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	Parent Policy(s): 
	Occupational Health and Safety and Injury Management Policy


1 PURPOSE

To provide suitable first aid facilities and trained first aiders, having regard to the nature of work processes and the number and location of GWMWater staff and potential visitors and contractors and reduce the immediate impact of any accident by providing the necessary resources.
2 SCOPE

Initially and then ongoing according to first aid kit maintenance schedules, whenever refresher training is needed for existing First Aiders and whenever the need arises for additional First Aid resources.
3 RESPONSIBILITIES

Executive Managers, Divisional Managers, Health and Safety Reps (HSR), OHS Officers and Designated First Aid Personnel are involved in implementing this procedure.
4 METHOD
	STEPS IN THE PROCEDURE
	REFERENCES
	RESPONSIBILITY
	RECORDS

	1
	Conduct a First Aid Assessment using the Prescribed approach as stated in the Worksafe Compliance Code.
The assessment team will;

· identify and assess workplace risks through examination of previous work related injury, illness and incidents. 

· determine the appropriate first aid facilities and training required through an assessment conducted in consultation with employees which follows the process in the referenced Compliance Code.
	· Compliance Code– First Aid
	· Divisional Managers, HSR / OHS Officer / Designated First Aid Personnel
	· First Aid Assessment 

	2
	Ensure an adequate number of First Aiders are trained and available at all work areas.
	· Compliance Code – First Aid
	· Divisional Managers /People, Talent & Culture /OH&S Officer/HSR
	· First Aid Assessment

	3
	Ensure all work areas have operation eyewash/deluge showers where appropriate and any personal protective equipment (i.e. gloves, aprons and face masks where mixing chemicals).
	· Compliance Code – First Aid
	· Divisional Managers //OH&S Officer/HSR/ Designated First Aid Personnel
	· First Aid Assessment

	4
	Ensure that Victorian standard First Aid Kits are in permanent facilities and portable ones are issued for use in vehicles where this isn’t possible.  
	· Compliance Code – First Aid
	· Operations & Corporate office building Managers / Fleet Coordinator/ HSR/ Designated First Aid Personnel
	· First Aid Assessment

	5
	Identify where First Aid Rooms are needed and where Emergency Facilities (hospitals, clinics, etc.) are located in the near vicinity.
	· Compliance Code – First Aid
	· Service Delivery & Corporate office building Managers Designated First Aid Personnel /OH&S Officer / HSR
	· First Aid Assessment

	6
	Ensure other equipment needed for First Aid measures are provided where relevant (i.e. First Aid Record Book, First Aid Report Forms, List of First Aiders near First Aid Kits, First Aid Contents List, and First aid kit location signs).
	· Compliance Code – First Aid
	· Service Delivery & Corporate office building Managers Designated First Aid Personnel/OH&S Officer / HSR
	· First Aid Assessment

	7
	Establish a documented record for maintaining the contents of the First Aid Kits.
	· Compliance Code – First Aid
	· Service Delivery & Corporate office building Managers Designated First Aid Personnel/OH&S Officer / HSR
	 / First Aid Supplier Audit Records

· First Aid Kit Standard Contents List

	8
	Establish a method for ensuring First Aiders have refresher courses and review is conducted when vacancies occur.
	· Compliance Code – First Aid
	· People, Talent & Culture 
	· OH&S Training Database


5 DOCUMENTATION

5.1 References 

a) WorkSafe Victoria Compliance Code November 2021– First Aid in the Workplace
b) OH&S Training Database

c) Victorian OH&S ACT 2004

5.2 Forms

a) First Aid Kit Audit Supplier Sheet

b) First Aid Assessment
c) First Aid Kit Standard Contents List located in first aid kits
6 DEFINITIONS

First aid facilities: first aid rooms, first aid kits and first aid equipment. 

First aid officer: a person who has completed current and appropriate training, which is kept current, and has been nominated by the employer for that role in the workplace. 
	Responsible Person:  OH&S Officer
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