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1. Objectives 

1.1 Lighthouse Futures Trust (LFT) recognises its responsibility to provide First Aid and will ensure that staff, students and visitors always have access to adequate equipment during the working day.  

1.2 This Policy describes the procedures that ensure that appropriate First Aid is administered promptly and effectively to the students, staff and visitors to the Trust. 
2. Control

2.1 This Policy is controlled by the Board of Trustees who reserve the right to alter its provisions.  It will be reviewed every 3 years. 

2.2 Day-to-day implementation of the policy is delegated to the Senior Leadership team.

2.3 LFT will appoint a member of staff with responsibility for day-to-day management of First Aid including: ensuring sufficient staff are suitably trained; the procedures are being followed; and that appropriate first aid kits and equipment are available on college sites. 

3. Principles 

3.1	The Health and Safety at Work Act (1974) imposes a general duty on LFT to ensure, as far as is practicable, the health, safety and welfare of all employees, visitors and contractors.  The Health and Safety-First Aid Regulations (1981) set out the basic requirements for the provision of appropriate equipment, Business and qualified personnel. 
3.2	First Aid is defined as, ‘the immediate treatment necessary for the purpose of preserving life and minimising the consequences of injury or illness until expert medical assistance can be obtained’. First Aid also includes the initial treatment of minor injuries, which will not need treatment by a medical practitioner. The object of First Aid is to offer assistance to anyone injured or suddenly taken ill before expert help from a doctor or nurse is available, or before an ambulance arrives.  
4.  Roles and Responsibilities  

4.1 LFT expects all members of staff, in an emergency, to offer assistance to the best of their ability, whether trained or otherwise. In doing so, and with good intentions, staff may not be deemed negligent. LFT accepts all legal responsibility. 



4.2	As an organisation, Lighthouse Futures Trust will: 
· Provide a minimum of one First Aider per 25 students/staff plus one for additional coverage, at least 50% of whom will be non-teaching staff (as first-aiders need to be available immediately to go to an emergency).   
· Ensure all staff and students are aware of the names of First Aiders.  This will be by: providing information in induction; first aiders having a green and white First Aid badge on their lanyard; and through relevant posters in key locations at LFT.   
· Fully indemnify staff against claims for negligence arising from the administration of First Aid to students or third parties, if they are acting within the scope of their employment and they hold a current, approved First Aid qualification, and are following the Trust’s guidelines on administration of First Aid.
· All offsite visits will include the presence of a first-aider. 

4.3	Business Manager 

This is the person appointed to be responsible for First Aid across LFT sites.  
They will:
· Arrange for sufficient numbers of staff to be or to become trained First Aiders.
· Ensure records of training are up-to-date and that refresher training/re-testing takes place before certificates expire. 
· Ensure sufficient suitably stocked First Aid kits in key locations at the premises.
· Provide information for all staff on First Aid arrangements including location of First Aid kits and which members of staff are trained First Aiders.
· Ensure First Aid procedures are in place in relation to off-site activities/trips.
· Ensure under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) (1995) a record is kept of any reportable injury, disease or dangerous occurrence which includes: the date and method of reporting; the date, time and place of the event; personal details of those involved and a brief description of the nature of the event or disease.  
· Ensure staff and students are aware of the Trust’s First Aid Policy through induction and regular updates.

4.4 Non-First Aid Staff 
· Any member of staff can undertake an initial assessment of an injury to assess its seriousness and can deal with minor injuries, i.e. small cuts, bumps & bruises.  If there is any doubt, a First Aider must be called. 

4.5	Trained First Aid Staff
· Assess extent of injury or condition of the casualty.
· Give immediate appropriate treatment in accordance with their training.
· Summon an ambulance or other external medical service.
· Liaise with the responsible person to ensure First Aid kits are fully stocked and refilled after use.  
· Keep suitable records of all treatment administered.  
· Designated First Aiders:

Andy Brown (CH)	Stephanie Ash (CH)
Ruth James (CH)		Maddie Dalzell (CH 
Julie Parr (CH) 		Petar Grkinic (CH)
Shelley Daniels (CH) 

Wendy Sanderson	Stephen Caswell
Lisa Jowett		Paul Whitaker
Craig Darlington 	Michael Williams 
Marie Dalzell 		Karen Buchanan



5 First Aid Procedures 

5.1        First Aid Boxes are located in: each teaching area; the staff admin area; and the kitchen. 
· First Aid Boxes are clearly labelled and have open access.  
· Travel First Aid Packs are available and must be taken on all off-site visits.  
· All first aid kits are checked on a weekly basis as part of the weekly site inspection and any   findings recorded and actioned

5.2        In the event of the spillage of bodily fluids e.g. blood, faeces, vomit, then the following         procedure must be followed:  
· Appropriate protective clothing must be worn PPE will be provided and stored in the  Carlton Hub.
· The affected area must be cordoned off
· Absorbent compound e.g. sawdust or sand must be applied to the spillage  
· The treated spillage must then be thoroughly cleaned up and disposed of hygienically.  

5.3	Staff and Visitors  
· Anyone requiring medical attention should report to the Administration Office. 
· If an ambulance is required for a member of staff, the person identified on staff records as the emergency contact should be informed unless the member of staff requests otherwise. 
· If a visitor to LFT requires an ambulance, all efforts must be made to contact the visitor’s place of work or other emergency contact. 

6 First Aid Inspection - Students

6.1	Student is feeling unwell/minor injuries such as a cut:
· If the Job Coach is not able to provide immediate assistance, the student should be taken to the main office.  A member of staff will assess the intern and check the student medical records to see if they have any specialist medical needs.  If they do, a First Aider will be called. 
· If they don’t have any specialist medical needs the member of staff may suggest: the student stays in the main office for 15 minutes before returning to their learning area; they are offered a glass of water; they go outside for some fresh air.   They should be accompanied all times during this period.   Non first aid trained staff are limited in the treatment that they can provide i.e. issuing plasters, for instance. 
· If there is no improvement after 15 minutes, the member of administration staff will call a first aider who will conduct an assessment. 

6.2	Student has minor injuries that require attention
· If the Job Coach is not able to provide immediate assistance, the student should be taken to the main office.  A member of staff will assess the intern and check the student medical records to see if they have any specialist medical needs.  If they do, a First Aider will be called. 
· If it is deemed inappropriate to move the student, then the staff member will be asked to call a First Aider to attend the student directly. 
· The First Aider will take a decision as to the most appropriate next steps:
· Provide treatment and stay with the student until they are feeling better.
· Provide treatment and ask them to stay in the Calton Hub until they are feeling better. 
· Call 111 for further advice if required.
· Call the parents/carers and ask them to pick the student up.  Administrative staff will make appropriate arrangements for them to travel home, usually by taxi, if required and over 18 or consent has been given.  If parent/carers are coming to college to pick the student up, the student will remain with a member of the administration team until they arrive. 
· Suggest the student goes home: in this instance the administration team will provide relevant support such as arranging for a taxi or suggesting the student asks someone else to meet them on arrival. 

6.3	Student has more significant injuries
· If the student has more significant injuries, the First Aider will take a decision as to the most appropriate next steps:
· They may choose one of the options in 6.2 above.
· They may decide to phone 999.
· If the student has a head injury the First Aider has 2 options: ask the parent/carers to come to college and check the intern and ascertain the most appropriate next course of action; or call the emergency services.     
· If the emergency parent/carer contact is not available, then a member of SLT should be notified immediately to determine safe course of action.  
· If the First aider deems that hospital attention is required, the Administration office will contact the emergency services and then with the parent/carer.  The Administration office will arrange for a member of staff to accompany the student to hospital and stay with them until a parent/carer arrives.   

7 Reporting

7.1	After administering First Aid (to students, staff or visitors), the First Aider should ensure that the First Aid/ Incident log is completed which includes: the date and method of reporting; the date, time and place of the event; personal details of those involved and a brief description of the nature of the event or illness.  It is stored electronically on the Accident/ Incident log and staff confirm completion.
7.2	Details of any significant injuries should be recorded on Arbor in the Medical Section of the Student Profile which gives the option to add a medical event.

7.3	If a student must go home and/or to hospital, the member of administrative staff will notify the relevant Job Coach and Principal, and the register will be marked accordingly.

7.4	The staff person responsible for First Aid will review the forms with matters of concern addressed immediately and a full accident report will be prepared for the Board of Trustees on a quarterly basis. 
 
7.5	LFT complies with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) (1995) which states that the following are all reportable incidences:  
· Fractures, other than to fingers, thumbs and toes
· Amputations
· Any injury likely to lead to permanent loss of sight or reduction in sight 
· Any crush injury to the head or torso causing damage to the brain or  
· internal organs
· Serious burns (including scalding) which covers more than 10% of the body
· Causes significant damage to the eyes, respiratory system or other vital organs
· Any scalping requiring hospital treatment
· Any loss of consciousness caused by head injury or asphyxia
· Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced illness
· Requires resuscitation or admittance to hospital for more than 24 hours.  

Further details about reporting a dangerous or hazardous incident may be found at www.hse.gov.uk  
7.6	The RIDDOR documentation will be reviewed at weekly intervals to ensure that, where it is reasonably practicable, all precautions are taken to ensure there will be no repeat injuries or incidences. 
7.7        It is the right of any member of LFT to report an incident or injury to the Health and Safety Executive if it is believed that satisfactory measures have not been taken to ensure the hazard is removed or resolved.    
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 


image1.jpeg
-
. LIGHTHOUSE




image2.jpg
UNIVERSITY TECHNICAL COLLEGE




image3.png




image4.png
UTCLeeds UTCLeeds

@UTCLeeds




image6.png




image7.png
UTCLeeds UTCLeeds

@UTCLeeds




