


	1. Does this activity present an opportunity for improving equality outcomes for any of the protected characteristics?

If so, how?

	No

	2. Is there public/political concern in relation to any of the protected characteristics, attached to this activity?  If so, what are those concerns?

	No

	3. What other sources of information have been used in the development of this procedure i.e. HMIC Inspection Reports, Home Office Circulars?

	Health and Safety at Work Act.

HSE guidelines

	4. Does the procedure relate to the use of a statutory power?  If so, under what circumstance could discrimination be acceptable?

	No

	5. What data collection process exists for this procedure? 

How is the data monitored to ensure that the impact is not discriminatory or disproportionate? E.g. Use of community intelligence.
If reviewing the procedure what are the results of the monitoring?

	Data collection is through the NSPIS HR TAS system.  Data is monitored by the Single Point of Contact to ensure that there are enough qualified people to meet legislative requirements.

	6. What evidence is there that actions to address any negative effects in one area may affect other areas of equality?
	None at present.

	7. When the Race and Diversity impact assessment has included consultation, who was consulted?

(Include a summary of the key points)

	All of the people on the consultation list.

	8. Has the procedure been altered following the consultation?

(Include a summary of the key changes)

	No

	9. Has feedback been given to the groups involved in the consultation?

	Yes

	Date Impact Assessment completed: 
	14 February 2011


Course takes place. 


Person achieves


 First Aider certificate





HR Service Desk nominates course event





If a Designated First Aider, is unqualified or changes location from their designated area or (with reasonable reason) no longer wishes to hold the position then he/she is responsible to inform;


The Health & Safety Advisor to make alternative arrangements  and 


the HR Service Desk so that payment can be ceased.





H&S Advisor co ordinates Force First Aid at Work deployment





Person agrees and signs commitment agreement and forwards to Health & Safety Advisor 


H&S Advisor  requests  HR Service Desk to nominate onto next planned training event





Health & Safety Advisor assesses requirement  





Person/Manager contacts and makes request to Health & Safety Advisor 





A Designated First Aider vacancy occurs within a designated area department 





HR Service Desk enters pass into the system and re qualification request date on the system





HR Service desk arranges for payment to be made via payroll.





Person advises Reception/Help Desk that they are now the Designated First Aider for that area. 


Person updates local First Aid Notice boards





Person advises HR service Desk of completion of course





No





Yes





Person requests to be a Designated First Aider





Advises no requirement in that designated area 





When appointed as a designated First Aider he/she advises the Reception/Help Desk that they are the contact for the designated area





Ensure date of requalification is known and attendance on course is carried out when required. Notify Health & Safety Advisor of any changes to circumstances





Carry out weekly audit of First Aid Boxes/signage within area. Replenish stocks when required.





On completion of the emergency report incident to the Health & Safety and risk mailbox. Ensure any supplies used are replenished.





First Aider attends,  assesses the situation and, in line with guidelines, take appropriate action.


First Aider seeks more specialist medical advise if necessary











A person reporting an emergency should contact Reception/Help Desk so that they can contact the First Aider





At HQ a request may also be announced over the address system
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