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SECTION 1 - INTRODUCTION
PURPOSE

The purpose of this procedure is to clarify responsibilities for the management, administration and delivery of first aid and to specify minimum requirements for the effective delivery of first aid within Swinburne University.
SCOPE

This procedure applies to the provision of first aid within Swinburne University of Technology (“the University”). This procedure excludes the Sarawak Campus.

DEFINITIONS
	Word/Term
	Definition

	AED Responder
	An individual who is trained in automated external defibrillator (AED) use and is available to respond to sudden cardiac arrest (SCA) medical emergencies.

	Automated external defibrillator (AED)
	An automated computerized medical device programmed to analyse heart rhythm, recognize rhythms that require defibrillation, and provide visual and voice instructions for the device operator, including, if indicated, to push the button to deliver an electric shock.

	Campus Warden
	Nominated person reporting to the University Warden and responsible for the coordination of emergency response capabilities at the campus level.

	Cardiopulmonary resuscitation (CPR)
	Rescue breathing and external cardiac compression applied to a victim in respiratory and / or sudden cardiac arrest.

	Defibrillation
	An electric ‘shock’ delivered to the heart to correct certain life threatening heart rhythms.

	Emergency Medical System (EMS)
	Professional community responder agency for emergency events which provide medical assistance and / or ambulance transport.

	Head of Management Unit
	A person with managerial responsibility that is recognized within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources.

	Manager
	For the purposes of this procedure manager is any person who supervises or controls the work / study of either staff and / or students. Manager includes:

· Managers

· Supervisors

· Team Leaders

· Academics

· Teachers

	Off campus activity
	Include excursions, field excursions, study tours and site visits to places such as industry locations, hospitals and factories.

	Sudden cardiac arrest (SCA)
	A significant life-threatening event when a person’s heart stops or fails to produce a pulse.

	University Warden 
	Associate Director Corporate Services, Facilities & Services Group


RESPONSIBILITIES

	Responsibilities

	Heads of Management Units shall:
· Ensure the implementation of this procedure in areas under their control, and for activities undertaken by staff / students at other locations.

	Campus Warden can:
· Work with local managers to ensure sufficient numbers of first aiders are maintained at each campus.

· Assist the University warden in ensuring qualifications of first aiders remains current.

· Arrange regular meetings with Swinburne First Aid Officers and Campus Nurses to review and discuss systems and refresh First Aid Officer’s knowledge of particular first aid responses for e.g. asthma attack, seizure.

	Campus Nurse can:
· Assist the campus warden in providing support and advice to first aiders.

· Assist in the delivery of first aid response as required.

	First Aid Officers can:
· To notify campus warden of any negative observations in a first aid response.

· Maintain their qualification and attend first aid training as required.

· Maintain patient confidentiality, only releasing information to medical personnel on request.

· May wear the First Aid Officer badge to facilitate their identification.

· Record all treatments (however small) in the first aid report within first aid kits; complete relevant sections for First Aid Officer within Section B of the Incident / Hazard report.

· Encourage staff / students who have reported and injury / illness to record this on the Incident / Hazard report form.

· To respond to any first aid emergency if requested.

· To advise the OHS Consultant Human Resources of any change in their work location.

	University Warden can:
· Overall management responsibility for management and delivery of the first aid across the University, and the maintenance of associated documentation.

	OHS Consultant will:
· Assist managers, supervisors, First Aid Officers in the implementation of this procedure through support and guidance.

· Assist stakeholders in the review of first aid response as requested and whenever an AED response occurs.

· Assist University Warden in ensuring appropriate records relating to first aid training and of first aid responses are kept for the university.


LEGISLATIVE CONTEXT
	Name
	Location

	First Aid Compliance Code
	http://www.worksafe.vic.gov.au/wps/wcm/connect/f50215804071fb55b197ffe1fb554c40/First+aid+CC.pdf?MOD=AJPERES

	Health (Infectious Diseases) Regulations 2001
	http://www.austlii.edu.au/au/legis/vic/consol_reg/hdr2001362/

	Health Act 1958 (Vic)
	http://www.austlii.edu.au/au/legis/vic/consol_act/ha195869/

	OH&S Act 2004
	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319


RESPONSIBILITIES
	Responsibilities

	Heads of Management units shall:

· Implement this procedure in areas under their control including activities conducted on sites other than university property.

· Ensure that adequate financial provisions are made for PPE and its maintenance.

· Ensure that managers who select and purchase PPE are adequately trained and informed to ensure the PPE used is appropriate.

	Managers shall:

· Ensure that local procedures are developed in response to this procedure and that these are followed by staff and students;

· Ensure via information, training, instruction and supervision all staff and students are aware of the purpose of wearing PPE and of their responsibilities under this procedure.

· Ensure all personnel required to have periodical health monitoring undertake this at the required intervals and records are maintained.

	Staff & Students shall:

· Take reasonable care for their own health & safety, and for the health & safety of anyone else who may be affected by their acts or omissions in the work / study environment.

· Follow local arrangements / guidelines developed under this procedure and any other additional requirements set out by their department or manager.

· Participate in regular audiometric and other health testing as required under the Regulations.

· Report any hazards, incidents / near misses or injury / illness as they become aware of these.

	The OHS Consultant will:

· Assist Heads of Management Units and Managers to ensure the appropriate training has been delivered to personnel in order for them to fulfil their obligations under this procedure.

· Assist Heads of Management Units in the selection of PPE.


SECTION 2 – PROCEDURE
	
	Procedure steps
	Responsibility

	1.
	Provision of first aid kits
	

	1.1
	All university work areas shall have access to a standard first aid kit which is provided and funded by the Facilities & Services Department FSG (list of contents contained within Standard Kit are listed in Appendix A). The provision of first aid response kits and allocation of first aid officers at Swinburne work sites is a shared responsibility between management units and FSG and relies also on the goodwill of staff working in all areas to nominate as First Aid Officers for the university. 
	University Warden

	2.
	Legal Liability of Swinburne’s first aiders
	

	2.1
	First Aid Officers and other individuals who attend to an emergency and render first-aid assistance are protected under law from legal actions and claims so long as they act with due care and skill and according to their level of training.
	

	3.
	Assessment of first aid kit requirements
	

	3.1
	For new, specialized or changed work locations, managers in consultation with employees are to establish the first aid needs for their areas using the below criteria:

· The nature of the hazards present that could result in injury / illness and the likely severity of injury / illness to occur.

· Known occurrences of injuries, illnesses and incidents.

· Size and layout of the workplace.

· The number of employees and if in teaching areas, the number of students and the way the work is done.

· The location of the workplace.
Once a preliminary assessment is completed managers are to consult with the relevant campus warden to determine the appropriate first aid response requirements for their areas. 

Any additional first aid items specific to local hazards as a result of unique management unit operations are to be funded by the individual management unit.
	Manager

	3.2
	For off campus activities such as excursions to urban or remote areas or for where there are no existing first aid response capabilities, individual risk assessments are required to be undertaken by the manager or delegate. A generic risk assessment can be done for excursions frequently undertaken. 
	Manager

	4.
	Allocation of First Aid Officers across Swinburne University
	

	4.1
	Managers in consultation with employees are to discuss the appropriate numbers of First Aid Officers for their areas using the same criteria when assessing first aid kit requirements (Refer 1.1). 
	Manager

	4.2
	The Campus Warden in consultation with managers will recommend to the university warden the numbers of first aid officers required at Swinburne work sites.
	Campus Warden 



	4.3
	The provision of adequate numbers of first aid officers at Swinburne work sites relies on the goodwill of personnel working across the university. All staff are requested to consider nominating themselves for the first aid officer role. The skills and experience acquired are nationally recognized, transferable to other employers and to a person’s personal life.
	All Swinburne staff

	5.
	First Aid Officers
	

	5.1
	Management Units that conduct excursions and field trips need to determine as part of their risk assessment of these activities, whether the presence of a qualified First Aid Officer is required.
	Manager

	5.2
	Where a staff member is not already a designated first aid officer, the costs of training additional personnel for excursions and field trips which occur off site, as well as specialised or dedicated kits required for these outings shall be the responsibility of the management unit.  
	Manager

	5.3
	Swinburne First Aid Officers will be offered a badge and can wear these on sites so they are easily identified. Swinburne First Aid Officers should be available to assist in any emergency if called upon when at any Swinburne Campus.
	First Aid Officer

	6.
	Procedures for contacting First Aid Officers
	

	6.1
	Contact details of all Swinburne First Aid Officers appear on the following Swinburne web links. The lists can be accessed through

· Emergency Management http://www.swinburne.edu.au/corporate/emergency/wardens.htm
· A link on the OHS home page 

http://www.swinburne.edu.au/corporate/hr/ohs/
	University Warden

	6.2
	First aid officer posters listing the names of local first aid officers are to be positioned around the University at strategic locations in all buildings including near first aid kit and other emergency first aid response locations such as, emergency showers etc.
	Manager

	6.3
	If a first aid response is required, personnel are to contact the closest First Aid Officer via telephone. If they are not available contact should be made with the next closest First Aid Officer from the list. 
	All personnel

	6.4
	If no First Aid Officers can be contacted and / or the incident occurs outside normal business hours persons should contact Security on ext. 3333
	All personnel

	6.5
	In any first aid response it is preferable for the First aid officer to go to the injured person. An assessment needs to be made by those present at the time as to whether the patient wishes to and is able to relocate themselves out of a classroom or public setting. Each campus security office has a wheelchair that can be requested to assist the transfer of a patient to another location or to the health centre (if a more complex first aid response is required).
	First Aid Officer

	7.
	Decision to call ambulance
	

	7.1
	As a general rule all persons should err on the side of caution. If ever in doubt about a patient’s status, call an ambulance. Emergency personnel will ascertain over phone or in person whether the patient needs to be taken to hospital. 
	All personnel

	7.2
	A patient has the right to refuse to go with paramedics in an ambulance, however once a patient has made this decision against the advice of paramedics they are obligated to leave Swinburne premises. The manager shall arrange for a taxi or family member to be contacted to arrange a safe journey home. 
	Manager

	7.3
	Under no circumstances should Swinburne staff drive a patient in their personal car or Swinburne vehicle. The only exception to this would be in the event of an off-site excursion to a remote area and emergency personnel determine the most appropriate course of action is that the injured party is driven from the area to another location where emergency services await. 
	All personnel

	8.
	First Aid Training
	

	8.1
	The minimum level of training for First Aid Officers for Swinburne workplaces is level 2 or equivalent. 
	

	8.2
	For specialised areas where a first aid response requires the knowledge of exposure or contact with unique hazards such as dangerous goods or hazardous substances, the manager shall consult with the OHS Consultant and / or university warden to determine the appropriate level of first aid qualification and additional knowledge required for these hazards.
	Manager

	8.3
	The cost of training Swinburne First Aiders to a level 2 qualification will be paid for by security department within Facilities & Services Group. Requests for First Aid training are to be made using the First Aid Training Request / Booking Form COHST (refer Appendix B) located on: http://www.swinburne.edu.au/corporate/emergency/wardens.htm
The First Aid Officer is to fax the form to the OHS Consultant fax: 9214-8565 for approval and processing. 
	First Aid Officer



	8.3
	First aid training for Swinburne First Aid Officers is delivered in-house through the Centre of Occupational Health & Safety Training (COHST) and includes at a minimum:

· Level 2 First Aid (which includes CPR, defibrillator training & spill kit training) – Initial 
· Swinburne First Aid Officers are also required to undertake a one day update each year to maintain this qualification.
	University Warden

	8.4
	Human Resources maintain the central register for first aid training of Swinburne First Aid Officers and monitors currency of qualifications on behalf of the University Warden. This register appears on the Swinburne intranet. 

The University Warden has ultimately responsibility for ensuring all first aid officers undertake the annual refresher training.
	University Warden 



	8.5
	On completion of training COHST shall forward to the OHS Consultant, a copy of the certificate confirming the First Aid Officer has successfully completed their training. The OHS Consultant will update the details on the relevant emergency response web page.
	Centre for Occupational Health & Safety Training

	8.6
	Where First Aid Officers are appointed within a management unit for field trips, excursions and other off-site activities, the maintenance of training records for these personnel is the responsibility of the management unit.
	Manager

	9.
	First Aid Kits
	

	9.1
	The location of all Swinburne First Aid Kits is determined by the Campus Warden in consultation with the University Warden. 
	Campus Warden

	9.2
	All First Aid kits locations are listed in the Swinburne Intranet. The location of first aid kits can be accessed through:

· Emergency Management 

http://www.swinburne.edu.au/corporate/emergency/wardens.htm
· A link within the OHS home page index

http://www.swinburne.edu.au/corporate/hr/ohs/
Maintenance of this list is the responsibility of the University Warden. 
	University Warden

	9.3
	The manager is to liaise with the Campus Warden when establishing contents / locations of any non standard first aid kits.
	Manager

	9.4
	All first aid kit stations shall be supported with safety signs which identify first aid facilities, including emergency services telephone numbers and contact details of First Aid Officers. The Campus Warden is responsible for ensuring kit locations remain accessible and easily identifiable. 

Managers shall ensure lists of the names of first aid officers in their areas are posted in the work environment. 
	Campus Warden



	9.5
	Where management units have additional / specific first aid response equipment which requires separate first aid signage, the management unit is responsible for the provision of signage for this equipment.
	Manager

	9.6
	All designated Swinburne First Aid kits remain the property of Swinburne University Facilities and Services Group Security and are not to be moved without prior consultation with the University Warden.
The University Warden is responsible for the restocking and management of all designated Swinburne first aid kits except for non-standard kits which are the responsibility of the HOMU.
	University Warden



	9.7
	The replenishment of all first aid kit stock is undertaken twice per annum.
	University Warden

	9.8
	Following an incident, where considerable stock has been used the local first aid officer should notify security so that first aid kit stock can be replenished.
	First Aid Officer

	9.9
	If contents or quantities of first aid kit stock are found to be inadequate to meet local needs the relevant the manager shall contact the campus warden and conduct a risk assessment to re-assess local needs.
	Manager

	10.
	First Aid Rooms
	

	10.1
	In recognition of Swinburne’s varied and complex work and student study environments together with numbers of persons on site at any one time, each campus has a first aid room supported by a campus nurse.
	Director Student Services



	10.2
	The following items are provided in each campus first aid room as part of the health service operated by Student Services:

· Resuscitation mask

· Sink and wash basin with hot and cold water

· Work bench or dressing trolley

· Cupboards for storing medicaments, dressings and linen

· A container for soiled dressings

· A sharps disposal system

· Electric power points

· A couch with blankets and pillows

· An upright chair

· A desk and telephone

· Signage indicating emergency telephone numbers

· Signage indicating emergency first aid procedures

· A first aid kit appropriate for the workplace

Wheelchairs are located at each campus security office and are to be used to transport persons to the first aid room as necessary. 
Additional first aid kit modules and other items or equipment can be provided following an assessment of the local first aid response requirements.
The Campus Nurse is responsible for each campus first aid room. Access to the first aid room can be arranged through the campus nurse or security personnel.
	Director Student Services

	11.
	Spill Kits
	

	11.1
	Spill Kits contain equipment to clean up bodily fluid spills e.g. blood or vomit. The security office at each campus stocks spill kits. Requests for spill kits can made via Security ext. 3333
	University Warden

	12.
	Defibrillator Machines
	

	12.1
	Automated external defibrillator (AED) machines are positioned at strategic locations at Swinburne campuses. Where AED machines are positioned in locations which cannot be secured outside business hours, security personnel will retain possession of the AED machine.

The locations of Swinburne’s defibrillator machines are listed on Swinburne’s First Aid Kit locations web page: http://www.swinburne.edu.au/corporate/emergency/wardens.htm
	University Warden

	12.2
	The AED machines are to be used in conjunction with cardio-pulmonary resuscitation (CPR). The AED is not to be used on patients weighing less than 25 kg or less than eight years of age. A response time of six minutes from time of incident to first shock is the ideal time frame in order to increase likelihood of the patient’s survival.
	All first aid responders

	12.3
	All Swinburne First Aiders are trained in the use of AED machines, with the training updated annually as part of the annual first aid update refresher.
	University Warden

	12.4
	The AED machine will be maintained by routine visual inspection by the relevant Campus Nurse. Any maintenance required for Swinburne’s AED machines is the responsibility of Manager Health & Wellbeing. Reports of faults in any AED machine should be directed to the relevant Campus Nurse. 
	Manager Health & Wellbeing

	12.5
	The Manager Health & Wellbeing will maintain all documentation and records pertaining to the purchase and maintenance of all Swinburne AED machines. A maintenance schedule recording visual and maintenance checks of Swinburne’s AED machines are managed by each Campus Nurse. The AED machines remain the property of Student Services.
	Manager Health & Wellbeing

	12.6
	After use the first aid officer is to report the use of the unit to the campus nurse who will arrange for the unit to be inspected, cleaned and items replaced as required and returned to its designated location.
	Campus Nurse

	13.
	Automated external defibrillator response
	

	13.1
	Any First Aid Officer or other person who recognizes the symptoms of possible heart attack is to initiate the AED response immediately. This can either be done by the: 

· AED responder obtaining the AED machine (if this is appropriate) or:

· By telephoning security on ext. 3333. This will facilitate an AED machine being brought to the site as soon as possible.

· Making a call directly to emergency services 0-000 or arranging for a person on location to make the call. 

At the time of contacting security the following information is required to be given to security.

· The person’s name (if known)

· Type of emergency 

· Location of emergency

· Description of symptoms and situation

· Advising whether an ambulance has already been called
	All first aid responders


	13.2
	The AED responder should verify that the scene is safe to access before assessing the patient and should then render appropriate care based upon the patient’s condition, AED response protocols and / or the level of training of the responder.
	All first aid responders


	13.3
	The AED responder should continue to provide appropriate patient care to their level of training until a higher medical authority arrives.
	All first aid responders

	13.4
	Once emergency services personnel arrive the AED responder is to transfer care to emergency services personnel for appropriate advanced treatment.
	All first aid responders

	13.5
	AED Responders are to perform only to the level of their training.
	All first aid responders

	14.
	Evaluation of AED Response Efforts
	

	14.1
	A soon as possible following an AED response a debriefing session is to be conducted to evaluate response efforts. The aim of this evaluation is to identify the strengths, and deficiencies of the response plan as revealed by the incident. The following personnel should be involved in the evaluation:

· OHS Consultant

· AED Responder / first aid responder
· University Warden or security personnel as delegated
· Campus Nurse or Health & Wellbeing Manager
	OHS Consultant



	15.
	Infection Control 
	

	15.1
	Universal standard precautions in first aid response is an assumption that all blood and bodily fluids are a potential source of infection, independent of diagnosis or perceived risk. All first aid officers are required to adopt the universal precaution approach as prescribed in their training.
	First Aid Officer

	15.2
	Face masks are available in each First Aid Kit and are to be used to provide emergency expired air resuscitation. When a face mask has been used First Aid Officers should contact the campus warden to arrange a replacement for the first aid kit.
	First Aid Officer

	15.3
	Spill kits are located at each of the campus security offices and can be requested by contacting security ext. 3333. Generally the first aid officer who attends to the incident and administers first aid is responsible for ensuring the site is cleaned and returned to a safe state. 
	First Aid Officer

	16.
	First Aid Documentation and reporting procedure 
	

	16.1
	For any first aid administered to a person, Section B of the Incident / Hazard report form is to be completed by the patient and if this is not possible by a witness or the patient’s manager / teacher as soon as is reasonably practicable following the administration of first aid. The Incident / Hazard report form is to be sent directly to the patient’s manager / supervisor / teacher.
	Manager

	16.2
	The Swinburne first aid record is included in each first aid kit to record first aid administration and usage of first aid kit contents. First aid officers administering first aid are to record all first aid responses using this form.
	First Aid Officer

	16.3
	Any personnel accessing the first aid kit for bandaids and other items within the kit which are obtained without the involvement of a first aid officer are to record the details of the injury, their name and what items were used from the kit in Swinburne first aid record located in the kit. 

Such injury and subsequent self administering of first aid is to be recorded in the incident / hazard report form and given directly to the person’s manager / supervisor / teacher.
	All personnel

	16.4
	For any first aid administered to a member of the public or visitor to any Swinburne work site (campus or off-site activity) the first aid officer is to record the administration of first aid using the Incident / hazard report form, obtaining the relevant contact details of the injured party. The incident / hazard report should then be submitted to the manager of the program.
	First Aid Officer

	17.
	Notifying injured persons family of injury / illness
	

	17.1
	In the event that a person requires further medical attention beyond that which can be provided on a Swinburne work site and the patient is not able to contact their family or nominee, the manager to which the patient is associated is responsible for arranging for the immediate family or nominee to be notified. This can be assisted through:

· The patient advising a Swinburne representative of the relevant persons and their contact details and requesting that those person/s be notified;

If the patient is not conscious:

· The emergency contact information located within the student file or staff personnel file can either be given to emergency service personnel or used directly by the manager to advise family of the incident.

If the patient is a contractor the relevant contact within the university is to contact the person’s employer.

If the patient is a member of public the manager shall at their discretion contact the injured person’s nominated next of kin. Alternately emergency services personnel can be requested to make this contact.
	Manager

	18.
	Specific First Aid Response
	

	18.1
	Those areas within the university which have specialised hazards should obtain the relevant information for advice on special first aid procedures, specific antidotes or neutralising agents some of which may need to be kept in / near the first aid kit, or refrigerated. Where specific items are required for local hazards, instructions for their use should be included within or next to the first aid kit.
	Manager

	19.
	Other first aid equipment for specific hazards
	

	19.1
	Emergency Showers - Laboratories
Where it has been determined as part of a first aid risk assessment that a laboratory work location requires an emergency shower, managers shall ensure that the emergency showers are available at a distance of no more than 10 metres from any position in the laboratory.

Emergency showers are to be tested and flushed bi-annually by the management unit, with records of such testing kept within the management unit.
	Manager

	19.2
	Eye wash stations 
Where a first aid risk assessment has identified a requirement for an eye wash station (including portable eye wash stations) managers shall ensure these are appropriately positioned within laboratories, workshop or field areas.

Eyewash stations are to be tested bi-annually by the Management Unit, with records of such testing kept within the management unit.
	Manager

	19.3
	Eye Module
Eye modules should be included as part of a local first aid response where there is the possibility of a person sustaining an eye injury through:

· Spraying, hosing compressed air or abrasive blasting

· Welding, cutting or machining operations

· Chemical liquids or powders are being handled in open containers;

· There is a possibility of flying particles.

· The wearing of eye protection is a requirement to undertake works

· Off campus activities where there is dust or the possibility of flying particles.
	Manager

	19.4
	Burns Modules

Burns modules are included in all Swinburne first aid kits.
	University Warden

	19.5
	Hydrofluoric Acid (HF) Module
Where a management unit uses hydrofluoric acid the management unit is to ensure a hydrofluoric module kit is provided and located adjacent to the first aid kit. The provision and maintenance of the kit is the responsibility of the management unit.
	Manager

	20.
	Support to Swinburne’s First Aid Officers
	

	20.1
	To assist and support Swinburne first aid officers in their role, information sessions will be held during the year. Such sessions will be coordinated by the campus warden and delivered in-house through the health service or by external consultants. The focus of these meetings is to 

· Allow first aid officers to meet each other and share their experiences

· Periodically review Swinburne’s first aid response 

· Keep Swinburne first aid officers up to date with developments or changes in the delivery of first aid.

· Provide Swinburne first aid officers with support and guidance.
	Campus Warden

	20.2
	Any Swinburne first aid officer who may be affected by their duties can seek counselling & support through:

· Campus Warden

· Campus Nurse

· Employee Assistance Program http://www.swinburne.edu.au/corporate/hr/eap/

	First Aid Officer

	21.
	Debrief to all persons involved in event
	

	21.1
	For any first aid response which requires significant support and care of the patient or which occurs during extenuating circumstances, a debrief of the event will take place as part of the incident / investigation process. 

The aim of any debrief is to identify the strengths, and deficiencies of the response plan as revealed by the incident. The following personnel should be involved in the evaluation:

· OHS Consultant / HR Consultant
· First Aid Officer who responded 
· Security personnel (if attended)

· Campus Nurse or Health & Wellbeing Manager
· Student Services - counselling
	Manager

	22.
	Record Management
	

	22.1
	Records of first aid administration will be archived within Swinburne’s Incident / Hazard report form register of injuries database, as well as Swinburne’s first aid record forms located within Human Resources.
	OHS Consultant


SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	List of Swinburne First Aid Officers
	
	Ongoing available on the Swinburne intranet.

	First Aid Kit / Defibrillator machines / Wheelchair locations
	
	Ongoing available on the Swinburne intranet.

	List of locations of Swinburne’s Automated external defibrillator (AED) machines
	
	Ongoing available on the Swinburne intranet.

	List of items in standard first aid kit (Appendix A)
	
	

	First aid training request / Booking form COHST  (Appendix B)
	
	

	First aid risk assessment

(Appendix C)

	
	

	Flow chart of First Aid response process (Appendix D)
	
	

	Swinburne first aid record
(Appendix E)

	
	

	First Aid poster (Appendix F)
	
	

	Syringes & Sharps – use and disposal (Appendix G)
	
	


*University Disposal Schedule is available at 

http://www.swinburne.edu.au/corporate/scs/rms/retentionanddisposal.html
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