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[bookmark: _Roles_and_Responsibilities]Probation - Emergency First Aider Roles and Responsibilities 

1. RPD or Probation Director, as duty holder, is responsible for ensuring that First Aid at Work legislation and HMPPS policy is followed on site. 

2. Head of Probation Delivery Unit (HPDU) or Approved Premises Area Manager (APAM) will;

· ensure the responsible Business Manager (BS) /Approved Premises Manager (APM) is identified in accordance with this policy.
· instruct the regional HSF advisor in conjunction with above to carry out a first aid needs assessment using HMPPS agreed template.

· ensure that the weekly checklist within the safe working practice document is 
completed which records checks on the first aid box and is signed by operational staff.

· instruct operational staff and managers that if any first aid equipment is used the 
business manager is informed and replenishment is arranged without delay.
· create a contingency plan to ensure first aiders can be called upon by reception/duty office to assist where required without delay.
· ensure the first aid arrangements are displayed and communicated to all staff in the building.

· all operational staff carry a radio within AP’s and used to gain assistance in an 
emergency.

· safe working practice arrangements are complied with locally.

· as the duty holder (or their representative) agree and accept the assessment when completed. 

3. Business Manager (contact centre) / AP Manager (Approved Premises) will be 
responsible for:

· liaison with regional HSF advisor and HPDU/APAM on all first aid matters.

· carrying out a first aid risk and needs assessment with the regional HSF advisor and actively engage recognised trade union representative so that “on-the-ground” issues can be understood, considered and addressed. 
· facilitating the outcome of the first aid needs assessment.
· provision and ordering of first aid equipment, facilities and products in accordance with first aid needs assessment.
· replenishment of first aid equipment, facilities and products.
· arranging first aid training, requalification and refresher training for volunteer first 
aiders to the appropriate level (EFAW or FAW) in accordance with requirements of the first aid needs assessment.
· ensure that details of first aiders’ training, requalification and certificate expiry dates are recorded and maintained. 
· manage a local record of all first aider incident reports for audit purposes



4. Operational Staff and Managers will be responsible for: 

· weekly checks of first aid equipment, facilities and products in their area of work, recorded in the safe working practice document . 
· informing the BS/APM when the first aid box requires replenishment.
· security of first aid box and equipment, facilities and products in their area of work.

5. Regional Health, Safety & Fire Advisor will be responsible for:

· ensuring they are familiar with the detail of the First Aid at Work Regulations 1981 in order to complete the local first aid needs assessment.
· providing competent advice to the BS/ HPDU and APM/APAM on all first aid matters.
· leading on carrying out a first aid needs assessment in conjunction with the BS/APM and consulting with trade unions.
· driving forward the outcome of the first aid needs assessment with the BS/HPDU and APM/APAM.
· monitoring first aid provision 	across all sites including dip tests during workplace inspections and compliance audit visits (quarterly and after any serious incident)
· compliance audits of first aid provision at frequency set by national HSF Lead.
· responsible for the highlight report to the Regional HS committees which will include first aid provision.
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