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This document provides practical guidance for Canberra Health Services (CHS) staff on how to comply with duties under the Work Health and Safety (WHS) Act 2011 to provide adequate First Aid facilities and First Aid treatment at CHS workplaces. 

Further information is available in the CHS Work Health and Safety Management System (WHSMS) on the Intranet. 
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This procedure applies to all CHS workers, volunteers and contractors within CHS facilities and includes shared workplaces used by multiple stakeholders.

For the purposes of this procedure the following definitions are used:
First Aid is the immediate treatment or care given to a person suffering from an illness or injury until more advanced medical care can be provided or the person recovers. 
First Aider is a person who has successfully completed a nationally accredited training course or an equivalent level of training that has given them competencies required to administer First Aid.
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Table 1. Responsibilities of CHS Staff.
	Position
	Responsibility

	Chief Executive Officer
	· Overall responsibility for this procedure 


	Executive Director/Executive Group Manager
	· Ensure that First Aid arrangements across workplaces are effectively implemented
· Oversee the implementation of effective First Aid arrangements based on risk assessment
· Monitor trends for First Aid incidents


	Managers/Supervisors
	· Ensure the appropriate number of trained First Aiders, equipment and facilities are in place in the work area 
· Implement First Aid arrangements consistent with this procedure
· Ensure reporting of all First Aid incidents in the RiskMan Staff Incident Register (RiskMan)
· Consult with other stakeholders using the workplace to ensure coordination of First Aid arrangements
· Communicate names of First Aider/s and First Aid arrangements in their work area
· Review First Aid requirements on a regular basis or when circumstances change
· Notify CHS Work Health Safety to register the names of First Aider/s on the CHS First Aid Register
· Support staff to attend initial and refresher First Aid training
· Meet duty of care requirements in respect of providing appropriate First Aid treatment


	First Aiders 
	· CHS staff who are appropriately trained in administering First Aid 
· Maintain currency of training to an adequate level of competency
· Ensure First Aid equipment is regularly checked, maintained and restocked 
· Provide First Aid as required in the designated work area


	Work Health Safety
	· Maintain the currency of procedural instructions (this procedure) for First Aid administration
· Maintain First Aider training information on the CHS First Aider Register    https://actgovernment.sharepoint.com/sites/Intranet-CHS/SitePages/Safety-training.aspx


	Workers 
	· Report all First Aid incidents in RiskMan 
· Follow reasonable directions from the First Aider 
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Process to identify First Aid needs
Consistent with the Work Health and Safety (First Aid in the Workplace Code of Practice) 2020, managers must identify the level of First Aid arrangement required for their work area using a risk assessment process, called the First Aid Risk Assessment. 

Use Steps 1 – 5 below to determine:
· The level of risk in the work area
· The number of First Aiders required 
· Appropriate First Aid resources for the work area e.g. First Aid equipment 

An example of a First Aid Risk Assessment is included in Attachment 1 of this document. 
A Risk Assessment template is available in the CHS WHSMS Form WHSF.30B First Aid Risk Assessment Template.  

Step 1 -Define the workplace
a. Define the workplace to be serviced in terms of its physical boundaries and operational function. 
b. Determine approximate response times for emergency services e.g., ACT Ambulance Service
c. Consult with other managers using the workplace or managing adjacent workplaces to prevent gaps in arrangements or confusion about who is responsible for First Aid arrangements or services.

Step 2 – Quantify the number of workers in the workplace

a. Estimate the total number of workers in the defined work area. 
b. For the context of First Aider ratios, the estimate will include employees, contractors, subcontractors, volunteers, students and workplace visitors. Patients or consumers are not included in this estimate.
c. If the number of workers in the workplace varies, use the maximum number of workers in your calculation.
d. Consideration should also be given to workers with an identified disability or known health condition e.g. asthma or allergies

Step 3 – Determine the types of hazards present in the work area

Evaluate the work area for WHS hazards. Use Table 2 below to determine types of injuries that may require First Aid in the workplace as a guide.  

Additionally, consider factors related to the day-to-day operation of the workplace. Are staff:
a. delivering remote or off-site services? 
b. working in isolation?
c. using vehicles as part of their working day?
d. located away from the primary workplace? 
e. located away from hospitals and medical services including ambulance services?
f. shift workers? 


[bookmark: _Hlk19875728]Table 2. Injuries Associated with Common Workplace Hazards that may Require First Aid. *
	Hazard
	Potential Harm

	Manual tasks
	Overexertion can cause muscular strain.

	Working at height or on uneven or slippery surfaces

	Slips, trips and falls can cause fractures, bruises, lacerations, dislocations and concussion.

	Electricity

	Potential ignition sources could cause injuries from fire.
Exposure to live electrical wires can cause shock, burns and cardiac arrest.

	Machinery and equipment

	Being hit by moving vehicles or being caught by moving parts of machinery can cause fractures, amputation, bruises, lacerations, dislocations.

	Hazardous chemicals

	Toxic or corrosive chemicals may be inhaled, contact skin or eyes causing poisoning, chemical burns and irritation.

	Extreme temperatures

	Hot surfaces and materials can cause burns. 
Exposure to heat can cause heat stress and fatigue.
Exposure to cold and cold surfaces can cause hypothermia and frostbite.

	Radiation

	Welding arc flashes, ionising radiation and lasers can cause burns.

	Occupational violence

	Human behaviours including intimidation and verbal/ physical assault can cause physical and psychological injury.

	Biological factors

	Exposure to biological factors can cause infection, sensitisation and allergic reactions.

	Animals
	Bites, stings, kicks and scratches.


Reference: * Adapted from the WHS (First Aid in the Workplace, Code of Practice) 2020.

Step 4 - Determine the level of risk in the work area
Refer to the Table 3 to categorise level of risk in the work area and assign the required number of First Aiders.

[bookmark: _Table_4._Categories][bookmark: _Hlk19875810]Table 3. Number of First Aiders Required Based on Number of Workers. *
	LEVEL OF RISK
	1 – 50 WORKERS
	51 – 100 WORKERS
	MORE THAN 100 WORKERS

	Low risk workplaces:
Workers are not exposed to hazards that could result in serious injury or illness that would require immediate medical treatment and the business or undertaking has timely access to medical or ambulance services. 

Low risk workplaces include office environments, libraries, switchboard and telephony areas and medical records facilities.
	1 First Aider
	2 First Aiders
	1 additional First Aider for every additional 50 workers

	High risk workplaces:
Workers may be exposed to hazards that could result in serious injury/illness and would require immediate medical treatment such as those associated with hazardous chemicals, confined spaces, machinery and hazardous manual tasks. 

High risk workplaces include construction sites, trade workshops, kitchens, ward areas, laboratory and medical research facilities.
	2 First Aiders
	4 First Aiders
	1 additional First Aider for every additional 25 workers 


Reference: * Adapted from the WHS (First Aid in the Workplace, Code of Practice) 2020

Step 5 - Determine First Aid arrangements required for the work area
a. Establish appropriate roles and resource arrangements consistent with this procedure.
b. First Aid training should be undertaken after a staff member is nominated into the First Aider role by their workplace.
c. Notify CHS Work Health Safety to register the First Aider on the CHS First Aider Register. 
[bookmark: _Declaring_the_level]
First Aid Arrangements for CHS Clinical Areas
For some clinical areas it may be determined that a First Aider is not required due to the presence of qualified clinical staff and the availability of First Aid supplies. This is to be determined by risk assessment, based on the WHS First Aid in the Workplace, Code of Practice 2015, where:
First Aid can be delivered in the work area by a qualified clinical staff member/s with appropriate training. 
First Aid equipment (i.e. kits and/or supplies) are available in the work area. Access to First Aid equipment and First Aid supplies should be available, in close proximity to the work environment. Work areas may need to purchase an appropriate First Aid kit for their work area.
All First Aid kits are checked and maintained by the person providing First Aid. See CHS Work Health and Safety Management System (WHSMS) Form WHSF.30 Basic First Aid Kit Contents for workplaces. 
First Aid arrangements are clearly communicated to all staff at induction and on the WHS noticeboard including: who to approach for First Aid; and where to seek First Aid supplies.

An example of a First Aid Risk Assessment is included in Attachment 1 of this document. 
A Risk Assessment template is available in the CHS WHSMS Form WHSF. 30B First Aid Risk Assessment Template.  
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Some CHS workplaces have staff members that frequently utilise cars, vans or other vehicles to provide health services to the community.

All CHS vehicles are provided with a vehicle safety kit/first aid kit when procured. The contents of the vehicle safety kit may vary from the WHSF.30 Basic First Aid Kit Contents for Workplaces. Managers must review the content list from the vehicle safety kit to ensure it meets workplace requirements. Further details about the contents of the vehicle safety kits are available from the Fleet Management, Fire Safety and Transport team on 5124 9654.  

Managers must provide workers who use vehicles with information and instruction about availability of First Aid resources and who to contact if they become sick or injured. This information must be provided to workers as part of their induction training. Refer to Section 11 for further detail.

A basic First Aid kit is required for each vehicle. A basic First Aid kit contents guide is available in the CHS WHSMS Form WHSF.30 Basic First Aid Kit Contents for Workplaces. This kit is to be checked and maintained quarterly by the work area First Aider. Based on the risk assessment for your workplace it may be appropriate to purchase additional modules for the basic First Aid kit e.g. outdoor, snake bite, remote and burn injury module. 
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Local First Aid Arrangements
Local First Aid arrangements must be explained to all workers during local orientation and induction, including: 
· Where the First Aid kits are located and types of kit/s available
· Where information about First Aiders is located
· Any other information that is relevant to the work area location and associated WHS risks
How to access debrief/counselling services to support First Aiders and workers after a workplace incident or trauma. For more information about debrief and counselling please access wellbeing resources and support for staff available on the intranet.
· Where to find CHS Emergency Management Procedures on the Intranet
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Report all staff incidents requiring First Aid in the RiskMan Staff Incident Reporting System as soon as possible. The report should be lodged by the person receiving First Aid treatment.
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Records of first aid treatment should be kept by the First Aider and reported to management as soon as practicable.

All First Aid treatments are to be recorded in the First Aid Record Book contained within the First Aid kit. 

Alternatively, the WHSMS form WHSF.30A First Aid Assistance Register template may be used.

First Aid records are subject to requirements under Health Records legislation. Refer to Clinical Records Management Policy and Procedure.
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The names and locations of First Aiders in each work area are to be displayed on the Work Health and Safety noticeboard and at all First Aid kit locations. A First Aid Poster template is available in the WHSMS Form WHSF.29 First Aid Poster.

First Aid signage should be as described in the Work Health and Safety (First Aid in the Workplace, Code of Practice) 2020. Install fixed signage above all First Aid Rooms near the entrance to the facility.

Further information on the design and use of First Aid signage is available in Australian Standard 1319- 1994 Safety Signs for the Occupational Environment.
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[bookmark: _First_aid_kits]
First Aid Kits and Contents
First Aid kits should be appropriate for the size and nature of the workplace as well as any hazards identified in the First Aid Risk Assessment. Workplaces are responsible for maintaining the required number and type of First Aid kits on site. First Aid kits should be checked quarterly by the First Aider and the contents of the kit must be within the expiry date. First aid kit contents must also be checked and replenished as required after any incident of first aid treatment.   

To determine the contents of a basic First Aid kit, refer to the Form WHSF. 30 Basic First Aid Kit Contents in the CHS WHSMS.  

Based on the First Aid Risk Assessment for your workplace it may be appropriate to purchase additional modules to the basic First Aid kit e.g. outdoor, remote and burn injury module.

Ordering Supplies
First aid supplies can be ordered from the Purchasing Inventory Control System (PICS). Use the PICS system, for most First Aid kit supplies. 

Details of First Aid kit products can be found in the PICS product catalogue by typing “First Aid” in the Product Description field. Select appropriate products from the list of “First Aid Kit” products.

If a product cannot be identified or found in PICS phone 5124 3538 for assistance or send your requirements to Supply Services via email: CHSSupply@act.gov.au. 

First Aid Room
First Aid rooms should be provided in the workplace if it is considered difficult to provide First Aid due to operational conditions and/or inherent dangers within the workplace.  

The First Aid Code of Practice requires a First Aid Room to be provided and maintained where the workplace meets the following criteria, outlined in Table 4 below.
 
[bookmark: _Hlk19876208]Table 4 – First Aid Room Required Based on Number of Workers
	Low risk workplaces:
Workers are not exposed hazards that could result in serious injury or illness that would require immediate medical treatment, and the business or undertaking has timely access to medical or ambulance services.

Low risk workplaces include office environments, libraries, switchboard and telephony areas and medical records facilities.
	1 First Aid room for each 200 workers



	High risk workplaces:
Workers may be exposed hazards that could result in serious injury or illness and would require immediate medical treatment, such as those associated with plant, hazardous chemicals, confined spaces and hazardous manual tasks. 

High risk workplaces include construction sites, kitchens, trade workshops, ward areas, pathology and medical research facilities.
	

1 First Aid room for each 100 workers



Further detail of the requirements of a First Aid room can be found in the Work Health and Safety (Code of Practice) 2020. Maintenance of a First aid room should be undertaken by a trained First Aider.

[bookmark: _Hlk36806313]Specialised First Aid Equipment
Automated External Defibrillator (AED)
An automated external defibrillator (AED) is a portable device that checks the heart rhythm. If required, it can be used to treat a sudden cardiac arrest and/or to send an electric shock to the heart to try to restore a normal heart rhythm. 

Any worker or member of the general public can use an AED by following the voice prompts and pictorial instructions from the device. The AED will tell you when to administer a shock and when to start and stop Cardio-Pulmonary Resuscitation (CPR). 

As a general guide:
AEDs should be available to work areas that are not serviced by the CHS Medical Emergency Team (MET) with 500 or more staff in the one location e.g. a stand-alone building. 
AEDs should be installed in an easily accessible, visible part of the workplace. 

A full listing of the location of AED’s is available from the CHS MET Team. Details of the nearest AED location should be posted on the WHS noticeboard and should form part of the work area induction. 

CHS Healthcare Technology Management (HTM) team is responsible for the: 
maintenance and service of AEDs 
keeping an asset list of AEDs at all CHS sites including Community Health Centres 
replacement and management of AED batteries 3 - 5 yearly as required 
compiling event history data from each device if requested by MET for clinical review purposes.

Installation of AEDs requires consultation with HTM, MET and the WHS team.  Work areas are not to proceed to have AEDs installed without contacting the Work Health Safety team in the first instance.



CHS currently has a fleet of Zoll AED Plus devices. These devices have a visual display system that shows:
A “green tick” denoting the unit has a full battery, is functioning and is suitable for clinical use
A “red cross” to indicate the device requires repair or the battery requires changing.  HTM should be contacted to address this.
 
New AED “pads” are required after each use or when the expiry date printed on the packaging is due. Replacement pads are available from the PICS System or the CHS MET after hours. 

The AED “pads” also have a label and expiry date.  Out of date pads should not be used with the AED. 
After an AED has been used for a resuscitation, it should be sent to the HTM team for a full assessment and review.

HTM staff routinely check and service AEDs. Batteries are renewed in each device 3 - 5 yearly. As indicated above an automated “red cross” signal will be displayed on the AED should the battery require attention. A “green tick” on the AED display denotes the unit is functioning and the battery is fully charged. The MET can provide further advice about servicing devices and renewing AED batteries.  

Eyewash Stations and Shower Facilities 
Eyewash stations and shower facilities should be provided in workplaces where there is risk of serious injury to the eyes, serious burns to a large part of the face or body or exposure to chemicals that may result in skin absorption.  

Facilities that require eye wash and shower facilities include those that use large quantities of hazardous chemicals, large commercial kitchens and chemical storage areas. All facilities should comply with Australian Standard 4775- 2007 Emergency Eyewash and Shower Equipment.

Ensure that all workers know the location of the eye wash stations and shower facilities in the work area and how to use them. This should be covered in local area orientation. 

Records of locations of shower and eyewash stations and their maintenance are to be kept by individual Divisions. 
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All First Aiders must hold a nationally recognised qualification issued by a Registered Training Organisation (RTO) for the nationally endorsed First Aid unit/s of competency listed below. First Aiders must complete training as soon as practicable, after nomination into the role. 

First Aid training cannot be booked through HRIMS eLearning. Training is booked directly by the workplace at any RTO accredited to provide First Aid education. 

Training and competency requirements for First Aiders are detailed below in Table 5. 

Table 5. Training and Competency Requirements
	Who
	Training and Competency
	Refresh intervals / Currency

	First Aiders
	Provide First Aid 

Course includes:
HLTAID0009 Provide Cardiopulmonary Resuscitation 
HLTAID010 -Provide basic emergency life support
HLTAID011 - Provide First Aid  

	Upon nomination into the role and then 3rd yearly

	First Aiders - CPR
	Provide Cardiopulmonary Resuscitation -HLTAID009 (included in initial course)

	Recommended - yearly

	First Aiders who manage a First Aid Room

	HLTAID0016 Manage First Aid Services and Resources 

	Upon nomination into the role and then 3rd yearly
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Trained First Aider’s are eligible to receive a First Aid Allowance through payroll systems. 

First Aid Allowance, (paid at base level, advanced level or occupational level or specialist level) is paid under some Enterprise Agreements. 
 
A First Aid Allowance does not form part of the Registered Nurses Enterprise Agreement. The First Aid Allowance is not payable to CHS employees who as a part of their normal duties, are required to maintain a first aid qualification.

First Aiders need to provide a copy of their current First Aid Certificate to their manager. The manager should forward the certificate to Shared Services Human Resources (email: sharedservicespayroll@act.gov.au).

Managers and First Aiders are to ensure that First Aiders maintain currency of training whilst in the First Aider role.
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First Aiders provide the first response to a person who is distressed, ill or injured.  This may occur even in hospital and other clinical settings.

If the situation escalates to a medical emergency, the First Aider must call for assistance either from the internal TCH Medical Emergency Team (MET) or an ambulance as detailed Table 6 below. 

Table 6 - Who to Call for Medical Assistance
	[bookmark: _Hlk24105329]Location
	What to do in a medical emergency

	1. Canberra Hospital Campus – MET Zone 
	Dial 2222 and state ‘Code Blue’ or ‘MET Call’ to contact the Medical Emergency Team (MET) and indicate the location and emergency situation.


	2. Canberra Hospital Campus -Non-MET zone including:
Multi Storey Carpark
Yamba Drive Car park
Gaunt Place 
Building 7 
Building 8

	Call an ambulance:
Dial 0 - 000 - Canberra Health Services phones: (dial 0 for an outside line, then 000) 
Dial 112 - Mobile phone users (this works even if there is no credit or SIM card).

	3. University of Canberra Hospital Campus
	Dial 2222 and state ‘Code Blue’ or ‘HERO Call’ to contact the Hospital Emergency Response Officers (HERO) and indicate the location and situation of the emergency.


	4. Other Sites including:
· Community Health Centres
· Village Creek 
· Dhulwa

	Call an ambulance:
Dial 0 - 000 - Canberra Health Services phones: (dial 0 for an outside line, then 000) 
Dial 112 - Mobile phone users (this works even if there is no credit or SIM card).



Protocol for Ambulance Services
Provide the following information to the Ambulance Service:
Type of injury
Number of casualties
Location e.g. building number, level in building
Closest entrance
Street name
Suburb, state/territory

Once the ambulance is called, the First Aider requests another worker to meet the ambulance and guide them to the location of the casualty. The First Aider should not leave the person receiving First Aid unattended. Follow instructions of the medical team once assistance arrives.
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[bookmark: _Hlk19877708]Policies
· Work Health Safety 
· Clinical Records Management 
· Risk Management

Procedures
· Work Health Safety Management System (WHSMS)
· CHS Emergency Plans – Code Blue
· Clinical Records Management 

Legislation
· Work Health and Safety Act 2011 (ACT)
· Work Health and Safety Regulations 2011 (ACT)
· Health Records (Privacy and Access) 1997 (ACT)
· Carers Recognition Act 2021 (ACT)
· Human Rights ACT 2004

Codes of Practice
· Work Health and Safety (First Aid in the Workplace Code of Practice) 2020

Strategies
· CHS Work Health Safety Strategy 2018-2022

Australian Standards
· Australian Standard 1319 - Safety Signs for the Occupational Environment.
· Australian Standard 4775 - Emergency Eyewash and Shower Equipment

Other
Australian Charter of Healthcare Rights 
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First Aid
Is the immediate treatment or care given to a person suffering from an illness or injury until more advanced medical care can be provided or the person recovers. 

First Aider
Is a person who has successfully completed a nationally accredited training course or an equivalent level of training that has given them competencies required to administer First Aid.

First Aid Equipment 
Includes First Aid kits and other equipment used to treat injuries and illnesses.

First Aid Facilities 
Includes First Aid rooms, health centres, clean water supplies and other facilities required for administering First Aid.

Hazard
A situation /thing that has potential to harm a person. Hazards in the workplace may include noisy machinery, forklifts, chemicals, electricity, working at heights, repetitive work, occupational violence and psychosocial risks.

Workers
Includes employees, contractors, students, volunteers and visitors to CHS.
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First Aid, First Aider, Kit, Training, First Aid Assistance Register, Basic First Aid, Risk Assessment.
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Attachment 1: First Aid Risk Assessment Example

Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.

Policy Team ONLY to complete the following:
	Date Amended
	Section Amended
	Divisional Approval
	Final Approval 

	24/01/2023
	Complete Review
	Kalena Smitham, EGM People and Culture
	CHS Policy Committee

	16/05/2023
	Amendment to Section 8 under Specialised First Aid Equipment
	Kalena Smitham, EGM People and Culture
	CHS Policy Team



This document supersedes the following: 
	Document Number
	Document Name

	CHS20/115
	First Aid Administration





[bookmark: _Toc124331872]Attachment 1: First Aid Risk Assessment Example
The risk assessment of First Aid requirements below is an example only. It does not reflect detail of the many hazards that may be present in your work area nor consultative processes that may have been undertaken.  

Example of First Aid Risk Assessment. *
	
ABC Health Centre – 1 Sample St, Sample Suburb, ACT


	
Step 1 - Define the Work Area


	Number of floors 
	2


	Access between floors
	Lifts x 2 and Stairs x 3


	Nearest hospital (in Kilometre’s)
	7 Km


	Nearest medical facility or occupational health service (in Kilometre’s)
	0 km


	Maximum time from medical facilities (in Minute’s)

	15 minutes

	
Step 2 – Number of Workers in Work Area


	Number of workers
	80 (15 Administrative / 65 Health Centre)


	Number of other workers e.g. students, contractors

	2 – 5 students
2 Cleaners

	Operational hours/shifts
	7:30am – 6:00pm


	Overtime worked
	Yes – Occasionally


	Remote or isolated workers 

	Nil


	
Step 3 – Types of Hazards Present in the Work Area


	Needle-stick injury risk
	Health Centre staff - Daily exposure to sharps during venepuncture, immunisations etc. 


	Hazardous chemicals risk 
	Health Centre staff- 1-2 times weekly, exposure to hazardous chemicals when preparing pathology specimens for transport. 

Cleaning staff – Daily, exposed to cleaning chemicals

	Manual handling risk
	Health Centre/Administrative staff- low risk of daily exposure to manual handling when unloading stock. 


	Exposure to occupational violence risk
	Health Centre staff- low risk of daily exposure to patients/clients/consumers with physically and verbally aggressive behaviours


	Last 12 months injury/s requiring First Aid
	4 x slip, trips, falls
1 x abrasions/lacerations
1 x finger caught in door


	Do safety data sheets and chemical labels specify a First Aid response


	Yes – Australian SDS with immediate First Aid details and Australian contact number present in workplace.

	Step 4 - Level of Risk in the Work Area


	High/low risk work area based on Table 3
	High risk workplace


	
Step 5 - First Aid Arrangement Required


	Number of First Aiders required
	Minimum of 4 (2x each Floor)


	Training and Competencies for First Aiders
	Applied First Aid


	Number and location of First Aid kits  
	2 (1x each floor)


	Contents of First Aid kits
	2 x Standard workplace kit (1 x each floor)


	Kit maintenance
	To be maintained by First Aiders


	First Aid Room required based on Table 4

	No 



Reference: Adapted from the Work Health and Safety (First Aid in the Workplace, Code of Practice) 2020*

	Doc Number
	Version
	Issued
	Review Date
	Area Responsible
	Page

	CHS23/036
	2
	24/01/2023
	01/02/2026
	People and Culture - WHS
	6 of 6

	Do not refer to a paper based copy of this policy document. The most current version can be found on the CHS Policy Register
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