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Every Person Conducting a Business or Undertaking (PCBU) has a responsibility to take “reasonably practicable” steps in providing effective first aid arrangements to ensure safe, consistent and immediate care is available when first aid may be required. Because of the high proportion of visitors to a Diocesan/Parish site, especially Churches, care should be taken to ensure that adequate provision is made and visitors considered when planning first aid. 
 
Coverage
The Diocese is a Person Conducting a Business or Undertaking (PCBU).
Each Parish is also separately a Person Conducting a Business or Undertaking (PCBU).  

Definitions
First aid requirements fall into three categories:
- suitably stocked first aid kits and facilities – See section: First Aid Kits/Facilities
- an appropriate number of suitably trained first aiders – See section: Trained First Aiders
- information about first aid arrangements – See sections: Information about First Aid & Documentation

Procedures
Completing the Workplace First Aid Needs Assessment Checklist (Appendix A) will identify what equipment and how many first aiders are needed.

First Aid Kits/Facilities
There must be a suitably stocked first aid kit in each PCBU owned or managed location. There must also be a kit in PCBU vehicles or vehicles used by staff of the PCBU. Appendix C: First Aid Kit content suggestions is a list of suggested minimum contents for first aid kits in locations with no special risks. However, the content of the PCBU first aid kit(s) must take account of the circumstances and hazards of the particular location. 

The contents should be decided based on the outcome of your Needs Assessment. Where particular hazards exist, the kits should be provided with additional contents. First aid kits must be checked regularly. They should be replenished as soon as possible after use, so there is always an adequate supply of equipment available.

Items should be replaced before the expiry date shown on the packaging, where applicable.

Each first aid kit should contain the names, job titles and contact details for the first aiders. They should also contain emergency contact numbers (ambulance, hospital, and doctor, etc).

Nothing other than first aid equipment or related equipment, such as pens, contact numbers, and accident report forms, should be in the kits.

First aid kits should be located so they are clearly visible and accessible to all staff and visitors, and should be unlocked wherever possible and practicable. 

Trained First Aiders
Each PCBU with staff, should have at least one trained first aider on staff. Parishes (with or without permanent staff) could consider asking parishioners who attend services regularly to be designated and trained as first aiders. 

First aid certificates are issued by training providers and are evidence that the person has completed the requirements for the certificate. Copies of certificates should be held by the Health and Safety Coordinator and the details of training be added to Appendix B: First Aid Register.
Information about First Aid
First Aid information should be visible to all users of a location. This should provide the reader with details of what to do in the case first aid is required, who the trained first aiders are for the site and the location of First Aid Kits.

The location of the First Aid Kit should be made obvious by the provision of a sign – usually a white cross on a green background with the wording “First Aid”.

Note on pain relief medicines
It is recommended that pain relief medicines, such as paracetamol or aspirin, should not be given to people who have been injured at a PCBU site, unless the person dispensing the medicine is medically qualified to do so.

A PCBU may decide to make over-the-counter pain relief medicine available for staff to administer or dispense, so staff or visitors don’t have to leave the site to get medical help for relatively minor symptoms such as headaches. This may be particularly relevant for sites or for events located a long way from medical services or pharmacies, or that operate when medical services and pharmacies are closed.

If a PCBU decides to provide pain relief in the manner described above, it is the responsibility of the PCBU to monitor the usage to minimise misuse, abuse or accidental over-dosage.

Pain relief medicines should not be provided permanently in first aid kits but held separately.

Documentation 
Required:
· Needs Assessment Checklist (Appendix A); reviewed annually
· First Aider Register (Appendix B); updated regularly
· First Aid information in First Aid Kits; reviewed annually
· Contact information in First Aid Kits; reviewed annually
· First Aid notices at the entrance to each location; reviewed annually

Responsibilities
The Health and Safety Coordinator is responsible for ensuring:
· first aid supplies are provided for, at each location.
· first aid supplies are accessible to staff and visitors at each location.
· appointment of a designated first aider(s) for the PCBU and that they hold a current and appropriate first aid certificate or other equivalent qualification.
· the incident register is completed when advised that first aid has been rendered.
· a needs assessment has been completed and reviewed annually (Appendix A).
· the First Aid Register (Appendix B) is updated regularly.

The designated First Aider(s) is responsible for ensuring:
· first aid kits are in the correct location and re-stocked when required.
· their own training certificate is up to date.
· they are aware of the needs assessment results and are confident they can manage issues arising from the identified hazards.

Approval and Review
This Procedure was approved by the Diocese of Palmerston North on 29 September 2017
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This Procedure will be reviewed by the Diocese of Palmerston North on 1 September 2018
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Suggested minimum contents for a workplace first aid kit
· a manual giving general guidance on first aid
· individually wrapped moist wipes or saline solution
· 20 individually wrapped sterile adhesive dressings (assorted sizes), appropriate to the type of work (dressings may be of a detectable type for food handlers)
· [bookmark: _GoBack]two sterile eye pads
· two individually wrapped triangular bandages (sterile)
· clasps or safety pins to tie bandages
· two stretch bandages
· six medium sized, individually wrapped unmedicated wound dressings – approximately 12cm x 12 cm
· two large sterile individually wrapped unmedicated wound dressings – approximately 18cm x 18cm
· two pairs of disposable gloves
· one resuscitation mask.

This is a suggested contents list only, you may want to use equivalent but different items. When you do your Needs Assessment you may identify a need for additional items. This could include, for example:

· scissors
· adhesive strips or band-aids for minor wound dressing
· non-allergic adhesive tape
· disposable aprons
· forceps or tweezers to remove foreign bodies
· individually wrapped moist wipes or saline solution
· plastic bags for waste disposal
· hand sanitiser.

Ideally, these items are stored inside the first aid kit. But if necessary they may be stored separately as long as they are available for use as required.
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'WORKPLACE FIRST AID NEEDS ASSESSMENT CHECKLIST

“This checkist il help you work out what first aid is needed in your workplace:

1SSUE

How likely is it for a worker to be injured or become il
because of the work they do?

Are there any job or task-specific significant hazards? For

Hazardous animals.
> Working at height

> Large industrial sites.

> Commercial iving

> Adventure tourism

Are there parts of the workplace where different
significant hazards can be identified, e..an office
‘compared with a processing factory?

‘Are there large numbers of workers at your workplace?

Are there workers with reading, hearing or language
difficties?

What accidents and ilivesses have occurred? Where did
they oceur in the workplace?

At your workplace are there:
> inexperienced workers?

> workers with disabilties?

> workers with special needs?

s your workplace spread out over a wide area? Are there
several buildings or multi-floor buidings?

‘Are people doing shift work, overtime or out-of-hours.
worl?.

POSSIBLE IMPACT ON FIRST AID PROVISION

Higher likelinood: train more first aiders and expand first aid
supplies.

Consider:

> Specific or advanced training for firt aiders

> Extra first aid equipment

> Prcise locations of fist aid equipment

> Making prior arrangements with emergency services
> Afirstaid room.

Alternative levels of first aid provision for different parts of the.
organisation.

Extra first aiders, more equipment and possibly a first aid room to
ope with the higher likelihood of an accident occurring.

Provide specialised training so that workers know how o get first
aid. Make sure that all workers know where to find first aid supplies.

Keep first aid supplies in areas where accidents are more likely to
happen, and stock specific first aid items.

Consider
> special supplies and equipment

> keeping first aid supplies where they are easy for everyone to reach
in an emergency

Have first aid supplies for each building and each floor.
First aid rooms should be located on ground floors if possible.

First aiders and first aid equipment must be available when people
are at work.

WORK
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1sSUE POSSIBLE IMPACT ON FIRST AID PROVISION ACTION
s your workplace far away from emergency services? | Consider telling emergency services where your workplace is

located and the types of injury and work-related iliness that could

happen.

Consider making prior special arrangements with emergency
Do workers travelin company-supplied vehicles? Give out first aid kits and train workers how to use them. Make sure

Do workers work alone? that everyone knows how to reach first ad.

Do workers work at stes occupied by other employers? | Make arrangements with the other employers 5o that your workers.
can get first aid f they need it

Do members of the public or other non-workers visit or | Your workplace should have enough first ad supplies for visitors
spend time at your workplace? too.

Does your workplace have any work experience workers, | Your workplace should have enough first aid supplies for these.
apprentices o volunteers? people too.

OTHER ISSUES T IMPACT DOES THIS HAVE ON HO\ AcTION
ND SUPPLY FIRST AID?
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TRAINED FIRST AIDERS REGISTER WORK

Use this form to identify your worksite's trained first aiders. Keep this list where it is easy to find in an emergency. Update thislst regularly.

NAME OF FIRST AIDER WORKSITE LOCATION PR FIRST AID CERTIFICATE | CONTACT NUMBER
QUALIFIED | EXPIRY DATE IF APPLI
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