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1. Introduction

The Malta Leadership Institute acknowledges its responsibility and is committed to
providing first aid facilities and services for staff, course participants and visitors in
accordance with the requirements of current legislation.

2. Document Control

Version Section Responsibility Authorisation Date
Office of the Principal MLI Council 13" January 2022
Principal

3. The Fundamental Principle of the Policy
The aim is to make sure that at all times, there is the presence of a person who is able to
administer First Aid assistance both to students and also to MLI academic and non-academic
staff.

4. Policy Overview
The Policy seeks to:

e Specify minimum requirements for the provision of first aid services, including first aid
personnel and their training, first aid equipment and first aid facilities.

e Ensure compliance with the requirements of the Occupational Health and Safety
Authority Act XXV11(2000) and subsequent amendments, the Work Place (First Aid)
Regulations, (S.L.424.13) and Work Places (Health, Safety And Welfare) Regulation,
(S.L.424.09) and subsequent amendments, and including the requirements to record
all injuries and to encourage preventive activities within the workplace.
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5. Responsibilities

5.1. The Responsibilities of the Principal

The Principal or the Appointed First Aider (under the responsibility of the Principal is

responsible for:

e Ensuring that adequate resources have been allocated for carrying out First Aid in
accordance with this First Aid Policy;

e Reviewing the performance of managers, staff and course participants with regard to
their occupational health and safety responsibilities and potential needs for First Aid;

e Ensure that appropriate records are kept.

e Ensuring adequate personnel and facilities are available;

e Monitoring the effectiveness of first aid services.

e Providing first aid courses to staff, as required;

e Arranging prompt and appropriate referral to external Emergency Services (e.g.,
Ambulance) or medical professionals in cases where the needs assessment exceeds the
First Aid Officer's training;

e Liaising as appropriate with external emergency service (i.e., ambulance) and providing
information regarding the current situation, assessed needs and first aid administered;

e Ensuring that first aid kits are fully serviceable and stocked;

e Conducting regular checks of stock levels and ensuring that no unauthorized stock (i.e.,
no medication, including paracetamol, aspirin, creams, lotions or other products whose
sterility cannot be maintained - antiseptic creams) is stored in the kits;

e Ensuring the supply of accident/injury notification forms;

e Recording and completing the first aid incident on the Institute’s accident/injury
notification form.

5.2. Staff and Course Participants
e Participate in development of risk assessments, and discuss the need for the provision of
First Aid;
e Participate in induction and First Aid training programs as instructed by the Director;
e Ensure that emergency procedures and equipment are in place for high-risk activities;
e Reporting all work place injuries and illnesses to the Director within 48 hours.

6. Recording and Reporting of Injuries
6.1. All First Aid Officers shall record all first aid incidents on the Institute’s accident/injury
notification form.
6.2. Copies of the notifications are available near all first aid kits, and administrative areas.
6.3. The original copy of the first aid injury notification is to be fully completed and
forwarded to the Director within 48 hours of the incident.
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6.4.

7.2

8.

All notifications should endeavor to record as much information as possible, as this
assists in meeting the Institute’s statutory obligations for investigation purposes and
keeping of records.

Training

. Training and renewal of first aid qualifications for First Aid Officers will be coordinated

and arranged through the Director.
When a person nominates or is appointed a First Aid Officer that person is entitled to

receive training at no charge to them during normal working hours.

Relevant documents

Occupational Health and Safety Authority Act XXVII (2000)

Work Place (First Aid) Regulations, (S.L.424.13)

Work Places (Health, Safety And Welfare) Regulation, (S.L.424.09)
Health and Safety Policy
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Appendix 1: Injury Report Form
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Injury and Accident Report

This form should be submitted within 2 days from the accident (whether it is an injury or any other form of
accident)

The form has to be sent to admin@adminassociations.com

Name of Injured Officer/Student

ID Card No. of Injured Officer/Student

Date and time of accident

Site where accident took place

Details of the activity that officer was
carrying out at the time of the
accident

Witnesses to this accident may be required to submit a written statement to be attached to
this form.

Name Surname of witness 1

Please include mailing address and phone cpntact details

Name, Surname of witness 2

Please include mailing address and phone cpntact details

Brief description of the accident, including nature and severity of injuries sustained and
parts of body injured (any additional information not provided in the previous sections
overledf).

Please describe clearly how the accident happened, existing conditions, what the officer was doing, whether any

equipment /machinery was involved and any immediate action taken (e.g. First aid given, referral to health centre, called
an ambulance or other as necessary.)

cms s LCTS Ltd, Valley Towers, Suite 9, Valley Road, Birkirkara BKR9022 https://maltaleadershipinstitute.com -
. MU isLicensed by MFHEA - Licence n0: 2018:005 - Allour coursesare accredited by MFHE htps:/ /th 3
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Continue here

Please list documentation / supporting
evidence directly related with incident
included with this form.

Name of person completing this form

Email of person completing this form

| declare that, to the best of my knowledge, the information herein is true, correct and

complete.
Signature
CMEZ0.CL) crs Ltd, Valley Towers, Suite 9, Valley Road, Birkirkara BKR9022 hitps://maltaleadershipinstiute.com -
b " resynapse ML Lcnied by MEHEA-Licence o 201005 - Mo mww\.l:zuumlu:-: oy WA m:;#::;:l:re,net Erasmu S+
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