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Introduction

1. In the event of injury or sudden illness, failure to provide first aid could result in minor injuries becoming major ones or may even result in death. It is important that immediate attention is received and that, where necessary, the emergency services are called as necessary. First aid at work covers the arrangements that must always be in place to ensure this immediate action is carried out. 
2. There are some differences between the UK and German standard for first aid at work. This leaflet sets out the requirements to be followed by all BFG units and establishments in order to meet the UK standard, in so far as is reasonably practicable, and to comply with the host nation standard.   
Aim

3. The aim of this leaflet is to provide direction and guidance to Commanding Officers/Heads of Establishment, Line Managers and employees in BFG to ensure the effective management and delivery of first aid at work compliant with UK standards in so far as is reasonably practicable and full compliance with host nation standards.  

Duties

Commanding officers

4. Commanding Officers are to ensure that their unit has adequate arrangements for the effective management of first aid in the workplace and that suitable and sufficient first aid risk assessments have been carried out and maintained. The arrangements are to be regularly monitored and revised as necessary; at least annually.
Line managers
5. Line managers are to ensure that their management areas are compliant with the direction given in this leaflet. 
Guidance for line managers
Definitions of first aiders and appointed persons

6. A First Aider is someone who has passed a Health and Safety Executive (HSE) approved 4 day training course for carrying out first aid at work and holds a valid First Aid at Work Certificate. A First Aider can carry out the duties of an Appointed Person. 
7. In BFG, a person who has undergone an approved training course by a recognised Training Provider, (e.g. German Red Cross, Malteser Hilfs-Dienst or DF&RS, or HSE for UK personnel, etc) and holds a valid certificate as competent to administer first aid is also defined as a first aider 
8. An Appointed Person (AP) is someone who takes charge in an emergency situation when a person becomes ill at work, either by: finding a trained First Aider; calling an ambulance in an emergency situation; replenishing the First Aid Box when required; ensuring emergency equipment is working. An AP should only administer first aid appropriate to their level of training. 
9. There is no legal requirement for an AP to have undergone a specific training course. However, it is recommended that they know some basic first aid and also the required contents of a First Aid Box as well as procedures for dealing with an emergency (including how to call an ambulance and the information that the Ambulance Service will require). 
10. Although there is no requirement in Reference B for an AP under German law, it may be necessary to appoint someone in situations where limited civilian employees are available as First Aiders and where cover may be stretched. This should be determined by the risk assessment.   
Number of First Aiders and appointed persons – UK requirements
11.  The number of first aiders is to be proportional to the assessed risk. Reference A, Annex A, Table 1 will assist units to determine the number of first aiders that may be required.  
Number of First Aiders and appointed persons – German requirements
12. The number of first aiders required for DEL personnel is defined in Reference B paragraph 26 as follows:
a. One first aider where there are between 2 and 20 DEL employees present.

b. Where more that 20 DEL employees are present then

(1)   In office environments – 5% of the workforce.

(2)   In other environments – 10% of the workforce.

13. Units employing DEL should seek further advice from their GHSWE 
Competence of military personnel as first aiders

14. All Service personnel undergo basic first aid training as part of their Common Core Skills; this is not sufficient for them to be classed as a First Aider under the First Aid at Work Regulations. However, Service personnel whose core skills are in date and Combat Medical Technicians (CMTs) are allowed to administer first aid to civilians and act as an Appointed Person under the FAWR. Although CMTs are trained to a very high standard (considerably higher than the requirements of the First Aid at Work Regulations (FAWR) 1981) their qualifications are not recognised by the HSE under the FAWR, and so they cannot be counted in the assessment of First Aiders for work. 
15. Qualified medical doctors registered with the General Medical Council (GMC), and nurses whose names are registered in Part 1, 2, 10 or 11 of the Single Professional Register maintained by the United Kingdom Central Council for Nursing, Midwifery and Health Visiting, are qualified to administer first aid. Where such doctors and nurses are employed by MOD, they may be taken into account in determining first aid provision and in particular the need for appointing First Aiders. 

First aid risk assessment

16. It is the COs responsibility to ensure that a first aid risk assessment (or assessments depending on the organisation of the unit) is carried out in order to  make the correct provision of first aid personnel, equipment and arrangements. A format for this at Annex A, supported with a worked example.

17. Risk Assessments should at least take account of;

a. Workplace hazards and risks;
b. The size of the organisation; 
c. The organisation's history of accidents; 
d. The nature and distribution of the workforce; 
e. The remoteness of the site from emergency medical services; 
f. The needs of travelling, remote and lone workers; 
g. Staff working on shared or multi-occupied sites; 
h. The availability and competence of First Aiders and Appointed Persons and for absence cover.

i. Visitors and members of the public. 

18. Once a risk assessment has been completed the control measures must be communicated to those who are affected. Risk assessments must be reviewed as circumstances change or at least annually. 

First-aid boxes
19. In UK there is no mandatory list of contents for first-aid boxes and HSE does not 'approve' or endorse particular products. Deciding what to include should be based on an employer's assessment of first-aid needs, based on risk. As a guide, where work activities involve low hazards, a minimum stock of first-aid items is given in HSE's free leaflet: First aid at work: your questions answered. (IGS required).

20. In Germany it is recommended, but not law, that first aid boxes should be stocked to a DIN standards. The employer’s first aid risk assessment should be used to refine the requirement.
21. It is therefore BFG policy that, as a basic starting point, units should at least have first aid boxes which meet the DIN.  MOD provides stocked first aid boxes, as shown at Annex B, through the supply system. As the basic contents of these boxes do not quite meet the above DIN standard units are advised, to place a supplementary demand for the extra items. These items are listed at the end of Annex B and are usually sent under separate cover. On receipt, the items are to be added to or located with the standard UK box. If the risk assessment identifies a requirement for additional items due to the nature of the risk in the workplace, then this must be actioned. If the amount or bulk of some first aid kit items exceeds the capacity of the issued box, then a supplementary box should be demanded or arrangements to place the additional items where they can be accessed without delay.

21. The contents list for each type of box and the basic first aid instruction sheet supplied therein are published in the appropriate languages. 
22. Renewal or replenishment of first aid boxes is a unit responsibility. Demands  are to be placed on the  MOD service supply chain from:

DSDA, 

Bldg C16, 

Lower Arncott,

Bicester.

Oxon. 0X25 1LP

Tel. No. Civ: 0044 (0)1869 256052 or Mil 94240 2052.

Fax No. Civ: 0044 (0)1869 256269 or Mil 94240 2269.
Demand form: AFG8620 or on UNICOM.  
23. The contents of first aid kits for service vehicles are to comply with the German DIN standard (DIN 13164). 
First Aid Treatment Room

24. Reference C requires employers to provide a treatment room when there are 1,000 or more DEL employees. Where there are between 100 and 1000 employees a treatment room may also have to be provided, depending on the assessed risk. 
25. The GHSWE must be consulted where a treatment room is required in order to ensure that Reference C standards are met. In most circumstances the military medical centre will meet the requirement, but this should be confirmed locally.
First Aider Training

26. In BFG Defence Fire & Rescue Service (DF&RS) Stations and the DF&RS Fire Training School at JHQ Rheindahlen provide courses each year to train DEL employees as “First Aiders at Work Place” in order for BFG to meet its SA to SOFA obligations. Once the qualification, which takes 16 hrs training, is attained it is valid for 2 years before refresher training lasting 8 hours is required. Failure to complete refresher training will means that the qualification lapses and the full training course must be attended to requalify.

27. Units requiring DEL personnel to be trained as a ‘First Aider at Work Place’ are to submit their requirements to their USA or GHSWE in the first instance. Vacancies on these courses may also be allocated to UKBC and DEP personnel on a fill up basis where garrisons deem this to be appropriate and relative to the workplace requirements. 

28. Military persons who have the MATT 3 qualification (Battlefield Casualty Drills training – formerly ITD(A)(3)) are not, under present legislation, considered competent to provide first aid in the workplace.  However if an emergency does occur, then this qualification is adequate for rendering emergency first aid. 
29. In areas where a dedicated Medical Centre provides first aid within a reasonable timescale then this may be reflected in the risk assessment and considered as part of the line managers’ first aid cover. However, this must be carefully co-ordinated with the Medical Centre personnel.  Where the First Aid Risk Assessment determines that trained/qualified Military First Aiders are required, DFRS can provide the trg (for limited numbers under local Gar arrangements.
Appointment of first aiders and appointed persons

30. Qualified first aiders and appointed persons are to be nominated in writing.  An example of a certificate in German for DEL is contained at Annex E and in English for all other personnel is at Annex F The certificate is to be signed by the Head of Agency (GLSU) for DEL and by senior line manager for all other personnel.  Where DEL are concerned the nomination as First Aider must be co-operated with the UWC.  Trained First Aiders are required to attend a one day refresher training course at less than two years after their initial training.  
Information for Staff 

31. First aid arrangements operate efficiently in an emergency only where they are known, understood, and accepted by everyone in the workplace. One way to achieve this is to set up procedures for informing staff in consultation with staff or safety representatives, normally as part of the induction process. The procedures should detail first aid provision and explain how staff will be told the location of first aid equipment, facilities and personnel. The procedures should also identify who will provide relevant first aid information to new and transferred staff and to visitors and contractors. 

32. A simple method of keeping staff aware of essential emergency first aid information is by displaying first aid location notices. The information needs to be clear and easily understood by all staff. An example of an appropriate form is in English at Annex C and in German at Annex D. These should be prominently displayed through the establishment and not just pinned on SHEF notice boards
33. CO/HoEs should ensure that those with reading and language difficulties are also kept informed.

Calling the emergency services

34. It is essential that all personnel know where and who to call in the event of a medical emergency. The notices at Annex C and Annex D should be adapted as appropriate for that purpose
Indemnity Cover (Insurance) 

35. First aid provision by the MOD, via trained staff, is primarily for the benefit of its staff in order to fulfil health and safety requirements. Any treatment of members of the public is incidental to the above and is not a primary responsibility of the MOD. 

36. A qualified First Aider with an in-date certificate, an Appointed Person and/or appropriately trained member of the Services with current Common Core Skills or a Military Medic who provides first aid to a MOD member of staff (Service or civilian), a contractor employed on MOD business or members of the public entitled to be on MOD premises, will be indemnified by MOD for actions in providing first aid in accordance with the Regulations. 

37. Those who provide first aid (whether service or civilian) to anyone outside the scope of MOD business, for example to someone they pass in the street, then MOD will not be liable for their actions or any of their consequences. It is strongly recommended to obtain personal liability cover if they wish to use their skills to give first aid outside of MOD business. Some of the first aid training organisations can provide first aid indemnity insurance. 

Records

38. Risk assessments are to be retained for 5 years and are not to be destroyed or overwritten on review but held in case of future potential claims as a result of an accident or incident. Arrangements are to be made to safeguard such document in the event of a unit closing, amalgamating, disbanding or moving.

39. All first aid boxes are to be regularly checked for content and serviceability.  The first aid contents list at Annex B should be used for this purpose and the details of checks made kept in a suitable folder to support the risk assessment.  
40. All accidents are to be recorded in the appropriate accident book. MOD F511; see Part 2, Leaflet 1 of this Manual.

Annex A - First aid risk assessment of the workplace –Assessment Form

	Sub-unit:
	     

	Area being assessed:
	     

	Line manager responsible for area:
	     

	1. Nature of hazards and severity of risk

	Known hazards (refer to risk assessments):
	     

	2. Known occurrences of injuries, illnesses and incidents

	Previous 12 months:
	     

	Incidents (including near misses) not resulting in injury:
	     

	Other:
	     

	3. Approx Size and layout of workplace

	Maximum distance to First Aid post:
	     

	Number of floors:
	     

	Access between floors:
	     

	Location of nearest telephone:
	     

	4. Number and distribution of employees

	Number of staff:
	     

	24 hour operations (i.e. shift work):
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Overtime worked:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Do any personnel work in an isolated area (i.e. lone workers) and where are they?
	     

	5. Location of the workplace

	Nearest hospital and the name:
	     

	Nearest Medical Centre:
	     

	Maximum time taken to get to medical services by car:
	     

	6. Outcome of assessment

	Who is exposed:
	     

	Health or safety effects that could result:
	     

	Risks (of significance):
	     

	Risk control measures in place:
	     

	7. First Aid facilities required

	Number of First Aiders required:
	     

	Training and competencies required of First Aiders:
	     

	Number and location of First Aid kits:
	     

	Any additional facilities required*:
	     

	Contents of First Aid kit:
	     

	Languages information required in:
	     


* = Before considering eye-wash (which is a reactive measure), line managers are required to ensure eye protection (a proactive measure) is supplied as MANDATORY where its use is required as part of any one work practice.

	Assessment carried out by:
	Rank:
	     
	Name:
	     
	Date:
	     

	Review due no later than:
	Date:       (max 1 year from assessment date
	


Annex A - First aid risk assessment of the workplace – worked example

	Area assessed: 

Hangar 3



	1. Nature of hazards and severity of risk

	Known Hazards (refer to risk assessments):


	Noise

Manual handling

Traffic route (moving and manoeuvring vehicles)

Use of hazardous substances

	2. Known occurrences of injuries, illnesses and incidents

	Previous 12 months


	e.g.: 5 x abrasions

1 x crush injury due to manual handling error

	Incidents (including near misses) not resulting in injury:
	e.g.: Incident of vehicle reversing into stationary vehicle

	Other
	e.g.: Individual using paint reported eye irritation

	3. Size and layout of workplace

	Maximum distance to First aid post
	e.g.: 35 metres

	Number of floors
	2

	Access between floors
	Stairs

	Location of nearest telephone:
	Squadron Ops and Orderly Room (open all day)

	4. Number and distribution of employees

	Number of staff:
	e.g.: 80 (office 15; hangar 65)

	24 hour operations (i.e. shift work):
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Overtime worked:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Do any personnel work in an isolated area (i.e. lone workers) and where are they?
	No (i.e. Lone workers, working in Block 20, etc)

	5. Location of the workplace

	Nearest hospital and the name:
	6 km, Städtische Krankenhaus

	Nearest Medical Centre:
	Bks Med centre 600m

	Maximum time taken to get to medical services by car:
	4 minutes

	6. Outcome of assessment

	Who is exposed:
	Approx 65 Mil pers, , 3 DEL drivers and visitors

	Health effects that could result:
	

	Risks (of significance):
	As per risk assessments.  Most areas have been deemed low-medium with the exception of the LAD

	Risk control measures in place:
	e.g.: PPE and information provided, marked pedestrian areas, vehicle guidance, warning signs

	7. First Aid facilities required

	Number of First Aiders required:
	4 (including 2 civilians (to cover for leave/exercise)).

	Training and competencies required of First Aiders:
	To Defence Fire & Rescue Service standards

	Number and location of First Aid kits:
	Three – 1 on the office floor 2 in the hangar area

	Any additional facilities required*:
	

	Contents of First Aid kit:
	As per SHEF SOPs for 10 & 50-man boxes

	Languages information required in:
	English and German


* = Before considering eye-wash (which is a reactive measure), line managers are required to ensure eye protection (a proactive measure) is supplied as MANDATORY where its use is required as part of any one work practice.

	Assessment carried out by:
	Rank:
	WO2
	Name:
	Smith
	Date:
	16.06.10

	Review due no later than::
	Date: 16.06.11 (max 1 year from assessment date)
	


Annex B  – MOD Supplied First aid box - contents and check list

	CONTENTS
	INSPECTIONS

	Ser
	NSN
	Description
	10 
	50 
	1/4
	2/4
	3/4
	4/4

	(a)
	(b)
	(c)
	(d)
	(e)
	(f)
	(g)
	(h)
	(i)

	1. 
	6545-99-463-5585
	First Aid Kit Workplace, 10 persons
	-
	-
	
	
	
	

	2. 
	6545-99-660-6508
	First Aid Kit Workplace, 50 persons
	-
	-
	
	
	
	

	3. 
	6510-99-210-2563
	Bandage, Triangular.
	4
	8
	
	
	
	

	4. 
	6510-99-210-2612
	Dressing Assortment, Adhesive.
	20
	60
	
	
	
	

	5. 
	6510-99-210-2627
	Dressing Standard, No 7, (finger dressing)
	2
	4
	
	
	
	

	6. 
	6510-99-210-2626
	Dressing Standard, medium, (No 8)
	6
	12
	
	
	
	

	7. 
	6510-99-210-2625
	Dressing Standard, large (No 9).
	2
	4
	
	
	
	

	8. 
	6510-99-210-2664
	Dressing Standard, eye pad, (No 16)
	2
	6
	
	
	
	

	9. 
	6510-99-211-3005
	Pad, gauze, cleaning wipe.
	6
	20
	
	
	
	

	10. 
	6510-99-983-9529
	Dressing, Ex Large, (No 3).
	2
	4
	
	
	
	

	11. 
	6515-99-211-0842
	Scissors, First Aid.
	1
	1
	
	
	
	

	12. 
	6515-99-253-6224
	Gloves, Surgical latex.
	1 p
	3 p
	
	
	
	

	13. 
	6510-99-215-3152
	Resuscitation Aid.
	2
	4
	
	
	
	

	14. 
	8315-99-721-6822
	Pin, Safety, Assortment.
	6
	12
	
	
	
	

	15. 
	Guidance Card
	Guidance Card for First Aid Kit, Workplace
	1
	1
	
	
	
	


Annex B  - First aid box minimum supplementary items & check list to meet German DIN

	Ser
	NSN
	Description
	Remarks
	Inspections

	(a)
	(b)
	(c)
	(d)
	1/4
	2/4
	3/4
	4/4

	1
	6505-99-001-9776
	Sodium chloride 0.9%, sterile eyewash, 500cc.
	For areas where clean running water is not available.
	
	
	
	

	2
	6530-99-702-6613
	Holder, eyewash bottle
	For use with above
	
	
	
	

	3
	6510-99-211-5577
	Dressing, burn, hand
	
	
	
	
	

	4
	6510-99-211-7549
	Plaster, adhesive, blue, (pk 120)
	For use in catering areas.
	
	
	
	


Should the risk assessment determine that additional items, such as chemically activated cooling packs be required then these must be made available. If there is no room in the first aid box then another box or suitable container must be used and those needing to use the items must be aware that where they are kept.
Annex C – Example of a First Aid Notice – English Version

	
	[image: image1.emf]
	

	
	
	

	The following facilities are available in this building

	

	The nearest First Aid Room is located in
	

	

	Keys are held in
	
	Telephone Extn
	

	

	First Aid Treatment can be obtained from any of the following

	

	Name
	Branch/Dept
	Certificate expires
	Location
	Tel

Extn

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	EMERGENCY TELEPHONE NUMBERS

	Medical Centre : Ext
	German Emergency Service: 112

	Other First Aid Facilities

If a First Aider is not available an unlocked First Aid Kit is located:

	
	
	


Annex D – Example of a First Aid Notice – German Version
	
	[image: image2.emf]
	

	
	
	

	Folgende Einrichtungen stehen in diesem Gebäude zur Verfügung:

	

	Der nächstgelegene Erste-Hilfe-Raum befindet sich:
	

	

	Die Schlüssel befinden sich bei
	
	Apparat Nr.
	

	

	Erste-Hilfe wird von folgenden Personen geleistet

	

	Name
	Referat/

Abteilung:
	Bescheinigung läuft ab am
	Standort
	Tel.
Apparat

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NOTRUF

	Medical Centre : Ext
	Notruf: 112

	Weitere Erste-Hilfe-Einrichtungen

Falls ein Ersthelfer nicht zur Verfügung steht, befindet sich ein unverschlossener Verbandskasten bei:

	
	
	


Annex E – German letter of appointment as a First Aider


Sehr geehrte Frau / geehrter Herr       
Wir bestellen Sie hiermit für die Abteilung/den Bereich*      
zum/zur Ersthelfer/in

Zu Ihren Aufgaben gehören*:

· Sofortmaßnahmen am Unfallort

· Meldung von Unfällen

· Prüfung der Einsatzfähigkeit der vorhandenen Erste-Hilfe-Materialien

· Unterstützung der Dienstellenleitung

Auf der Rückseite dieser Bestellung finden Sie einige grundlegende Anmerkung hierzu.

Wir bitten Sie, zum Zeichen Ihres Einverständnisses die beigefügte Zweitschrift zu unterschreiben und an die Abteilungsleiter zurückzugeben.  Das Original behalten Sie bei Ihren Unterlagen.

Mit freundlichen Grüßen

     





                         

Unternehmer bzw. Bevollmächtigten (GLSU)


Datum (Date)


Abteilungsleiter (Departmental Head)



Datum (Date)

Ich bin mit meiner Bestellung einverstanden.


Ersthelfer/in (First Aider)





Datum (Date)

*) Nichtzutreffendes streichen

Auszüge aus der GUV-V A1 (Grundsätze der Prävention):
[image: image3.emf]
[image: image4.emf]
Annex F – English Letter of appointment as a First Aider/Appointed Person


Name:       
This is to certify that you have been appointed as a qualified first aider
/ an appointed person* for the following department/location in accordance with Part 2 Chapter 2 Leaflet 9 of the BFG SHEF Manual

Department/Location*      
As an appointed first aider/appointed person your duties are to include the following*:

· To provide immediate first aid assistance at the scene of an accident

· Where necessary contact further medical assistance or an ambulance

· Report accidents within your area to the senior line manager

· Ensure that the first aid boxes within your area are stocked correctly

· Assist in accident investigation

This is to confirm that I agree with the above duties:

____________________________________
Signature of first aider




Date:

This is to confirm that I will ensure that the above named first aider/appointed person* will conduct his duties in accordance with the BFG SHEF Manual and current legislation.
____________________________________

Rank/Name of Senior Line Manager


Date:


____________________________________



Signature of Senior Line Manager


Date:
_____________________________________

Signature of GLSU (only applicable to LEC)

Date:
*) delete as necessary

A copy of this document is to be sent to the Station SHEF Adviser.
Appointment of First Aider/ Appointed Person*





Bestellung zum Ersthelfer


gemäß § 26 und § 28 der Unfallverhütungsvorschriften GUV-V A1





ERSTE HILFE








� First aid qualifications must be renewed every two years


� Appointed persons should not attempt to give first aid for which they have not been trained
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