QUEEN ADELAIDE Community Centre
First Aid Policy & Procedures for Hirers

1. Purpose
This document sets out the first aid arrangements at Mountfield Community Centre (“the Centre”) and the responsibilities of hirers when using the premises. It forms part of the Centre’s health and safety documentation and must be followed at all times.

2. First Aid Facilities
· A First Aid box is located in the kitchen.
· The box is maintained and checked regularly by Centre management. Hirers are responsible for reporting if items are used or missing.
· A Defibrillator (AED) is available at; PENGE EAST STATION, STATION ROAD PENGE, LONDON, SE20 7BQ

3. Responsibilities
Centre Management (Play Place / Building Operator)
· Provides and maintains a stocked first aid box.
· Provides information to hirers on emergency procedures and first aid arrangements.
· Ensures hirers are informed of emergency contacts and the location of first aid supplies.
Hirers
· Hirers are responsible for the first aid needs of their own event or activity.
· Hirers must ensure that at least one competent person is present who can administer basic first aid.
· Hirers must familiarise themselves with the location of the first aid box, exits, and assembly points before their activity begins.
· Any first aid incident occurring during hire must be recorded in the Accident/Incident Book (kept in the Kitchen) and reported to the Centre management.





4. Emergencies
1. In the event of a serious injury or illness:
· Call 999 immediately and request the appropriate emergency service.
2. Provide the building address: Queen Adelaide Community Centre. Queen Adelaide Court, Queen Adelaide Road, Penge, SE20 7EA
· Direct emergency services to the casualty promptly.

5. Accident & Incident Reporting
· All accidents, injuries, or incidents — however minor — must be recorded in the Centre’s Accident/Incident Book.
· Hirers are responsible for ensuring this record is completed and that Centre management is informed after their hire period.
· Serious incidents must be reported immediately to the Centre management by phone or email.

6. Training
· The Centre does not guarantee the presence of a qualified First Aider during private hire.
· Hirers are strongly advised to have a nominated person with basic first aid knowledge or training present at their event.
· For large events, hirers may be required to arrange additional first aid provision (e.g. trained first aiders, event medical cover).

7. Review
This policy will be reviewed annually by the Centre management and updated as necessary to remain compliant with current legislation and best practice.






	
	
	



