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	Yes
	No
	Comments

	Have you assessed the first aid needs of the workplace?

	
	
	

	Are there enough trained people in the building to ensure that appropriate first aid treatment can be administered for staff, and if desired, for visitors and customers?
	
	
	

	Have first aiders obtained an appropriate level of qualification having regard to HSE’s guidance contained in document L74
	
	
	

	Have you recorded the dates of the previous and next first aid training sessions and is someone responsible for monitoring to ensure that re-training is arranged before certificates expire?
	
	
	

	Is refresher training arranged once per year? This is highly recommended but not a legal requirement. If no formal refresher training is organised, encourage first aiders to do their own revision in paid hours.
	
	
	

	Have you enough first aid boxes, of a sufficient size and suitably located?
	
	
	

	Do the first aid boxes contain all the approved items (and no more)?
	
	
	

	Are first aid stations/boxes marked with a white cross on a green background?
	
	
	

	Have you got a first aid book with details of all first aid administered recorded by the first aider, or an equivalent means of logging first aid, and are these details held confidentially? 
	
	
	

	If using an online accident recording tool, are the log in details held by more than one person?
	
	
	

	Are staff aware of first aid arrangements, such as the location of equipment, facilities and personnel?
	
	
	

	Are staff aware that they should not attempt to give first aid for which they have not been trained?
	
	
	

	Is there a process in place for recording any person’s specific medical needs, allergies, medications to be administered etc. 
	
	
	

	Are there arrangements to enable prompt attendance of first aid personnel?
	
	
	

	Are the names and contact details of first aiders displayed prominently throughout the building and made known to new recruits?
	
	
	

	Is first aid information provided in an appropriate format, such as for the visually impaired, illiterate, or those with language difficulties?
	
	
	

	Is a trained first aider, or an appointed person, available in the building at all times?
	
	
	

	Is provision made for when first aiders are on annual leave, sick or maternity leave, etc?
	
	
	

	Is provision made out of normal working hours, such as late meetings or night workers?
	
	
	

	Are there ‘appointed persons’ designated to deal with first aid emergencies in the absence of first aiders?
	
	
	

	Are travelling first aid kits provided for field staff?

	
	
	

	If necessary are additional items of first aid equipment available, such as blankets and stretchers?
	
	
	

	If there is a first aid room is it properly equipped with reference to HSE’s guidance within document L74?
	
	
	

	Are there any specific hazards requiring specialist first aid training (e.g., electric shock, cyanide poisoning etc.) and if so, are these covered by training and equipment?
	
	
	

	Do shared or multi-occupied premises have adequate first aid provision, e.g. a formal agreement to share first aiders?
	
	
	

	Is there a process in place for ensuring communication between health and safety advisors, first aiders and other workforce, in case of Regulation changes, or if changes are made internally?
	
	
	

	Is there a process in place for ensuring that RIDDOR reportable occurrences handled and reported in the correct way? 
	
	
	

	Does the staff induction procedure inform new staff of basic first aid arrangements including how to report an incident?
	
	
	

	Are all incidents recorded and reviewed to allow future risk to be minimised?
	
	
	

	Is there a first aid policy stating that the role of first aiders includes providing first aid treatment to anyone within, or in the vicinity of, the premises? This makes first aid given to passing members of the public, a part of the business undertaking, so that it is covered within public liability policies for those made through members of the Association of British Insurers.
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	Signature:
	

	Date completed:


	
	Review date:
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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