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First Aid Procedure

Purpose
[Name of Business] has a legal obligation under the WHS Act 2011 to provide first aid resources and training to ensure the safety of all workers who undertake work in any capacity for us.
We shall ensure:
· first aid equipment is provided for the workplace
· each worker at the workplace has access to the first aid equipment
· access to facilities for the administration of first aid are provided
· an adequate number of workers are trained to provide first aid at the workplace or
· workers have access to other persons who have been trained to provide first aid treatment.

Scope
This procedure applies to all workers engaged by [Name of Business] including contractors.

Responsibilities
Managers are responsible for:
· Ensuring adequate number of first aiders are on site
· Ensuring first aid qualifications are up to date and scheduling refresher training as required
· Providing first aid equipment and ensuring it is maintained
· Communicating this procedure and ensuring all workers are aware of their responsibilities

First Aiders:
· Responding to incidents and providing first aid, including CPR, until professional medical assistance arrives
· Ensuring first aid equipment is maintained and stocked
· Assisting with record keeping and in incident investigations where first aid was administered

Employees and Contractors are responsible for:
· Adhering to the requirements of this procedure or related procedures
· Following all reasonable directions in relation to this procedure

Equipment and Materials Required
· First aid kit(s) appropriate to the work environment
· Adequate space to perform first aid
· Signage denoting the first aid kit location that is compliant to AS1319 (white cross on a green background)

Procedure
1. Determining First Aiders
Consideration to the size and nature of the business will be made when determining how many first aiders are required
	Workplace risk level
	Type of workplace
	Ratio of first aiders to workers

	Low risk
	Offices
	1:50

	High risk
	Warehouses, construction, manufacturing/assembly
	1:25

	Remote high risk
	Rural and remote or isolated work
	1:10


In addition to these ratios, consideration should be given to other factors that may affect the need for extra first aiders, such as:
· the arrangement of work (multiple shifts or overtime)
· sudden increase in the number of workers for a specific project duration or
· workplaces that have unique hazards, such as in the thoroughbred racing industry
2. Training Requirements
Designated first aiders must complete the following training requirements:
	Course Code (National)
	Course Name
	Refresher Required

	HLTAID001 
	Provide cardiopulmonary resuscitation 
	1 Yearly

	HLTAID003
	Provide First Aid 
	3 Yearly


Training records will be kept and refresher training arrangements will be made prior to the qualification expiring.
3. First Aid Kits
We will appoint an appropriate person (typically a first aider) to ensure:
· Adequate First Aid Kits are located were they are likely to be needed such as in the office, tack room, stable and in vehicles. They should be marked with a visible green and white first aid symbol, readily accessible, and not locked. 
· First Aid Kits are fully stocked, organised, clean and closed (but not locked) 
· All items are within their used by date, not damaged or discoloured, and packaging is intact.
· Nominated First Aiders should also ensure any items such as scissors or tweezers are that make contact with a person are disposed of via sharps bins to prevent re-use and potential contamination of future recipients of first aid, and that splinter probes or other sharps are disposed of appropriately.
The nominated person shall ensure first aid kits are checked at least once a quarter and any new items are ordered.
When items are used, the nominated person should be notified so additional stock can be ordered.
4. Quick Steps to First Aid Response
If an incident occurs in the workplace that requires first aid, the following is a general response that should be followed by first aiders:
1) Assess the situation and if danger or a hazard that could pose a risk is present, isolate or secure the hazard if safe to do so.
2) Assess the injury or illness to determine the appropriate first aid response
3) Seek the injured persons consent to perform first aid. If the person is unconscious or unable to communicate, consent is implied.
4) Provide first aid as necessary based on the assessment of the injury or illness. This could be wound care, providing CPR or other necessary treatment	
5) Prioritise treatment based on severity if there are multiple injuries or multiple casualties
6) Remain calm and explain to the injured person what you are doing and why
7) Call for help. Direct nearby workers or people to call 000 if required and / or assist in providing treatment. Continue to provide first aid until professional medical help arrives
8) Once safe and practical to do so, report the incident and what actions were taken to the relevant manager and into the Safety Champion system
9) Use the incident as an opportunity to review safety procedures and assist in implementing corrective actions and improvements
Safety Considerations
· PPE should be utilised by first aiders such as gloves, masks, eye wear
· Consider additional items that may be required within the first aid kit that are necessary to the business such as an eye wash station for chemical splashes
Troubleshooting / Notes
Reviewing First Aid Requirements
The following questions can assist in determining if improvements are needed:
	Question
	Yes
	No

	Do all workers have access to first aiders and first aid kits?
	☐
	☐

	Are more first aid kits required?
	☐
	☐

	Are more first aiders needed?
	☐
	☐

	Do workers have access to first aiders at all times?
	☐
	☐

	Do the first aid kits and modules suit the hazards at your workplace? [such as additional compression bandages for snake bites, eye wash station for chemicals etc]
	☐
	☐

	Are first aid kits well maintained and identifiable to workers?
	☐
	☐

	Is a first aid room or health centre required?
	☐
	☐

	Are first aid facilities well maintained?
	☐
	☐

	Do first aiders have skills, training and competencies to provide first aid in your workplace and are their skills up to date?
	☐
	☐

	Do workers know how to access first aid?
	☐
	☐

	Is there easy access for emergency services, like parking for an ambulance?
	☐
	☐



References 
· Work Health and Safety Act (QLD) 2011  
· Work Health and Safety Regulation (QLD) 2011
· First Aid in the Workplace Code of Practice 2021
· AS1319:1994 Safety Signs for the Occupational Environment
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