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While the information provided by Roads and Maritime Services (Roads and Maritime) has been compiled 
with all due care, Roads and Maritime does not warrant or represent that the information is free from errors 
or omissions, is up to date or that it is exhaustive. Roads and Maritime does not warrant or accept any 
liability in relation to the quality, operability or accuracy of the information. Roads and Maritime disclaims, 
to the extent permitted by law, all warranties, representations or endorsements, express or implied, with 
regard to the information. Users of the information will be responsible for making their own assessment of 
the information, and Roads and Maritime accepts no liability for any decisions made or actions taken in 
reliance upon any of the information. Any such decision or action is made or undertaken at the risk of the 
user of the information. Users wishing to rely on the information should seek their own expert advice. 
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Introduction 

Purpose 

Roads and Maritime Services is committed to the health and wellbeing of all workers1 
and others. A safe and healthy workplace2 is the right of every worker.  

The purpose of this procedure is to ensure that managers3 and workers comply with 
legislative requirements. It is also to provide Roads and Maritime managers and 
workers with instruction on the process used for managing first aid arrangements within 
all workplaces. Managers must comply with and implement the requirements of this 
procedure. 

Scope 

This procedure covers all workplaces and includes: 

 All workers and managers 

 Other duty holders who carry out work for Roads and Maritime or who are likely to 
be directly affected by a work health and safety (WHS) matter. 

All workers must comply with this procedure. Industry partners are also required to 
have in place an equivalent first aid procedure that meets the same standards. 

General requirements 

At all workplaces: 

 Workers must be provided first aid equipment and access to the facilities  

 A risk management approach must be used to determine the type of first aid 
equipment and facilities required 

 Consultation with workers must be undertaken when determining the appropriate 
type of first aid equipment and provisions required at the workplace 

 Training must be provided to first aiders4 

 All occurrences must be reported to the WHS reporting line on 1300 131 469. 

                                                      
 
1
 See Definitions, worker 

2
 See Definitions, workplace 

3
 See Definitions, manager 

4
 See Definitions, first aider 
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Procedures 

1 Providing first aid information 

First aid information must be provided to all managers and workers so they know what 
to do and who to contact if first aid is required. Information must be: 

 Readily accessible 

 Easy for all workers to understand. 

Information should be provided by verbal and visual methods. Managers should 
determine the best way of doing this in consultation with workers and the Occupational 
First Aid Attendant (if appointed). 

Information should be provided at worker induction training and when changes are 
made to first aid processes and arrangements as a minimum. 

More specific information is covered in the code of practice First aid in the workplace. 
Managers should refer to this document for specific details.  

2 First aid equipment, facilities and services 

Roads and Maritime must ensure consultation on first aid requirements occurs:  

 Between Roads and Maritime and other duty holders, where a WHS responsibility 
is shared for a work activity 

 With workers. 

Consultation with workers is required when making decisions about: 

 First aid arrangements 

 First aid facilities and equipment. 

Consultation should cover: 

 First aid kit numbers, locations and contents 

 The type of first aid facilities that are required (for example, first aid rooms, 
emergency shower facilities and eye wash stations) 

 Local first aid procedures 

 The number of trained first aiders required. 

This level of consultation ensures all people with WHS responsibilities satisfactorily and 
effectively manage the provision of first aid in a way that is focused on effectively 
managing risk. 

Managers should ensure that first aid arrangements are reviewed and, if necessary, 
updated regularly. 

http://www.safework.nsw.gov.au/law-and-policy/legislation-and-codes/codes-of-practice
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3 First aiders 

3.1 Training 

Managers must undertake a risk assessment and consultation to determine the number 
of first aiders needed at each workplace. The First Aid Risk Assessment checklist is 
provided to assist with this process (see Appendix A). 

Roads and Maritime must provide first aid training to the levels identified in the 
workplace risk assessment. This may cover certifying designated workers with basic 
through to occupational or other advanced first aid qualifications. 

3.2 Determining first aider numbers 

There may be one or more trained first aiders at each workplace. This is determined by 
the number of workers, nominee availability and the workplace risk assessment. 
Managers determine the number of first aiders required at the workplace. 

Managers must ensure all workers retain appropriate access to first aid when regular 
first aiders are absent for any reason. The number and type of trained first aiders can 
be determined by using the process shown in Appendix B. 

3.3 Selection of first aiders 

When selecting first aiders, managers should consider the nominees’: 

 Interest and aptitude for rendering assistance in an emergency situation 

 Ability to cope with potentially stressful and physically demanding emergency 
procedures 

 Availability to go immediately and rapidly to render first aid when needed. 

3.4 First aid allowance 

When the workplace has determined it requires a dedicated first aider, Roads and 
Maritime pays an allowance to that first aider in accordance with the HR First aid 
allowance procedure (PN248P04). 

4 How to determine first aid requirements 

First aid requirements for workplaces must be determined by considering the following: 

 The nature of work performed  

 Any identified hazards 

 The size and location of the workplace 

 The number and composition of workers and other people  

 Consultation with workers 

 Using a risk management approach. 

http://home.rta.nsw.gov.au/dts/cserv/os/original/hrmanual/pn248p04.pdf
http://home.rta.nsw.gov.au/dts/cserv/os/original/hrmanual/pn248p04.pdf
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4.1 First aid facilities 

The requirement for specialised first aid facilities at workplaces is determined by a risk 
assessment. Such facilities include: 

 First aid rooms (recommended for low risk workplaces with over 200 workers, and 
for high risk workplaces with over 100 workers)  

 Medical centres 

 Eye wash facilities 

 Emergency shower facilities  

 Sharps containers. 

Any first aid room should be: 

 Established where a risk assessment has indicated it would be difficult to 
administer appropriate first aid in the absence of such a room 

 Stocked with supplies appropriate to the hazards that apply to that workplace 

 Laid out and sized to allow easy access and movement of people 

 Wheelchair and stretcher accessible. 

4.2 First aid kits 

Roads and Maritime managers must ensure adequate numbers of first aid kits are 
provided, as determined by the risk assessment. 

The risk assessment determines the type and number of first aid kits to be made 
available at the workplace. 

Managers must ensure workers can access the kits as quickly and easily as possible. 

In mobile workplaces (vehicles), kits must be easily accessible and safely located so 
they do not become a projectile in the event of an accident. 

Managers must ensure that a system is in place to ensure kits are properly maintained. 

First aid kits should be clearly identifiable with a white cross on a green background 
prominently displayed. Where practicable, other similar signage should be displayed to 
direct people to the first aid kit and first aider. 

4.3 Default first aid kit requirements 

If the risk assessment does not specify otherwise, managers should choose from the 
existing kit types. Business units must supply first aid kits that meet specific 
requirements, defined in the code of practice First aid in the workplace, as summarised 
following: 

Kit size ‘A’: This standard workplace kit is the principal kit for the majority of Roads 
and Maritime work groups and must be issued only to certified first aiders. It is 
appropriate for higher risk worksites where there are 25 or more workers and for lower 
risk worksites where there are 100 or more workers. 

Kit size ‘B’: is smaller than kit ‘A’ and may be issued to a person who is not certified in 
first aid. It is appropriate for higher risk worksites where there are less than 25 workers 
and for lower risk worksites where there are between 10 and 100 workers. 

http://www.safework.nsw.gov.au/law-and-policy/legislation-and-codes/codes-of-practice
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Kit size ‘C’: is an automotive first aid kit to be made available in all Roads and 
Maritime vehicles which are determined to be a principal workplace of their drivers. The 
driver is not required to be certified in first aid. 

For teleworking, staff members are responsible for the cost of purchasing and stocking 
a first aid kit as specified in the Teleworking Health and Safety Checklist Form No. 720 
(see references). Kit size ‘C’ is suitable for teleworking. Additional first aid items may 
be included based on a risk assessment. 

The standard A, B and C kit type contents are listed in Appendix C. 

Non-standard kit inclusions: In all environments, a risk assessment (see Appendix A) 
must be conducted prior to the addition of any special needs items into a first aid kit. 

Analgesics such as Panadol or Aspirin must NOT be added to the first aid kit, as their 
inclusion may lead to an increased health risk. The only medication a first aider is 
permitted to administer without the explicit consent of the casualty is Ventolin (an 
asthma puffer). First aiders may assist a casualty to take their prescribed medication if 
the casualty is unable to but they must obtain clear approval from the casualty to do so. 

4.4 Maintenance of first aid kits 

Some work locations may have agreements in place for a third party to maintain and 
stock workplace first aid kits. 

In locations where there is no such process in place, the designated first aiders are 
responsible for the timely maintenance of first aid kits. This includes ordering stock/re-
stocking, cleanliness, suitability of the kit, safe disposal of out-of-date product and 
worker accessibility. 

In multi-storey buildings, an Occupational First Aid Attendant (OFAA) may be available 
to perform functions such as to maintain a first aid room, order stock, fill vacant FAA 
positions and perform new FAA inductions. 

Regional business and cost centre managers must ensure there are sufficient funds 
available to purchase first aid supplies and train first aiders, when required. 

All such supplies (new and replacement) are charged to the section cost centre. In 
cases where a first aider services more than one section, costs are distributed 
appropriately across relevant cost centres. 

Where additional first aid items are acquired to address hazards specific to a particular 
worksite, it is the responsibility of the OFAA (or first aider if there is no OFAA 
appointed) to maintain these items. 

Regional business and cost centre managers (for regional vehicles) and corporate fleet 
staff (for corporate fleet vehicles) are responsible for ensuring type C first aid kits are 
provided and maintained in vehicles. 

First aid kits are issued on request to workers travelling to remote or isolated locations, 
or to those regularly teleworking from home or other approved locations. 
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4.5 First aid signage 

Managers must ensure that appropriate first aid signage is displayed in their workplace. 

First aid signs may be constructed to suit specific workplace requirements, however, 
they should comply with AS1319:1994: Safety Signs for the Occupational Environment. 

4.6 Specialised first aid equipment 

A risk assessment should be undertaken to identify any need for specialised first aid 
equipment, such as automatic external defibrillators (AEDs) and oxygen bottles. 

The Occupational First Aid Attendant, if appointed, must be trained in the use of all 
specialised equipment. Other first aiders may also be trained, if practicable. If an 
Occupational First Aid Attendant is not appointed, all other first aiders must be trained 
in the use of all specialised equipment available. 

4.7 Precautions for infection control 

First aiders must take all reasonable precautions to avoid becoming exposed to 
infection when rendering first aid. 

Roads and Maritime must provide first aiders with the appropriate first aid equipment to 
prevent unnecessary exposure to contaminated material and possible subsequent 
infection. 

If any worker becomes exposed to a potential source of infection, they must seek first 
aid or medical treatment.  

4.8 Protection from legal action  

If a claim is made against a first aider in relation to their actions in providing first aid to 
another person, the first aider is covered by Roads and Maritime's public liability 
insurance policy provided that the first aider was acting in good faith when performing 
their duties. This means that the first aider will be indemnified for any damages payable 
and legal costs associated with defending a matter brought against them. 

If a first aider receives a letter of demand or a statement of claim in relation to their 
actions as a first aider, they should forward copies of the letter to: 

 General Manager Work Health and Safety 

 Legal Branch. 

5 Records management 

Records of first aid treatment should be kept in a central, secure location. This may be 
a site file managed by the first aider or an area file managed by the Occupational First 
Aid Attendant (if appointed). 

The Roads and Maritime First Aid Occurrence Log form assists first aiders to 
accurately record details of any first aid treatment they administer (see Appendix D). 

https://www.saiglobal.com/online/autologin.asp
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Roles and responsibilities 
 

Role Responsibilities 

Roads and 
Maritime 
(through its 
managers 
from the 
executive to 
the front line) 
must: 

 Comply with the WHS legislative requirements and ensure that systems are 
in place to provide appropriate first aid training, facilities and services to 
workers and others 

 Ensure that WHS responsibilities are appropriately defined and that 
appropriate resources (including financial and time) to ensure effective 
workplace first aid management for workers are available 

 Satisfy the requirements of this procedure 

Managers 

must: 

 

 Undertake risk assessments to determine the requirements in their 
respective workplaces 

 Consult with their workers and contractors, in relation to first aid at all 
workplaces 

 Ensure workers receive the training and resources they need to carry out 
their WHS responsibilities, in relation to first aid, competently 

 Ensure the appropriate first aid information is provided to workers and others  

 Satisfy all requirements and specifications of this procedure 

Workers 

must:  

 

 Ensure they participate in consultation and training related to first aid at 
workplaces, when directed 

 Follow instructions provided by their managers, in relation to first aid  

 Actively support and participate in first aid activities  

 Support managers to meet workplace first aid requirements, as mentioned in 
this procedure 

All other duty 
holders 
(including 
contractors) 
must: 

 Ensure that systems are in place to address first aid requirements at 
workplaces 

 Comply with this procedure 

 Participate in first aid consultation with Roads and Maritime 

 Participate in training and provision of first aid at workplaces, where relevant 
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Definitions 
 

Term Definition 

First aider A person who has successfully completed a nationally accredited training 
course that has given them the competencies required to recognise and 
respond to common injuries or illnesses requiring first aid or medical 
assistance. First aiders may be referred to by different terms across the 
organisation, such as First Aid Attendant, Occupational First Aid Attendant, 
First Aid Officer, Senior First Aid Officer, Remote first aider, etc. 

Hazard A situation, condition or source that has the potential to lead to negative 
consequences, harm or loss. A hazard is not the negative outcome itself.  

High-risk 
workplace 

A workplace where workers may be exposed to hazards that could result in 
serious injury or illness and would require immediate medical treatment. Such 
hazards include those associated with plant, chemicals, confined spaces and 
some manual tasks. Some high risk workplaces in Roads and Maritime include 
road construction and maintenance sites, vehicle inspection sites, kitchens, 
traffic and pedestrian diversions, marine vessels and wharves. 

Manager A person responsible for planning and directing the work of a worker or group 
of workers, monitoring their work, and taking corrective action. 

Occupational 
First Aid 
Attendant 

A person who is certified with the competencies of a first aider (see First aider 
definition) and has the additional competencies required to: 

 Recognise and respond to a range of injuries or illnesses that may require 
advanced first aid 

 Maintain a first aid room, if present 

 Maintain a suitable record-keeping system 

 Perform any relevant administrative tasks associated with the management 
of other first aiders. 

Occurrence A series of events and conditions that results in, or has the potential to result 
in, a non-trivial amount of damage or injury.  

Remote first 
aider 

A person who is certified with the competencies of a senior first aider, and has 
the additional competencies required to provide first aid to a casualty in a 
remote and/or isolated situation (eg a road maintenance crew working for a 
number of consecutive days several hundred kilometres from the nearest 
medical service). Remote first aiders are required at high-risk workplaces that 
are likely to have a major delay in accessing emergency services. 

Risk 
management 

Risk management is the identification, assessment, and prioritisation of risks 
(defined in ISO 31000 as the effect of uncertainty on objectives) followed by 
coordinated application of resources to eliminate, minimise, monitor, and 
control the probability and impact of hazardous events. 

Roads and 
Maritime-
designated 
first aider 

A Roads and Maritime employee who has successfully completed the training 
for Apply First Aid (or equivalent, such as Senior First Aid), Occupational First 
Aid or Remote First Aid certifications and who is a first aider who has chosen 
to take on the first aider role and to satisfy the requirements of that role. 

Senior first 
aider 

A person who has successfully completed a nationally accredited training 
course that has given them the competencies required to: 

 Recognise and respond to common life-threatening injuries or illnesses 
using CPR and/or 

 Other appropriate first aid procedures, and 

 Provide appropriate first aid for a range of injuries and illnesses. 

https://en.wikipedia.org/wiki/Risk
https://en.wikipedia.org/wiki/ISO_31000
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Term Definition 

Serious burn Any burn that requires immediate first aid treatment and is referred for 
treatment by emergency services. It includes bitumen, chemical and electrical 
burns as well as burns that are deep, in sensitive areas or cover an area 
bigger than a 20 cent coin. 

WHS Work health and safety. 

WHS reporting 
line 

The 24-hour telephone service for reporting hazards and occurrences at 
Roads and Maritime. The number is 1300 131 469. 

Worker Any person who carries out work in any capacity at a workplace – Roads and 
Maritime employees (including labour hire, apprentices and trainees), 
professional services contractors and consultants; contractors, subcontractors 
and their employees; outworkers, students gaining work experience, and 
volunteers. 

Workplace A place where work is carried out for Roads and Maritime’s business or 
undertaking and includes any place where a worker goes or is likely to be, 
while at work. 

References 

Roads and Maritime references 
 

Doc no Name 

PN066P02 Procedure: WHS risk management  

PN248P04 HR First aid allowance procedure 

PN250P02 HR Teleworking procedure 

Form 720 Teleworking Health and Safety Checklist 

TBA Procedure: Emergency preparedness and response (in development) 

External references 
 

Document name Source Type 

First aid in the workplace  SafeWork NSW 
www.safework.nsw.gov.au 

Code of 
practice  

AS 1319:1994 – Safety 
signs for the occupational 
environment 

SAI Global 
www.saiglobal.com 

Australian 
Standard 

http://www.rms.nsw.gov.au/safety/work-health-safety/documents/procedure-pn066p02.pdf
http://home.rta.nsw.gov.au/dts/cserv/os/original/hrmanual/pn248p04.pdf
http://home.rta.nsw.gov.au/dts/cserv/os/original/hrmanual/pn250p02.pdf
http://home.rta.nsw.gov.au/forms/categories/occupationalhealthandsafety/45062670.pdf
http://www.safework.nsw.gov.au/law-and-policy/legislation-and-codes/codes-of-practice
https://www.saiglobal.com/online/autologin.asp
https://www.saiglobal.com/online/autologin.asp
https://www.saiglobal.com/online/autologin.asp
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Appendices 

A First aid risk assessment checklist 
 

Name of person completing 
this form 

 

Position  

Date of form completion  

CONSIDERATIONS 

1. Nature of hazards at Roads and Maritime workplace 

Known hazards  

 

Do product labels and safety 
data sheets specify required 
first aid or medical 
response? 

 

2. Known occurrences of injuries, illnesses and occurrences 

Number and type of injuries 
over the past 12 months 

 

Occurrences that have not 
resulted in an injury 

 

 

Other  

 

3. Size and layout of the workplace 

Maximum distance to first 
aid room 

 

Number of floors  

Type of access between 
floors 

 

4. Number and distribution of employees 

Number of Roads and 
Maritime workers 

 

Shifts  

Overtime worked? (Yes / No, 
and frequency) 

 

Are any Roads and Maritime 
workers isolated? 

 

5. Location of the Roads and Maritime workplace 

Nearest hospital  

Nearest medical or 
occupational health service 

 

Maximum time to medical 
service 
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6. Risk assessment outcomes 

Who is exposed?  

What are the health effects 
that may result? 

 

Risk controls required  

Overall level of risk  

7. Required first aid facilities 

Number of Roads and 
Maritime trained first aiders 
required 

 

Required competency 
level/s 

(Basic first aider, Senior first 
aider, Occupational first aid 
attendant, Remote first aider) 

 

Number and location of kits  

Required kit contents  

First aid room requirements  

Languages information is 
required in  

 

8. Administration and review requirements 

Name of person completing 
this form 

 

Signature of person 
completing this form 

 

Date of signature  

Name of Roads and Maritime 
Manager reviewing this form 

 

Roads and Maritime 
Manager signature 

 

Date of signature  
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B Determining first aider number and type 
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C Type A, B and C kit requirements 
 

Description Unit 

Quantity required 

A B C 

Adhesive plastic dressing strips, 
sterile 

Packets of 50 2 1 1 

Adhesive dressing tape Roll 1 1  

Bags, plastic, for amputated parts: 

Small 2 1 1 

Medium 2 1 1 

Large 2 1  

Dressings, non-adherent, sterile 7.5 cm x 7.5 cm 5 2  

Eye pads, sterile  5 2  

Gauze bandages: 
5 cm 3 1 1 

10 cm 3 1  

Saline (30 mL)^ ampoules 5   

Saline (15 mL)^ ampoules  4  

Alcohol Swabs  Single use 10 4  

Gloves, disposable 
Large, latex, vinyl or 
nitrile 

10 4 2 

Rescue blanket, silver space   1 1  

Safety pins Packet of 12 1 1 1 

Scissors, blunt/short nosed,  
Minimum length 12.5 
cm 

1 1  

Splinter forceps, stainless steel   1 1  

Sterile eyewash solution 
10 ml single use 
ampoules or sachets 

12 6  

Swabs, prepacked, antiseptic Packs of 10 1 1  

Triangular bandages,  110 x 110 x 155cm 8 4 1 

Wound dressings, sterile, non-
medicated 

Large 10 3 1 

Book instruction (basic first aid)   1 1 1 

Combine Dressing Surgipad  2   

Wound dressing No. 13  2   

Wound dressing No. 14  Medium 2   

BPC wound dressings No. 15 ^ Large 1   

Gauze pieces 10cm x10cm 10   

Splinter probe, disposable Packet of 10 1   

Cup, disposable  1   

Sanitary wipes Packet of 10 1   

Casualty assessment card  5   

Pen (a note book is also required)  1   

Bitumen Burn Card*  2   

Disposable Garbage Bag  1   

Face shields Pack of 1 1 1 1 

Laerdal pocket mask and 
replacement valve 

 1 1  

Reusable or instant ice pack #^  1   

Cardio-Pulmonary Resuscitation 
(CPR) flow chart 

 1   

# choice depending on availability of freezer (eg to treat soft tissue injuries and some stings) 

^ provide more items if risk assessment indicates larger quantities required 

* for bituminous work only 
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Further information on first aid kits 

Kit design 

 Kits may be any shape or size providing they can carry all necessary items 

 A list of contents should be carried with Roads and Maritime first aid kits 

 A white cross on a green background should be prominently displayed on the 
outside of the kit. 

Kit maintenance 

Roads and Maritime trained first aiders should: 

 Monitor kit access and ensure used items are replaced as soon as possible  

 Regularly check kits to ensure they contain a clean and complete set of the 
required items (as per kit item listing) and are clean, neat and tidy 

 Ensure that items are in good working order, have not deteriorated and are not 
outside of expiry dates. 

Medication 

No medications should be included in first aid kits because: 

 They have the potential to cause adverse health effects in some people with 
specific medical conditions that may not be known to the first aider 

 Supply of medications is generally controlled by state drug or poison laws 

 Roads and Maritime workers who require prescribed or over-the-counter 
medications should supply their own. First aiders are trained to ask a casualty if 
they have any medication on them they would like assistance with taking. 

Kit inclusions for outdoor Roads and Maritime workers 

Where Roads and Maritime Workers perform outdoor work, the following additional 
items are recommended for inclusion in kits: 

 A heavy duty crepe bandage 

 Sting relief cream, gel or spray. 

Kit inclusions for Roads and Maritime workers undertaking remote work 

Where Roads and Maritime workers perform remote work, the following additional 
items are recommended for inclusion in kits: 

 Emergency reference manual 

 Broad crepe bandages (for snake bite) 

 Cervical collar (for spinal/neck injuries) 

 Large clean sheeting (for covering burns) 

 Thermal blanket (for treating shock) 

 Whistle (for attracting attention) 

 Torch/flashlight 

 Notepad and pencil (for recording treatment given). 

A risk assessment should determine specific kit inclusions. 
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Kit inclusions for Roads and Maritime workers exposed to a risk of serious burns 

Where workers are exposed to a risk of serious burns (for example, working with 
bitumen), the following should be considered: 

 Ready access to a telephone for contacting emergency services 

 Ready access to cool, running water 

 A burn module in the first aid kit 

 One or more of the following: 

 An appropriate shower facility 

 A permanently rigged hand-held shower hose 

 A portable plastic or rubber shower hose designed to be easily attached to a 
tap –suitable for small, relatively low-risk workplaces where a fixed shower 
facility is not reasonably practicable but the risk of serious burns is still 
foreseeable. This could be kept in the first aid kit. 

Specific kit inclusions should be determined by risk assessment in consultation with 
Roads and Maritime workers. 
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D First Aid Occurrence Log form 
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This template is available on the Roads and Maritime intranet 
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