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	1.  Introduction
	BBC must have procedures to manage acute medical situations or injuries arising from accidents involving employees. Prompt appropriate first aid can minimise the injury and promote recovery.

	2.  Purpose
	The Management of BBC is committed to providing a safe and healthy workplace and recognizes that the provision of first aid treatment in the workplace is an integral part of this.    

	3.  Scope
	Only appointed qualified personnel within the organisation are to provide first aid treatment to injured employees, visitors and residents/service users as required.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions
First Aid in the work place: Is defined as the provision of initial emergency treatment required by persons suffering injury or illness at work.


	5.  Procedure / Application
	Manager 
	OHS Representative / First Aid officer
	Employees

	5.1  Site Assessment
	· An assessment of the first aid needs of the organisation shall be undertaken to identify the needs for first aid supplies and for training.  

· The assessment shall consider first aid injuries that have occurred and the type of hazards likely to result in injuries requiring first aid.
	· Ensure the contents of the kit reflect the hazards in the Organisation and likely injuries.
	· Will assist the OHS Representative in conducting the site First Aid assessment as required.

	5.2  Illness or Injury Occurs at Work
	Ensure that

· All employees are aware of the procedures in the event of an injury or illness in the workplace

· Ensures all people are safe and minimises the immediate risk of further incidents

· Ensure that all parts of the OHS 10.2.2.1 Incident & Investigation Form are concisely completed as appropriate within 24 hours of the incident or injury
· Forward copy of report to the Site Manager
· Each new employee is briefed on the health and safety program as part of induction
	Ensuring that:

· First-aid is administered as required. 

· If an emergency, seek medical advice via Person in Charge / ambulance service or hospital casualty

· Record incident in BBC OHS 10.2.2.1 Incident & Investigation Form Forward copy of incident/injury form to Site Manager.
	Report to:

· First-aid officer who administers first aid and/or Manager of the area concerned if suffering an injury in the workplace.
· If an emergency, seek medical advice via the person in charge.

· Complete OHS 10.2.2.1 Incident & Investigation Form as appropriate then forward immediately to your manager.



	5.3  Incident / Injury Report
	· Refer to OHS 10.2.2 Incident & Investigation 

	5.4  First-Aid Kits
	· Ensure that there is a first-aid kit of the correct size in the workplace.
	· The contents of the first-aid kits are maintained by the designated person usually the OHS Representative / First Aid officer for the site.
	· Know where these are located

	5.5  First-Aid Room
	· Should a staff member fall ill or require rest through minor injury a quiet room will be made available for staff to lay down momentarily until other arrangements can be made.
	· Know where this is located.

	5.6  First Aid Report
	· The First Aid Reports shall be held in confidence with bi-monthly summarised reports provided to the Site Manager and OHS committee if applicable. 
	· Monitor incident trends in line with preventative strategies introduced in the workplace.

	5.7  Serious Injury Notification
	· An injury deemed “Serious” is to be reported to State Work Cover.
	· Refer to OHS 10.2.2.2 Notifiable Incidents

	6.  Triage Procedure
	

	6.1  TRAIAGE 1
	Where there has been no obvious injury to any person or property, only an Incident and investigation report is required. 

The report is reviewed by both the Facility / Service Manager and the OH&S / staff committee. If a hazard has been identified as the cause of incident, appropriate action must be implemented to prevent incident re-occurrence. 

This also applies to Triage 2 and 3.


	6.2  TRIAGE 2
	A person sustains minor injuries requiring first aid measures only. 

The Site manager/person in charge will access and initiate first aid as applicable , completing the first aid report on the reverse side of the incident report.

In the case of blood or body fluid exposure appropriate Infection control measures should be taken as per protocol.

	6.3  TRIAGE 3
	Person(s) sustain an injury or illness, which requires medical attention. 

The Site Manager is informed immediately.

The injured person may be transported to their own GP by friends or family members or an ambulance may be called. 

Should the employee require Emergency treatment i.e.; hospitalisation or surgical intervention, the Facility / Service Manager will take the appropriate measures. The State Work cover Authority, Return to Work Coordinator and Regional Manager must be notified immediately. 


	7. Accountabilities
	Managers / Person in charge
	OHS Representative(s) / First Aid Officer
	Employee

	
	· To ensure compliance with the procedure and adequate financial resources for first aid training, equipment and ongoing supplies.

· Arrange for a First Aid assessment of the site.
	· Routinely check First Aid Kit for monitoring supplies

· To ensure compliance with First Aid procedures

· Ensure all First Aid advice / assistance is documented on a Babcock & Brown Communities Incident report
	· Notify and report to the Person in Charge / Site Manager / First Aid Officer (dependant whom is on duty) should an incident incurring an injury or illness occur.

	8.  Training
	Managers
	OHS Representative / First Aid Officer & Employees

	
	· Shall receive training so that they are knowledgeable about the first aid requirements of their BBC site / service.
	· On induction and at regular intervals, all employees shall be briefed on the procedures for obtaining first aid, that is, the location of the first aid kit and whom to approach for first aid treatment.

	
	

	9.  Performance Indicators &
Audit records
	· Completed first aid audit

· Nominated & known first aid officer if applicable

· Completed First Aid Assessment Report

· Work place inspection Records

· Training Register / Records / Certificates

	10.  Related Forms & Templates
	OHS 10.4.1.1 First Aid Assessment Template.



	11.  Record Keeping
	All records must be kept for a period of 5 years



	12.  
Legislation

References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007 
OHS Code of Practice (First Aid in the Workplace) 1995

	New South Wales
	Occupational Health and Safety Act 2000 & OHS Regulation 2001 
Occupational Health and Safety (First Aid) Regulation 2001

First Aid in the Workplace Guide 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002
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