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First Aid Emergency Response Procedure for Staff and Students Rose Bruford College Campus

Scope 
This procedure applies to all staff working across the Rose Bruford College campus, including academic, professional services, operational staff, contractors, and any individuals responsible for supervising activities.
It covers the actions to be taken in the event of a First Aid incident involving students, staff, visitors, or contractors on campus premises.
This procedure applies:
· During normal operational hours and out of hours periods
· Across all campus environments, including teaching spaces, offices, communal areas, and external spaces
· Where a person becomes injured or unwell and requires assistance
All staff are expected to follow this procedure to ensure a prompt, safe, and effective response, regardless of whether a trained First Aider is immediately available.

Purpose 
This procedure provides clear guidance for all staff on how to respond to a First Aid incident on campus, ensuring a prompt, safe, and effective response.

Step 1: Assess the Situation
· Check the area is safe for yourself and others
· Do not put yourself at risk
· Identify: 
· What has happened
· Number of casualties
· Severity of the situation

Step 2: Call for Help
If the casualty is seriously unwell or injured, call 999 immediately, then continue with the steps below.
Contact a First Aider as soon as possible by:
· Activating the Microsoft Teams First Aid alert system
· Calling the Reception Desk on 0208 308 2600 and selecting option 8 immediately
· (This notifies all available First Aiders via Microsoft Teams)
· If someone else is nearby, ask them to collect the first aid radio from the reception desk

Step 3: If there is no response following Step 2, or once the first aid radio has been obtained, escalate immediately by:
· Using the First Aid radio (Primary radio located at the Reception Front Desk)
· Clearly stating: 
· Exact location
· Nature of the incident
· Whether it is urgent or life-threatening

Step 4: Provide Immediate Assistance (If Safe to Do So)
· Stay with the casualty
· Keep them calm and reassured
· Provide basic assistance only if you feel confident and it is safe
· Use available First Aid equipment if appropriate
Do NOT:
· Attempt anything you are not trained to do
· Move the casualty unless they are in immediate danger

Step 5: Call Emergency Services (If required)
Call 999 immediately if:
· The casualty is unconscious or not breathing
· There is severe bleeding
· There is a suspected serious injury or medical condition
· You are unsure and the situation appears serious


Provide:
· Campus location (building + room/area)
· What has happened
· Condition of the casualty

Step 6: Support Arrival of Help
· If an ambulance is called, Reception must be informed (during operating hours, 08:00–18:30 Monday - Friday) so they can assist and direct emergency services.
· If Reception is closed, send someone to: 
· Meet and direct First Aiders or emergency services if someone is present
· If no one else is present, you will need to leave the casualty temporarily in order to meet and direct the emergency services to the location
· Ensure access routes are clear
· Stay with the casualty until help arrives

Step 7: After the Incident
· Ensure the incident is:
· Reported via the First Aid online form or by emailing one of the designated First Aiders.
· Where a First Aider receives notification of an incident, they are responsible for ensuring it is formally recorded using the First Aid incident reporting form.
· Cooperate with any follow-up if required

Key Principles:
· Act quickly but safely
· Always call for a First Aider first
· Call 999 for serious or life-threatening incidents
· Never delay emergency help
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