< > First Aid Procedures as of <Insert date>
First Aid Kit Location(s)
1. The <insert kit level here> first aid kit is located: <inset kit location(s) here>
2. <If there is a first aid room describe its location.  If here is more than one kit describe all locations.>
How to Summon First Aid

<Describe how an injured worker will call for first aid. Sample :>
	
	Emergency Phone Numbers
	Instructions
	

	Minor Injury
	First Aid Attendant

<insert number here>
	Meet the first aid attendant at <insert where FA kit is or first aid room location here >. Or have the attendant come to the injured person if they are unable to get to first aid.

	Inform the first aid attendant that first aid is required and give the location.  

If possible try to tell the first aid attendant: 

· Type of accident/injuries 

· Number of casualties 

· Need for special equipment 

· If an ambulance may be required 

	Serious Injury
	Ambulance

<insert number here>
	Our Location
	<insert position or name here> will meet the ambulance at <insert place here> and bring/direct the ambulance crew to the first aid room or injury site.



	
	
	<Insert name and address and phone of location.>
	


In the event of a serious injury call the first aid attendant and the ambulance.
Outside of office dial <insert number here> for the first aid attendant.
Calling for an Ambulance or Transportation to a Medical Facility
<Describe how to summon an ambulance to your office. Sample :>
Ambulance

1. In the event of serious injury, collapse or profuse bleeding call or direct someone to call <insert number here>.
2. When calling for an ambulance ask for an ambulance to be sent to :< insert street address, floor or suite number etc here>
3. Give the phone number where someone on site can be reached <i.e. reception>.
Tell the ambulance dispatcher the:

· Number of casualties 

· Gender and age of the injured worker(s)
· Nature of the injury(s)
· Level of consciousness (conscious or unconscious) 
· Brief description of the accident

Speak clearly and stay calm.
<Designate someone to meet the ambulance.>
<insert position or name here> will meet the ambulance at <insert place here>   and bring/direct the ambulance crew to the first aid room or injury site.

Calling for an Ambulance or Transportation to a Medical Facility (cont)
Minor Injuries
For minor injuries that require medical treatment the worker may be sent to <insert hospital or clinic name here> by <inset method here i.e. company vehicle, taxi etc>.
<Describe how to contact the person who will drive the company vehicle or if using a cab list the number here.>
Emergency Transport Vehicle or Industrial Ambulance 

<Describe the procedures for using the emergency transport vehicle or industrial ambulance if applicable, or delete this section.>
Route to Hospital/Medical Facility
The closest medical clinic and/or hospital are located at:

· <insert address here>
· <insert directions here>
<Consider adding a map to the medical treatment facility.>
Workplace Access/Routes
<Detail how the ambulance attendants or your staff would access the workplace and remove the injured worker.  Problem areas may include: >
· <Steep narrow stair cases.>
· <Working at elevation.>
· <Remote locations.>
· <Rough terrain.>
Signage

<Signs directing employees as to how to summon first aid and who the attendant(s) is/are will be posted conspicuously through the workplace. Sign locations :>
· <insert locations here>  

The First Aid Attendant’s Duties

1. The designated first aid attendant’s duties must not interfere with his/her ability to receive a report of an injury or to promptly render first aid.  
2. When the attendant is summoned he/she shall immediately go to the injured worker (or the first aid room).

3. The first aid attendant will render care as per his/her training and assess the need to transport the injured person to the nearest hospital/clinic.
4. The first aid attendant may accompany an injured person to a medical facility if the attendant deems it necessary.

The designated first aid attendant is responsible for the treatment of injured workers until the injured worker reaches a medical treatment facility, or responsibility for treatment is accepted by:

· A first aid attendant with a higher level certification, 

· The BC ambulance service, or
· A physician.
First aid attendants must report all injures and treatment to <manager or supervisor>. All first aid treatment provided (no matter how minor) must be recorded in the first aid record book.
Note:

Information on how to summon first aid is included in the orientation for new employees and in the site emergency procedures.

Managing First Aid Services

<insert name here> is responsible for overseeing first aid services in the workplace. <Use the appropriate items on the list below as a guide for items that need to be managed.  This list can be used as part of the annual review of first aid services.>
DATE______________________

	ITEM
	Yes
	No
	Comments

	Needs assessment completed
	
	
	

	Equipment and supplies stock levels maintained
	
	
	

	Attendant(s) always available during working hours
	
	
	

	Attendant(s) trained/certificate valid
	
	
	

	Employer supplied transportation available during working hours
	
	
	

	First aid location identified by signs
	
	
	

	Procedures for how to call for first aid current and posted
	
	
	

	Procedures for how first aid attendant responds current
	
	
	

	Procedures for how to call an ambulance current
	
	
	

	Personnel who call for an ambulance designated
	
	
	

	People designated to call an ambulance trained
	
	
	

	Designated routes in/out of the workplace (workplace access) posted
	
	
	

	Directions/map to medical facility current and posted
	
	
	

	Records kept for all injuries and illness (first aid treatment book)
	
	
	

	First aid records kept for 3 years
	
	
	

	First aid records kept confidential
	
	
	

	Records readily available for WorkSafeBC inspections
	
	
	

	Annual Drill Completed       Date:
	
	
	


First Aid Drill Procedures and Evaluation

Drills

<insert position> will conduct an annual first aid drill.  The drill will help evaluate:

· Employees’ awareness of how to summon first aid,
· Communication effectiveness,
· First aid attendant response time, and
· First aid supply and attendant levels.
Sample Drill Procedures
1. Individually, ask a sample of workers how they would summon first aid if they were injured or they found someone who was injured:

	Number of workers sampled:
	

	Number of correct responses:
	

	Number of incorrect responses:
	

	% Correct response:
	


· Review the procedures with workers who gave incorrect responses.  

· If less than 90% of workers surveyed responded correctly consider retraining all workers in first aid procedures.

Comments:

2. Have a worker call for first aid informing the attendant that the injury above has occurred.

Response time from call to first aid attendant responding to scene: ________________

Was the response time reasonable and within the estimate in the risk assessment (if any)? 

( YES   
( NO
If no explain the delay:

3. Once the attendant arrives on scene inform them that it is a drill.  Ask the attendant to remove the supplies from the first aid kit that would be necessary to treat the injury specified.

Does the first aid kit have the supplies to treat the injury?
( YES  
( NO
If no, list missing supplies and review kit contents & consider upgrading first aid kit:

4. Ask the first aid attendant to evaluate the procedures to call an ambulance. 

Could the attendant call for an ambulance from this location?  
( YES  
( NO 

Could the attendant direct someone to call for an ambulance from this location?

 ( YES 
 ( NO

Can the attendant effectively convey the information necessary to call an ambulance as outlined in the procedures?
 ( YES  
( NO

Comments:

5. If the first aid attendant directs a specific person to call for an ambulance (i.e. reception) have the attendant contact the designate.  Tell them it is a drill and not to call for an ambulance.  Ask the designate what information they would give to the dispatcher when calling for the ambulance.  

Designate Name/Position_______________________________

Did the designate know what information was necessary to call an ambulance?

( YES
 
( NO

( Not applicable

Comments:

Drill date: ___________________                  Completed by: ______________________________
First Aid Attendant: ________________________________________

Follow Up Required
	What is Required
	Who is completing it
	Date to be completed
	Completed?

	
	
	
	

	
	
	
	

	
	
	
	

















