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	first aid assessment 

Administrative Area


	Use this form in conjunction with First Aid – OHS Requirements (UOM 358).  See also: http://safety.unimelb.edu.au/topics/firstaid/
This is a generic first aid risk assessment that includes assessment factors that are common to administrative areas at the University.  You should add or edit information in section 1-2 that is specific to your area where required.

For an administrative area, you can use either:

· this generic risk assessment, which means you will adopt the First Aid requirements listed in section 3; or

· a blank First Aid Assessment Form to determine custom First Aid requirements.


1. assessment factors
	Location Name:
	
	Building No:
	
	Date:
	

	Assessed by:
	

	HSR/Employee Rep:
	


	nature of hazards and severity of risk

	Hazards

List known hazards/risks
	Description

Describe the hazard

	Manual handling
	Filing, lifting stationery, carrying files, opening cupboards/drawers

	Ergonomic
	Data entry, long periods of time sitting at work station

	Plant and equipment
	Photocopier/printer, shredder, fax machine, kitchen facilities – kettle, microwave

	Chemicals
	Toner (eg photocopier), dishwashing liquid

	Office furniture
	Chairs, shelving, compactors, filing cabinets, step ladders/platforms

	Housekeeping
	Water/liquid on floor, electrical leads poorly placed (trip hazard)

	Electrical
	Electrical equipment (computer, photocopier) power cables

	
	

	
	

	
	Example of a Risk Register for Office Based Activities


	known injuries, illnesses and incidents

	Incidents resulting in injury
List the injuries that have occurred in the area
	Description

Provide a brief description of how they occurred

	Sprains/strains
	Lifting and filing on shelves, chair wheeling away from under staff

	Cuts
	Sharp edges, kitchen knife

	Abrasions
	Knocking against office furniture

	Burns
	Boiling water from urn/kettle

	Fractures
	Tripping/slipping over, falling down stairs

	Electric shock
	Faulty electrical equipment, damaged power cable

	
	

	
	

	Incidents not resulting in injury

List incidents that have occurred in the area that could have resulted in injury but did not
	Description

Provide a brief description of the incident

	Broken light fittings
	Broken glass, trip hazards

	Broken furniture
	Castor comes off chair, drawer will not close properly

	
	

	
	


	location, size and layout of the workplace

	Item
	Detail

Provide details

	Maximum distance to first aid kit
	

	Number of floors
	

	Access between floors
	

	Nearest hospital
	

	Nearest doctor/medical service
	

	
	


	number and distribution of staff

	Item
	Detail

Provide details

	Number of staff
	

	Primary working hours
	

	Overtime worked
	

	Staff working in isolation
	

	
	


2. outcome of assessment
	Outcome

	Item
	Description

Briefly provide a description based on the information obtained from the assessment

	People exposed
	

	Injuries/adverse outcomes that may occur
	

	Risk controls
	Risk assessments, signage, information and training, supervision

	Level of Risk
	Low risk work location

	
	


3. first aid facilities required

	facilities

	Facilities/Resources
	Detail

Provide details of the required facilities/resources

	Number of first aiders
	1 first aider per 10 – 50 staff
2 first aiders per 51 – 100 staff

1 additional first aider for every additional 100 staff

	Competencies of first aiders
	Senior First Aid 2 (HLTFA301)

	Number and location of first aid kits
	1 kit per 10 – 50 staff
1 additional kit for every additional 50 staff up to 200 staff
1 additional kit for every 100 staff above 200 staff

	Contents of first aid kits
	Basic First Aid Kit Contents

	First aid room
	For more than 200 staff a first aid room is required

	Provision of first aid information in languages other than English
	Nil – English competency required for all staff and students who do not have English as a first language
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