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Introduction 
 

The Cobar Shire Council will provide first aid services and facilities to ensure that the 

safety and security of Cobar Shire Council staff, visitors, contractors and assets are 

maintained at all times.  These services shall be provided in accordance with the 

provisions of the Occupational Health & Safety Act NSW. 

 

This Policy varies from section to section of Council’s workplaces and relates back to the 

level of first aid required at each section. 

 

For the purpose of this policy “First Aid” is the provision of first aid facilities, services 

and personnel, required for the initial treatment of persons suffering injury or illness at 

Cobar Shire Council workplaces. 

 

The Occupational Health and Safety Regulation 2001 states “an employer must provide, 

at each place of work, first aid facilities that are adequate for the immediate treatment of 

injuries and illnesses that may arise at the place of work, and if more than 25 persons are 

employed at a place of work, trained first aid personnel”, and goes on to say “an 

employer must have regard to the location of the place of work, the number of employees 

at a particular location and the type of working being undertaken in determining the 

nature, number and location of the first aid facilities and the number of trained first aid 

personnel that are required.”  Subclauses 20 (4) – (7) prescribe the minimum facilities 

and personnel that are required at various sites or places of work. 

1.  Policy Objectives 
 

The expected outcomes of this policy shall be that: 

 

� All supervisors/managers have completed their analysis of risk assessments 

identifying first aid needs in the workplace. 

� First Aid needs analysis is reviewed on an annual basis – risk assessments 

are to be undertaken every year. 

� Council appoints Designated First Aid Officers for indoor and outdoor 

sections based on results of risk assessment analysis. 

� First aid kits at Council’s permanent worksites are checked on a regular 

basis by the Designated First Aid Officers. 
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2.  Responsibilities 

 
1. Supervisors/Managers shall: 

 

� Take reasonable care, while at work, for the health and safety of people who are at 

the employee’s place of work and who may be affected by the employee’s actions 

or omissions at work.  

� Co-operate, while at work, with his/her employer or other person so far as is 

necessary to enable compliance with any requirement under the OHS Act 2000 or 

the regulations that is imposed in the interests of health, safety and welfare on the 

employer or any other person. 

� Ensure adequate first aid facilities and services are available during hours of 

operation. 

� Ensure all offices, depots and necessary work vehicles are equipped with an 

appropriate First Aid kit. 

� Fund the fortnightly allowance applicable to the Designated First Aid Officers in 

accordance with the NSW Local Government (State) Award requirement at the 

time. 

� Provide adequate resources and time for First Aid training.  

� Ensure Designated First Aid Officers qualifications are up to date. 

� Formally review the performance of Designated First Aid Officers as part of the 

annual staff training plan. 

� Report all first aid incidents or injuries in the Incident/Accident Report Forms that 

accompanies the first aid kits and enter details in Register of Injuries. 

 

2. Designated First Aid Officers shall: 

 

� Take reasonable care, while at work, for the health and safety of people who are at 

the employee’s place of work and who may be affected by the employee’s actions 

or omissions at work.  

� Co-operate, while at work, with his/her employer or other person so far as is 

necessary to enable compliance with any requirement under the OHS Act 2000 or 

the regulations that is imposed in the interests of health, safety and welfare on the 

employer or any other person. 

� Ensure that their First Aid Certificate is current. 

� Be eligible for a first aid allowance under the NSW Local Government (State) 

Award requirement at the time. 

� Attend to staff that are injured and provide first aid.  

� Establish a first aid post in the event of a building evacuation. 

� Provide details to staff on how they can be contacted if requiring first aid. 
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� Assist management in the assessment of risks to determine the respective areas’ 

needs in relation to the provision of first aid. 

� Regularly check and maintain supplies in first aid boxes that are deemed their 

responsibility. 

� Always ensure first aid kits are not locked whenever employees are at work. 

� Report all first aid incidents or injuries in the Incident/Accident Report Forms that 

accompanies the first aid kits and enter details in Register of Injuries. 

� Ensure confidentiality of employee information. 

� Have access to Hepatitis B immunisations where all costs associated with being 

immunised are met by Council. 

� Before and during the administration of first aid, Designated First Aid Officers 

should also take precautions to ensure their own health and safety. 

 

3. Employees shall: 

 

� Take reasonable care, while at work, for the health and safety of people who are at 

the employee’s place of work and who may be affected by the employee’s actions 

or omissions at work.  

� Co-operate, while at work, with his/her employer or other person so far as is 

necessary to enable compliance with any requirement under the OHS Act 2000 or 

the regulations that is imposed in the interests of health, safety and welfare on the 

employer or any other person. 

� Attend to staff that are injured and provide first aid.  

� Report all first aid incidents or injuries in the Incident/Accident Report Forms that 

accompanies the first aid kits and enter details in Register of Injuries. 

3.  First Aid Training Provisions 
 

Council encourages all employees to undertake First Aid Courses.  All First Aid Courses 

attended by employees must be approved by Management. 

 

Council has an allocated budget for first aid training of staff.  Designated First Aid 

Officers will have their course fees met by Council.  All training arrangements will be 

classified as Core Training - Statutory  and will be administered as such, in accordance 

with Council’s “Training Policy”. 

 

Employees wishing to undertake a first aid course who are not Designated First Aid 

Officers must seek approval from their Manager..  If approved, all training arrangements 

will be classified as Optional Training – Staff Requested and will be administered as 

such, in accordance with Council’s “Training Policy”.  It should be noted that completion 

of a First Aid Certificate does not automatically result in payment of a first aid allowance. 
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4. Work Place Needs and First Aid Requirements 
 

Supervisors/managers are required to assess the First Aid requirements of the workplace, 

using the NSW Occupational Health & Safety Regulations – “First Aid in the Workplace 

Guide – WorkCover NSW Health & Safety Guide” and also taking the following into 

consideration:- 

 

� The type of work performed 

� Potential injuries and illness 

� Number and distribution of employees 

� Mobility and capability of employees 

� Size and layout of the workplace 

� Location of the workplace 

 

Council has a legal responsibility for ensuring adequate first aid provisions are made for 

all employees. In addition, Section 8 (2) of the OH&S Act requires that all persons in a 

workplace other than employees are not exposed to risks. 

 

The number of Designated First Aid Officers required is linked to the number of 

employees in the workplace.  The following recommendations are listed in the guidelines 

and should be used by Managers when assessing Cobar Shire Council’s workplace needs: 

 

� Designated First Aid Officers be available whenever there are more than 25 

persons at a workplace. 

� Where employees work across a number of work areas, the first aid facilities 

provided may need to be located centrally, with the provision of portable first aid 

kits in each work area. 

� Where employees work away from the workplace, or in situations where the work 

performed is not in a building (eg vehicles, roadworks), factors to be considered 

include:- 

o The type of work performed 

o Access to communications (eg telephone) 

o Whether the employees work alone or in groups 

In these circumstances portable first aid kits must be provided. 

� Where overtime is undertaken adequate first aid facilities need to be provided at 

all times. 

� If the workplace has employees with disabilities or special needs, then their 

requirements for first aid will need to be taken into account. 
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5.  First Aid Kits 
 

All offices, depots and necessary work vehicles are to be equipped with an appropriate 

First Aid Kit in accordance with the workplace needs assessed by Management.  The 

contents of the First Aid Kit will be assessed by the Manager and the Designated First 

Aid Officer for each specific workplace in accordance with the guidelines in OH&S 

Regulations. 

 

First Aid Kits are to be managed and maintained by the Designated First Aid Officer.  

They should be located close to areas where there is a likely risk of injury/illness 

occurring.  They should be clearly visible and easily accessible.  The First Aid Kit should 

be clearly identifiable.  A list of contents should be provided with the kit.  Names and 

locations of First Aiders should also be displayed, along with relevant telephone 

numbers, including 000. 

 

It is unlawful to personally administer medication if an employee is not qualified to do 

so.  Analgesics, Paracetamol and other like medications are not permitted in First Aid 

Kits. 

 

6.  Attachments  

 
� Immediate Accident Response Flow Chart 

� Cobar Shire Council Incident/Accident Report form. 
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FIRST AID POLICY 

Amendment List 

 

No. Date Adopted Minute No. 
Date 

Commenced 

Notified in 

Local Paper 

1. 24.5.2007 70.5.2007 25.5.2007 n/a 

2. 22.7.2010 98.7.2010 23.7.2010 n/a 

3. 02.11.2010 Manex  03.11.2010 n/a 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 


