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FIRST AID MANAGEMENT GUIDE
Normal risk management processes should be followed to determine the level of first aid equipment and training required by any Disability Service Provider.  In undertaking the risk assessment the following areas should be considered.
Risk Level

You need to determine if your service is high risk or low risk i.e. are your workers exposed to hazards that could result in serious injury or illness that would require first aid e.g. exposure to the risk of physical violence or work involving hazardous machinery, hazardous substances, risk of falls or exposure to extremes of heat or cold. Also is first aid being provided by other duty holders and do your workers have access.
Size and Location of the workplace and number and composition of workers and other people

Consider the distance between different work areas and response times for emergency services.  A number of kits would generally be required e.g. for each work place and each vehicle.  For workers working remotely communication devices so that emergency services can be contacted quickly is recommended.  

Consider the maximum number of people present including clients, students, contractors and any particular medical needs when determining the level of first aid provided.
Trained First Aid staff

The first aid plan must ensure that all workers including employees, volunteers and contractors and other persons on-site have access to first aid services adequate for the immediate treatment of injuries and illnesses that arise in a workplace.

First aiders should hold nationally recognised Statement/s of Attainment issued by a Registered Training Organisation (RTO) for the nationally endorsed first aid units of competency.  Apply First Aid is suitable for low risk workplaces whilst Apply Advanced First Aid is more suitable for some high risk workplaces.
The codes of practice recommends the following ratios:

· Low risk workplaces – one first aider for every 50 people on site

· High risk workplaces – one first aider for every 25 workers on site.

Due to the nature of the disabilities suffered by clients or staff you may decide after your first aid assessment to have staff trained in specific first aid areas such as CPR, use of Epipens, Asthma, Epilepsy or Diabetes management.  Whilst these are not WorkCover approved courses they may assist with meeting the duty of care requirements.

First Aiders are not legally liable for the initial treatment they provide.

First aiders have no more responsibility than is set out in the employee duties under the WHS Act as long as they work within their level of training. If any person hinders the provision of first aid to an injured person at work or refuses a reasonable request for such aid they may be guilty of an offence under the WHS Act.

First aid kits

At least one first aid kit should be provided at a workplace.

The kit should contain basic equipment for administering first aid for the following injury types:

· Cuts, scratches, punctures, grazes and splinters

· Muscular sprains and strains

· Minor burns

· Amputations and/or major bleeding wounds

· Broken bones

· Eye injuries

· Shock

The contents should be based on a risk assessment e.g. if a risk of eye injury more eye pads may be provided.  Consider the need for equipment for burns, or because workplace is remote.

A list of typical equipment is in the Appendix.

First aid kits must be large enough to hold the required equipment, be immediately identifiable with white cross on green background and prominently displace, be made of material that protects contents from dust, moisture and contamination and contain a list of contents.  The kit should be readily accessible and closer to higher risk areas if applicable.  A worker should  be nominated to maintain the kit through regular checks.

First Aid record

All first aid treatment should be recorded. This record can be integrated with other incident and accident reporting systems in the workplace, in particular with the register of injuries required by workers compensation laws. 

The first aid report form should be filled out by the trained first aider and include information on:

• date, name, time;

• description of symptoms;

• the treatment provided;

• any referral arrangements (e.g. ambulance, hospital, medical service).

Forms should be located at, or close to, first aid stations. The original copy of the first aid record should be retained in a secure location within the workplace. If a person is transferred to a hospital or medical service, a copy of the first aid record should accompany them. Workers should be given a copy of their first aid record, and must have access to it on request.
SAMPLE FIRST AID PLAN
	Assessment of first aid requirements
	First Aid Plan (Controls)

	Type of work performed and level of risk
e.g. Community Support

Disability Enterprise

Accommodation support
	Number of nominated first aiders required in order to cover all shifts and areas within workplace

· Nominated first aider required if more than 25 people present in work place or take more than 2 minutes to access first aid kit

	Type of injury/illness likely to be sustained

e.g. hazards present, previous injuries, health status of staff and clients
	Specific training requirements for first aiders

· Depending on hazards present may need skills in burn management etc

· Depending on health status of those present may require CPR skills, epilepsy or diabetic management

· Requirements for staff working alone or staff taking clients on community access

	Number and distribution of workers and others

e.g. working alone or off-site, working in different buildings on the one site
	Response procedures

· Nearest worker alerts manager who alerts first aider

· First aider provides treatment and recommends/organises ongoing care if required

· Workers working off-site to carry first aid kits in cars/vans and mobile phones

	Size and layout of workplace

e.g. single or multiple buildings and distance to nearest first aid kit, availability of kits for off-site staff
	First aid kit requirements and management

· Need for first aid room only if over 200 people on-site at any one time or level of risk demands

· Location and number of kits required

· Size of kit required

· Need for any extra supplies e.g. resus masks, burns

	Location of workplace

e.g. distance to nearest medical centre/hospital, response time for ambulance service
	First aid recording and reporting system

· First aid to be recorded on incident report forms

· Communication of treatment etc

	Special events

e.g. holding of fetes etc on site or elsewhere
	Communicating first aid plan

· Sign-posting location of kits
· Sign-posting contact number of first aiders
· Induction procedures

	
	Important contact numbers

· Display of 000, poisons information centre, medical clinic, hospital


Appendix 1
For most workplaces, a first aid kit should include the following items:

	Item
	Kit contents

	
	Quantity

	Instructions for providing first aid – including Cardio-Pulmonary Resuscitation (CPR) flow chart
	1

	Note book and pen
	1

	Resuscitation face mask or face shield
	1

	Disposable nitrile examination gloves 
	5 pairs

	Gauze pieces 7.5 x 7.5 cm, sterile (3 per pack)
	5 packs

	Saline (15 ml)
	8

	Wound cleaning wipe (single 1% Cetrimide BP)
	10

	Adhesive dressing strips – plastic or fabric (packet of 50)
	1

	Splinter probes (single use, disposable)
	10

	Tweezers/forceps 
	1

	Antiseptic liquid/spray (50 ml) 
	1

	Non-adherent wound dressing/pad 5 x 5 cm (small)
	6

	Non-adherent wound dressing/pad 7.5 x 10 cm (medium)
	3

	Non-adherent wound dressing/pad 10 x 10 cm (large)
	1

	Conforming cotton bandage, 5 cm width 
	3

	Conforming cotton bandage, 7.5 cm width
	3

	Crepe bandage 10 cm  (for serious bleeding and pressure application)
	1

	Scissors 
	1

	Non-stretch, hypoallergenic adhesive tape – 2.5 cm wide roll
	1

	Safety pins (packet of 6)
	1

	BPC wound dressings No. 14, medium
	1

	BPC wound dressings No. 15, large
	1

	Dressing – Combine Pad 9 x 20 cm
	1

	Plastic bags - clip seal 
	1

	Triangular bandage (calico or cotton minimum width 90 cm)
	2

	Emergency rescue blanket (for shock or hypothermia)
	1

	Eye pad (single use)
	4

	Access to 20 minutes of clean running water or (if this is not available) hydro gel (3.5 gm sachets)  
	5

	Instant ice pack (e.g. for treatment of soft tissue injuries and some stings).
	1


Medication, including analgesics such as paracetamol and aspirin, should not be included in first aid kits because of their potential to cause adverse health effects in some people including asthmatics, pregnant women and people with medical conditions. The supply of these medications may also be controlled by drugs and poisons laws. Workers requiring prescribed and over-the-counter medications should carry their own medication for their personal use as necessary. 

Some types of workplaces may require additional items to treat specific types of injuries or illnesses.

Outdoor work

If work is performed outside and there is a risk of insect or plant stings or snake bites, assess whether the following items should also be included in the first aid kit:

· a heavy duty crepe bandage 

· sting relief cream, gel or spray.

Remote work

Where people work in remote locations, a first aid kit should include:

· a heavy duty crepe bandage 10 cm (for snake bites)

· large clean sheeting (for covering burns)

· thermal blanket (for treating shock)

· whistle (for attracting attention)

· torch/flashlight.

The appropriate contents will vary according to the nature of the work and its associated risks.

Burn injuries

If your workers are at risk of receiving burns, you should include the following items:
· burn treatment instructions on two water-proof instruction cards: one for the first aid kit and the other to be located on the wall next to the emergency shower or water supply

· hydro gel (8 × 3.5 gram sachets)  
· hydro gel dressings

· clean polythene sheets (small, medium and large)

· 7.5cm cotton conforming bandage.

Appendix 2

Suggested first aid room contents

A first aid room must be at any other workplace at which more than 200 persons work.

This is not an exhaustive checklist and is designed to illustrate the approach to planning for first aid.

Refer First Aid Code of Practice ‑for first aid room minimum requirements for certain workplaces.

Furniture & fittings

• Wash basin with hot and cold water supplies.

• Cupboards for storage of medical requirements, dressings and linen.

• Desk, work bench or dressing trolley.

• Telephone.

• Electric power points.

• Lockable filing cabinet for storage of records.

• Suitable seating.

• Couch (waterproof surface) with blankets and pillows.

• Moveable screen, suspended curtain, or a door that can close for privacy needs.

Medical requirements

• Examination table.

• Examination lamp.

• Stretcher, lifting frame or similar device for transporting patients.

• A suitable container for safe disposal of needles or other sharp implements.

• A suitable container fitted with disposable bag or liner for soiled dressings and gloves.

• First aid kit appropriate to the workplace.

• Sufficient supply of soap and disposable towels, trays, gloves and bowls.

Information

• Details of the first aid plan.

• Names and contact numbers for first aiders, and external emergency organisations

  (e.g. 000, hospitals, Poisons Information Centre, local medical service).

• Current edition of an occupational first aid handbook approved by WorkCover.

Additional items or equipment may also be required, depending on the outcomes of the first aid assessment.
Reference:

Safe Work Australia “Model Code of Practice First aid in the Workplace” March 2012
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