FIRST AID & ACCIDENT REPORTING PROCEDURE
Bewbush Sports and Community CIC (BASE)

1. Purpose
At BASE, everything we do is rooted in creating safe, positive and supportive experiences for our community.
This procedure outlines how BASE will:
· Provide first aid
· Respond to accidents and injuries
· Record and report incidents appropriately

2. Scope
This procedure applies to:
· Staff, coaches and volunteers
· Participants (children and adults)
· Parents/carers
· Visitors
· All BASE activities, sessions, camps and events

3. First Aid Provision
BASE will ensure:
· First aid kits are available, accessible and regularly checked
· A responsible adult is present at all times
· Staff know where first aid equipment is located
· Emergency contact details are available for participants
Where possible, activities will be supported by individuals with basic first aid knowledge or training.

4. Responding to an Incident
In the event of an accident or injury:
Step 1: Assess the situation
· Ensure the area is safe
· Check the condition of the injured person

Step 2: Provide assistance
· Deliver appropriate first aid
· Do not move the individual unless necessary

Step 3: Call for help if needed
· Call 999 for serious injuries or emergencies
· Follow instructions from emergency services

Step 4: Inform appropriate people
· Notify a senior member of staff
· Inform parents/carers if a child is involved

5. Recording Incidents
All accidents and injuries must be recorded.
Records should include:
· Name of the individual
· Date and time
· Details of the incident
· Action taken
· Name of the person responding
Records must be:
· Accurate
· Completed as soon as possible
· Stored securely

6. When to Escalate
The following must be escalated to BASE leadership:
· Head injuries
· Injuries requiring medical treatment
· Any incident involving emergency services
· Repeated accidents
· Any safeguarding concerns

7. Emergency Situations
In serious situations:
· Call 999 immediately
· One adult stays with the injured person
· Another supervises the rest of the group
· Ensure access for emergency services

8. Illness
If someone becomes unwell:
· Provide a safe place to rest
· Monitor their condition
· Contact parents/carers where appropriate
· Seek medical advice if necessary

9. Medication
BASE staff do not administer medication unless:
· It has been agreed in advance
· Clear instructions have been provided
· It is necessary for the individual’s wellbeing
Parents/carers are responsible for:
· Providing accurate medical information
· Supplying any required medication

10. Hygiene and Safety
To reduce risk of infection:
· Use gloves when dealing with injuries
· Clean and cover wounds appropriately
· Dispose of waste safely
· Ensure hand hygiene is maintained

11. Review of Incidents
BASE will review incidents where appropriate to:
· Identify patterns or risks
· Improve safety measures
· Update procedures if needed

12. Related Policies
This procedure should be read alongside:
· Health & Safety Policy
· Safeguarding Policy
· Safeguarding at Events & Activities
· Code of Conduct

13. Review
This procedure will be reviewed annually or in line with operational needs.


