
 
 

First Aid Policy 
 

Introduction 

This policy outlines the First Aid provision within Pembrokeshire People First (PPF) 
in compliance with the Health and Safety (First-Aid) Regulations 1981 and 
guidance from the Health and Safety Executive (HSE).   

Legal Duties 

Under the Health and Safety (First-Aid) Regulations 1981, the charity trustees 
have a legal duty to ensure adequate First Aid provision is available for their 
staff and member employees. These regulations require trustees to: 
 

• Conduct a First Aid needs assessment to determine appropriate 
provisions. 

• Provide adequate facilities, equipment, and personnel to ensure 
immediate assistance in the event of illness or injury. 

• Inform staff and member employees about First Aid arrangements, 
including the location of first aid equipment and the identities of First 
Aiders or designated personnel. 

These duties extend to all workplaces. While there is no legal obligation to 
provide First Aid for those not in employment, it is recognised that there is an 
importance of safeguarding volunteers, members, carers and visitors. 
Therefore First Aid provision will be extended wherever practicable. 
 



Applicability 

This policy applies to all trustees, volunteers, staff and member employees, 
carers, members, contractors, and third-party representatives of the charity.  

Responsibilities 
• Trustees/Managers: Responsible for providing and maintaining adequate 

First Aid arrangements and resources. 
• Appointed Persons: The three designated managers are responsible for 

First Aid arrangements. These responsibilities include. 
o Maintaining First Aid supplies and ensuring out-of-date supplies are 

replaced. 
o Ensuring the accident book is properly completed and kept up to 

date. 
o The managers do not need formal First Aid training unless it is considered 

that there is a possibility they might have to to provide First Aid 
themselves. 

• First Aider: An individual who has completed an HSE-approved first aid 
training course and holds valid certification. A First Aider is equipped to 
handle a range of medical emergencies and injuries. Their responsibilities 
include: 

o Providing First Aid. 
o Calling emergency services if required. 
o Ensuring the accident book is completed. 
o Advising of any re-supply of First Aid materials/equipment. 

• Staff/Volunteers: Report all incidents to the management team and 
follow First Aid procedures as directed. 

First Aid Needs Assessment 
A First Aid needs assessment will be carried annually or whenever significant 
changes in activities, locations, or personnel occur. This will consider the 
following factors: 

• The size of all of the charity's premises: Larger or multi-story buildings may 
need multiple first aid boxes strategically located for easy accessibility. 

• The location of events or activities: Off-site events or remote locations 
should have their own first aid needs assessment.  



• The nature and level of risks, such as the use of moving machinery, 
chemicals, food handling, public access or events.  

• The numbers of staff and volunteers, including taking into account the 
specific needs of vulnerable members. 

• Accessibility for the emergency services. 

First Aid Kit 
At least one kit is required per workplace or site, and additional kits should be 
provided as identified by the needs assessment. This might include a portable 
kit for outdoor activities/events. Generally, where work activities involve low 
level hazards, as in Portcullis House and MOR, a minimum stock of First Aid 
items would be:  

• A leaflet giving general guidance on First Aid (e.g. HSE’s leaflet “Basic 
advice on first aid at work”). 

• Twenty individually wrapped sterile plasters (assorted sizes), appropriate 
to the type of event/workplace, including hypoallergenic plasters if 
necessary. 

• Two sterile eye pads. 
• Four individually wrapped triangular bandages, preferably sterile. 
• Six safety pins. 
• Two large, individually wrapped, sterile, unmedicated wound dressings. 
• Six medium-sized, individually wrapped, sterile, unmedicated wound 

dressings. 
• At least three pairs of disposable gloves. 

 
Johnston Community Centre has its own First Aid box and equipment which 
requires a monthly check. 

The contents of any First Aid kit should reflect the outcome of the First Aid 
needs assessment. The HSE recommends that tablets and medicines are not 
kept in First Aid kits. These kits should be located in visible, easily accessible 
areas close to higher-risk zones, central workspaces, or emergency assembly 
points and linked to the First Aid needs assessment. 

Information for Staff and Volunteers 
We will inform everyone of the arrangements we have put in place for First Aid, 
including making special arrangements for anyone with visual, reading or 
language difficulties e.g. an Easy Read version of the policy and First Aid 



boxes. As a minimum we will put up notices telling people where the 
First-Aiders or appointed persons are, and where the First Aid box is located.  

Training 
First Aiders will undergo periodic HSE-approved training to ensure their 
certifications are current. This may be: First Aid at work (FAW); or emergency 
First Aid at work (EFAW); or some other First Aid training appropriate to the 
particular circumstances of each workplace. Designated personnel will be 
informed of their duties and responsibilities and given any necessary guidance 
as part of their induction/appointment.   

Accident Reporting and Recording 
All incidents requiring First Aid will be recorded an Accident Book located at 
each venue. Serious incidents will be reported to the HSE under RIDDOR will be 
reported to the regulator, if deemed necessary. 

Approval and Review 
This policy will be reviewed annually or following any incident, change in 
legislation, or other significant factor. 
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Regulatory Guidance 
 
HSE. 

• Basic advice on First Aid at Work 
• First aid at work: Your questions answered 
• First Aid Legislation. 
• L74 - First Aid at work - The Health and Safety (First Aid) Regulations 1981 
• RIDDOR 


