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No matter how comprehensive an organisation’s health and safety policy and procedures are, accidents 
still happen. Having adequate first aid arrangements in place is therefore an important part of ensuring 
that the services and activities an organisation delivers take place in a safe environment for staff, 
volunteers and users alike. 
 
The Health and Safety (First Aid) Regulations 1981 require organisations to provide “adequate and 
appropriate” first aid equipment, facilities and people so immediate help can be given in the case of an 
accident or illness. 
 

 

First Aid Equipment 

There must be at least one properly stocked first aid kit in any building used by the organisation. This 
should be a suitable container clearly identified as a first aid kit and kept in an accessible place. (The 
standard symbol for first aid is a white cross on a green background.) 
 
In larger premises, more than one first aid kit might be required to ensure that people do not have to 
travel too far to receive treatment, or that the person treating someone who is injured does not have to 
travel too far to get the required equipment. If a building has more than one floor level, as a minimum, 
one first aid kit would usually be supplied for each floor level. 
 
Where there are specific risks, additional first aid equipment may be required. 
 

Contents of First Aid Kits 

There is no mandatory list of contents for first aid kits but as an absolute minimum, it is recommended 
that a small, i.e. 10 person, first aid kit should include: 

 A general guidance leaflet, e.g. the HSE’s leaflet ‘Basic advice on First Aid at work; 

 20 individually wrapped sterile plasters (assorted sizes); 

 2 sterile eye pads; 

 4 individually wrapped triangular bandages, preferably sterile; 

 6 safety pins; 

 2 large, individually wrapped, sterile, unmedicated wound dressings; 

 6 medium, individually wrapped, sterile, unmedicated wound dressings; 

 Disposable gloves (ideally non-latex) 
 

Additional items may need to be included depending on the size of the building being used, the nature of 
any hazards or the outcome of any risk assessments for the activities being undertaken. The above list 
of contents, therefore, is by no means exhaustive and is simply indicative of what is typically needed. 
 

 
 An introduction to......... 

 

 

First Aid 

Five Essentials to First Aid 



 

Medication (including painkillers) must not be kept within first aid kits and the rest of the contents should 
be appropriate for first aid use. 
 

First Aiders and Appointed Persons 
As an absolute minimum for each of its activities, an organisation should have at least one ‘appointed 
person’ who is available to take charge of first aid arrangements in an emergency. This person’s role will 
involve making arrangements for calling the emergency services if required, as well as ensuring that first 
aid kits are replenished and that none of the items have expired their use by dates. Although they are 
not legally required to do so, this person should also receive emergency first aid training so that they are 
competent to treat minor injuries and administer basic first aid in the event of an accident. 
 

First Aid Notice 

A notice should be on display indicating where the first aid box is and who the appointed persons for first 
aid within the organisation are.  
 

Recording Incidents 

Keeping a record of accidents is a helpful way of assessing how effective an organisation’s health and 
safety measures actually are. By law, any workplace that has more than ten employees must have an 
accident book.  
 
All accidents and injuries whether it is to a member of staff, a volunteer, a user of the organisation’s 
services and activities or member of the general public should be recorded no matter how small or 
insignificant the incident or injury may seem. A simple record should also be kept of any first aid 
treatment administered to any individual. Depending on the size of the organisation a simple notebook 
where the first aider can record the treatment given to whom and when may suffice.  Completed 
accident forms, if used, contain personal information so should be removed from the accident book and 
stored in a secure location to comply with data protection legislation. 
 
Certain serious injuries to members of staff (such as where a member of staff cannot undertake their 
work for more than a period of 7 days), deaths at work, and in situations where a member of the public is 
taken to hospital, are reportable under RIDDOR – Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995. A centralised website is now available to report all such incidents. 
(Please refer to the Health & Safety Executive’s website – http://www.hse.gov.uk – for an online 
reporting form and more information about this. A full list of reportable injuries, diseases and dangerous 
occurrences can also be found on this site.)  
 
 
 

SLOUGH Get Involved is an infrastructure organisation that provides support to the 
voluntary sector in Slough. However, we cannot offer legal advice – for such you 
should consult a legal expert. 
 


