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The Review Team:
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1. INTRODUCTION 
Selsdon Baptist Church (SBC) will ensure that there are always adequate and appropriate first aid arrangements are always in place when the church building is occupied. 
 
2. PURPOSE 
The purpose of the policy is to provide a framework which enables the Church to set out first aid arrangements so that: 
· Aid can be given to anybody who is injured or becomes ill whilst on the premises. 
· Adequate provision of appropriate equipment, facilities and personnel is provided in accordance with the Health and Safety (First Aid) Regulations 1981 and HSE Approved Code of Practice and Guidance. 

3. PRINCIPLES 
SBC is responsible for ensuring that all employees and volunteers know of the first aid arrangements in their place/area of work. 
· It is the responsibility of staff and volunteers to familiarise themselves with the first aid procedures and locations of the first aid boxes.  
· First aid covers initial treatment of any injury or illness suffered. 
· Under the regulations there is no obligation to take account of persons who are not employees, but it is recommended that some provision is made for non-employees who may require first aid. 
· The minimum first aid provision for the site will be: 
· A suitably stocked first aid container. 
· A first aid review team appointed to take charge of first aid arrangements. 
· Information for employees on first aid arrangements. 
 
4. DEFINITIONS 
 
4.1	Responsible Person 
The person having responsibility for the church activity currently being undertaken regardless of where the activity is held. 
 
4.2 	First Aid Responsibility
The Review Team has responsibility for the church’s First Aid Policy.
 
4.3 	Classification of Personnel 
There are two classifications of first aid personnel, “First Aiders” and “Appointed Persons”. Both should be physically capable, reliable, and likely to remain calm in an emergency. They should also be able to leave the task which they are doing immediately and go rapidly to the scene of any emergency. 
 
4.4 	First Aiders 
A First Aider is someone who holds a current First Aid certificate obtained by undertaking an appropriate course. 

4.5 	Appointed Persons (APs)/ Marshalls  
When a first aid risk assessment identifies that a First Aider is not necessary, the minimum required is to appoint a person who is authorised to take charge of the situation (e.g., to call an ambulance) if there is serious injury or illness. 
 
Ideally, APs should have a basic level of first aid training, but it may not be possible. In any event, APs should not attempt to give first aid for which they have not been trained. For the purpose of this policy, Appointed Persons / Marshalls will be referred to as APs
 
5. RISK ASSESSMENT 
A risk assessment will be carried out in respect of each activity undertaken by the church to determine which first aid personnel are required. There are three categories of risk:
· High 	 	A First Aider must be present
· Medium	A First Aider is desirable, but an appointed person is sufficient
· Low 	 	An Appointed person must be present
 
A Risk Assessment has determined that the following activities are “low risk”.
· Sunday Services
· Sunday Club
· Other e.g., Adventure Tots
· Other e.g., Bereavement Support Group
· Other e.g., Youth Group
· Other e.g., Midweek Clubs

It will not be necessary for the Responsible Person to undertake a further risk assessment in respect of the above activities unless any unusual events are taking place such as a baptismal service.



6. ROLES AND RESPONSIBILITIES 

6.1	Review Team
· Undertake a risk assessment to establish the number of First Aiders and APs required overall for SBC, taking into account the size of the groups, activities performed and the level of first aid training amongst staff and volunteers. There are no hard and fast rules on exact numbers of first aiders required, and all the relevant circumstances of SBC should be taken into account
· Ensure that details of first aid provision are displayed prominently in the premises
· Ensure that any incidents are reported and recorded
· Organise appropriate first aid training
· Review the first aid policy on the introduction legislative changes or significant changes in procedures
· Ensure risk assessments are undertaken by all church groups and reviewed as needed
· Complete annual re-assessment of first aid requirements

6.2	Responsible Employees / Group Leaders 
· All employees / group leaders are responsible for ensuring appropriate provision of first aid is available for their activity
· Select an AP / First Aider as appropriate for the event
· Ensure that the provision of first aid facilities and procedures are communicated during local induction (including all volunteers and room users)
· Ensure that any first aid treatment given is recorded on an incident form
· Notify the Review Team of any significant changes to procedures and routines, which may necessitate the need to review the first aid provisions

6.3	Office Volunteer Team
· Ensure that a database of current appointed persons and first aiders within SBC is maintained and updated
· Ensure First Aid boxes are maintained within date and refilled following incidents
· Receive and file completed first aid incident forms

6.4	First Aiders
· Are required to have undertaken appropriate first aid training and to inform the office volunteer team three months before their qualification is due to expire. 
· Take charge in any first aid situation
· Ensure that any first aid treatment given is recorded
· Call an ambulance if required
· Ensure the office volunteer team are informed when contents of a first aid box are used
· Ensure office volunteer team are informed when first aid cover is reduced, for example during planned absences
· Ensure completed first aid incident form (in first aid box) is handed into office volunteer team

6.5	Appointed Persons 
The duties of an AP will still need to be covered regardless of a risk assessment indicating low risk for first aider requirements.  Even in a low hazard area, there is always the possibility that an accident or sudden illness may occur. It is therefore important that there is always someone available to take charge in any first aid situation. An AP provides emergency cover within their role and competence but does not need first-aid training and should not attempt to give first aid for which they have not been trained. 

The role of an AP includes:
· On recognising that a medical incident has occurred, to quickly assess severity of situation. 
· Take charge in any first aid situation for those not involved in helping the person needing first aid. 
· If evacuation of the sanctuary is needed during a church service, the appointed person to inform person at front of church and inform church of action required using agreed wording – see Appendix D
· Ensure safe evacuation of sanctuary/room as appropriate
· Call an ambulance if required
· Collect first aid kits
· Collect Automated External Defibrillator if required
· Inform Sunday club and other areas where people are meeting during the service
· Collect blanket/pillow 
· Move chairs
· Collect wheelchair / screen/s if needed 
· Clear drive and traffic coordination for emergency services
· Keep up to date first aid qualifications if they have them 
· Inform office volunteer team three months before their qualification is due to expire. 
· Ensure the office volunteer team are informed when contents of a first aid box are used in the absence of a First Aider. 
· A First Aider can undertake the duties of an AP, to ensure that all duties are covered at any given time.
· Ensure office volunteer team are informed when first aid cover is reduced, for example during planned absences

6.6	Staff / Volunteers / Others
· To familiarise themselves with the first aid arrangements in their work area. 
· To know how to summon first aid assistance. 
· To seek assistance from the first aider or appointed person in the event of any first aid requirement. 
· To follow instructions from the qualified first aider / AP in the event of any first aid situation. 
· To ensure that any accidents are reported and recorded using the SBC Incident Reporting and Accident Reporting procedures. 
· SBC groups on non-SBC premises, SBC staff or volunteers leading groups off site such as youth trips, senior persons holidays etc., should follow the first aid procedure established for those premises they are visiting. 
· Staff & group leaders must ensure they are aware of the location of the first-aid box carried with them and who are the first aiders. 
· Staff, group leaders & volunteers working on SBC premises should come to an understanding regarding the sharing of first aid provision where they work in close proximity.

7. LOCATION AND CONTENTS OF FIRST AID BOXES 
· First Aid Boxes are located on the wall in the Downstairs Foyer, the Vestibule Boiler Room at the back of the church and in the Upstairs Kitchen. They are indicated with a First Aid Green Cross.
· Notices by the First Aid Boxes will indicate location of Wheelchairs, blanket and pillow, and AEDs in the local area.
· A screen, if required to ensure privacy, can be found in both counselling rooms.
· A contents list and incident reporting forms are found in the first aid boxes.

The treatment of minor illnesses involving the administration of drugs and medicines or the use of antiseptic cream on wounds is not considered to be part of first aid and is not included in the training of first aiders. Tablets, medicines and antiseptics, therefore, must not be kept in the first aid box.




8. LOCATION OF DEFIBRILLATORS 
The nearest defibrillator can be found outside Selsdon Village Club – available 24/7 

Other defibrillators are available:
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9. ACTIVITIES OFF SITE
Church Staff or volunteers leading groups offsite should follow the first aid procedure established for those premises they are visiting. The responsible person must be aware of the location first aid box carried with them and who are the first aiders.

10. LIABILITY
It is very unlikely that any action would be taken against a first aider who was using the first aid training they have received.

Staff who have completed the Emergency First Aid at Work (FAW) course will be covered by the SBC public liability insurance for any first aid they administer whilst carrying out their duties in line with their training / competency. This may not apply to any treatment they may give in a situation not on SBC premises.

Volunteers who have completed the Basic Life Support First Aid course will be covered by the SBC public liability insurance for any first aid they administer whilst carrying out their duties in line with their training / competency. This may not apply to any treatment they may give in a situation not on SBC premises.

11. TRAINING
· SBC will provide appropriate first aid training for all employees and volunteers to be first aiders /APs and certificates will be issued. Refresher training is required every three years. 
· A written record of the certificate dates will be kept by the office volunteer team.

12. RECORD KEEPING AND INCIDENT EVENT REPORTING
It is the responsibility of the first aider to complete and sign an incident report form for all occasions when they have attended and given first aid. 

Information recorded should include: 
· Date, time, place and circumstances of the accident 
· Name and job of the injured or ill person 
· Details of the injury/illness and first aid treatment given 
· What happened to the person immediately afterwards (for example, went home, went to hospital) 
· Name and signature of the first aider or person dealing with the accident. 
· Any first aid records will need to be kept in accordance with any data protection requirements. 

13. OUTSIDE ORGANISATIONS / HIRERS USING SBC PREMISES
SBC will ensure that outside groups at point of hire are informed of first aid responsibilities and provisions of first aid equipment.



Appendix A 
The Health and Safety (First Aid) Regulations 1981 require employers to provide adequate and appropriate equipment, facilities and personnel to ensure their employees receive immediate attention if they are injured or taken ill at work. These Regulations apply to all workplaces including those with less than five employees and to the self-employed.

What is 'adequate and appropriate' will depend on the circumstances in the workplace. This includes whether trained first aiders are needed, what should be included in a first-aid box and if a first-aid room is required. Employers should carry out an assessment of first aid needs to determine what to provide.
The minimum first-aid provision on any place of work is: 
· a suitably stocked first-aid kit
· an appointed person to take charge of first-aid arrangements 
· information for employees about first-aid arrangements 

The Regulations do not place a legal duty on employers to make first-aid provision for non-employees However, HSE strongly recommends that non-employees are included in an assessment of first aid needs and that provision is made for them.
It is important to remember that accidents and illness can happen at any time. Provision for first aid needs to be available at all times people are at work. 
Staff, group leaders, volunteers and others using the buildings are to be informed of the arrangements in place for first aid. Notices will inform who the first aiders / appointed persons and where the first-aid boxes are located.

Appendix B 
Provision of First Aiders and Appointed Persons
Health & Safety First Aid Regulations 1981 recommend the numbers of first-aid personnel needed. It is recognised that due to the nature of working activities and the environments within Selsdon Baptist Church premises, there could be areas where there will be little need for fully qualified First Aiders during working hours. Employees and group leaders must decide on the minimum level of cover they require. 

Once the first aid needs of the group has been assessed then group leaders should ensure that where Appointed Persons or First Aiders are required, one is always available whilst groups are at work, provision must be made to cover holidays and sickness absence. Where staff/ volunteers working at any one-time numbers one or two, then the minimum requirement is for these to be Appointed Persons.

There are no standard rules on exact numbers as employers will need to take into account all the relevant circumstances of their particular workplace.

The category of risk for Selsdon Baptist Church is assessed as low risk for employees, hazards and non-employees / volunteers / visitors.  

	Hazard Risk
	Employees
	First Aid personnel needed

	Low
	Fewer than 25
	At least one appointed person

	
	25-50
	At least one first aider trained in Emergency First Aid at Work

	
	More than 50
	At least one first aider trained in FAW for every 100 employed



NB: this table refers to FAW, but other levels of training can be chosen appropriate to circumstantial needs.

When running certain events or having other activities, additional arrangements and facilities may need to be made. Whilst the Health and Safety (First Aid) Regulations do not require employers to make first aid provision for non-employees (such as, the public), it is strongly recommended that first aid provision is made for them. 

Appendix C 
Legal requirements 
The Health and Safety (First Aid) Regulations 1981 do not require employers to provide first aid for anyone other than their own employees, but strongly recommended that employers include non-employees make first provision for them. 

Generally, if someone is injured at SBC, SBC may need to show that a duty of care has been met. As an employer, SBC must also comply with the Health and Safety (First Aid) Regulations which broadly requires employers to: 
· Provide adequate and appropriate first aid equipment and facilities 
· Provide a suitable number of qualified first aiders 
· Appoint a person to take charge where first aiders are temporarily absent or the provision of first aiders is not necessary (due to the nature of the activities; the number of employees; and location) 
· Inform employees (and volunteers in these circumstances) of the first aid provisions made including the location of any equipment or facilities and the identity of the first aider(s) and appointed person(s). 
Church buildings and activities normally associated with a place of worship are generally classed as low risk in terms of health and safety. However, it cannot be dismissed that even with the implemented controls and measures taken within our church buildings the potential risk of an accident and injury cannot be fully eliminated.
As well as awareness and understanding of any risks with the potential to cause injury or harm to anyone working or undertaking activities in church buildings or property. We must also ensure that our legal obligations under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) are suitably discharged to ensure that accidents and injuries are appropriately reported and investigated to prevent re-occurrence and assist in the ongoing organisational risk management strategies.
The Reporting of Injuries, Disease and Dangerous Occurrence Regulations 2013 (RIDDOR) set out a list of incidents that must be reported and include:
· reporting any work-related deaths, and certain work-related injuries, cases of disease, and certain near misses involving your employees wherever they are working.  
· reporting any work-related deaths, certain injuries to members of the public and self-employed people on SBC premises
· dangerous occurrences that occurring at SBC. 
· Charity Trustees should ensure that any RIDDOR-reportable incident, near miss or unsafe condition is reported through the HSE online Incident Reporting form, within 3 days of the reportable incident.

Further information is provided at: www.hse.gov.uk/riddor/index.htm. 

APPENDIX D
What to do in the event of a medical incident during a church service

First Aiders 
· Take charge in any first aid situation
· Ensure that any first aid treatment given is recorded
· Call an ambulance if required

Appointed Persons 
On recognising that a medical incident has occurred, quickly assess severity of situation. 
· Take charge in any first aid situation for those not involved in helping the person needing first aid. 
· If evacuation of the sanctuary is needed during a church service, the appointed person is to inform person at front of church and inform church of action required using agreed wording
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· Ensure safe evacuation of sanctuary as appropriate
· Call an ambulance if required
· Collect first aid kits
· Collect Automated External Defibrillator if required
· Inform Sunday club and other areas where people are meeting during the service
· Collect blanket/pillow/wheelchair/screen/s if needed
· Move furniture to allow for clear space
· Clear drive and traffic coordination for emergency services

Sound desk 
· Ensure lectern microphone is working for announcements
· Ensure sound is muted to livestream
· Projector screen to display medical incident slide
· Ensure cameras do not show the incident and turn off camera feed. 
· Stop livestream
· One person to stay on sound desk to ensure everything switched off completely when microphone is no longer needed, then leave the sanctuary

Sunday Club 
· Ensure children leave safely with parents/carer

Ministry Team and Diaconate
· To leave the sanctuary unless First Aiders or Appointed persons
· Once incident has been concluded, Lead Minister and a Deacon should ensure building secure before leaving the church premises
· To communicate outcome of event


Communication about incident
· Church members and attendees to be informed by email as soon as possible of outcome of event whilst maintaining data protection and GDPR
· De-brief as required with those involved in the incident
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