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Current national security alert level: Medium

The Commissioner records with regret the death of 9088 Qualified Firefighter Mark John Foster of 50 Hornsby Fire Station on 12 February 2010.
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POLICY

First aid in the workplace

This instruction rescinds In Orders 2002/23, First aid.

1.
Introduction

Emergencies can happen at anytime in any workplace. This instruction outlines the requirements for implementing first aid procedures, facilities and personnel for all NSWFB premises.

2.
Definitions

The following definitions are provided to assist in a better understanding of this instruction.

First aid is the initial care of a suddenly sick or injured person. The main aims of first aid are:

· to preserve life

· to protect the casualty from further harm

· to relieve pain.

Trained first aid personnel means:

· a person who holds a current first aid certificate issued after the completion of a WorkCover approved first aid course, or

· a person who holds a current occupational first aid certificate issued after successful completion of a WorkCover approved occupational first aid course, or

· a level 3 or greater NSW ambulance officer, or

· a registered nurse, or

· a medical practitioner.

3.
Providing first aid

In the event of an emergency if a person at work requires first aid:

· The first person in attendance will arrange/call for the nearest designated first aid officer to attend.

· The designated first aid officer will administer the appropriate first aid treatment and get expert medical assistance by calling an ambulance; this can be done by a bystander. For the procedure for calling an ambulance, see In Orders 2009/6, Calling an ambulance.

· The first aid officer will remain with the patient until ambulance arrives.

· An employee should wait at the entrance to the building or site to assist in directing the arriving ambulance officers to the injured or ill person.

· Where transportation to hospital is required, the supervisor of the injured or ill person must be advised and arrangements made for a staff member to go with the injured/ill person to hospital. The supervisor should also ensure that arrangements are in place (travel payment/cost) for the injured or ill person to return home should they be discharged after treatment.

In the event of a non emergency if a person at work requires first aid:

· The first person in attendance will arrange/call for the nearest designated first aid officer to attend.

· The designated first aid person will administer the appropriate first aid treatment and get expert medical assistance by calling an ambulance; this can be done by a bystander. For the procedure for calling an ambulance, see In Orders 2009/6, Calling an ambulance.

· Where further medical treatment or an ambulance is not required, the person may require a short period of recovery. If able, they can be moved to a quiet area such as a vacant office, meeting room or first aid room if available.

· The injured employee’s supervisor must monitor or be notified of the status of the affected employee and arrange for necessary assistance if required.

4.
What type of first aid kit/facilities are required?

	Kit A
	for factories and construction sites where 25 or more people work. In other places like offices, fire stations and stores it is applicable where 100 or more people work.

	Kit B
	for factories and construction sites where fewer than 25 people work. In other workplaces, where more than ten but fewer than 100 people work.

	Kit C
	Any place of work other than a construction site of which 10 or fewer people work. This includes fire stations and passenger vehicles.

	First aid room
	A place of work at which more than 200 people are employed, or at a construction site at which more than 100 people work. 


5.
What must the kits contain?

Managers and supervisors must ensure that the first aid kits at any place of work at which more than 25 people are employed are supported by trained first aid personnel.

	First aid kit contents
	A 
	B 
	C 

	Adhesive plastic dressing strips, sterile, packets of 50 
	2 
	1 
	1 

	Adhesive dressing tape, 2.5 cm 5 cm 
	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 7.5 cm 
	5 
	2 
	- 

	Eye pads, sterile 
	5 
	2 
	- 

	Gauze bandages
	5 cm 
	3 
	1 
	1 

	
	10 cm 
	3 
	1 
	- 

	Gloves, disposable, single 
	10 
	4 
	2 

	Rescue blanket, silver space 
	1 
	1 
	- 

	Safety pins, packets 
	1 
	1 
	1 

	Scissors, blunt/short nosed, minimum length 12.5 cm 
	1 
	1 
	- 

	Splinter forceps 
	1 
	1 
	- 

	Sterile eyewash solution, 10 ml single use ampules or sachets 
	12 
	6 
	- 

	Swabs, prepacked, antiseptic, packs of 10 
	1 
	1 
	- 

	Triangular bandages, minimum 90 cm 
	8 
	4 
	1 

	Wound dressings, sterile, non-medicated, large 
	10 
	3 
	1 

	First-aid pamphlet as approved by WorkCover 
	1 
	1 
	1 


6.
Medications/analgesics (pain killers)

WorkCover states that these drugs can be a major source of abuse and pilfering from first aid kits. These drugs will not be kept in any first aid kits or facilities in NSWFB workplaces. Employees are responsible for carrying and dispensing their own medications, in consultation with their medical practitioner.

7.
Where should the kits be located?

The location and number of kits will depend on the size and layout of the workplace. When deciding on a suitable first aid kit location consideration should be given to:

· accessibility, ie it should be easy to get to and clearly signposted

· no part of the workplace should be more than 100 metres from a first aid kit

· no part of the workplace should be more than one floor above or below where the first aid kit is located

· a first aid kit must be located close to clean running water.

8.
First aid room

The first aid room is only to be used for the immediate care of an injured or suddenly sick person at work. The room can be used for:

· recovering from an incident

· waiting for medical attention to arrive

· undergoing treatment for less serious injuries.

Additionally the first aid room may be used for other situations such as:

· breastfeeding

· short term rest room or treatment (diabetes, etc).

The first aid room is available for use during business hours and must be managed by an occupational first aid person in accordance with the First aid room operating manual.

When a person feels unwell or intends to use the first aid room for specific treatment they must inform their supervisor and the designated first aid officer for their area.

After initial assessment from the designated first aid person, a decision will be made if use of the first aid room is required. 

Prior to use of the first aid room, the designated first aid officer must contact the occupational first aid person and inform them of the details and use of the room.

When a person is using the first aid room following injury or illness they are not to remain unsupervised: a designated first aid person must remain with the injured or ill person. The first aid room should only be used as a temporary solution while arranging appropriate medical attention; generally this should not exceed 15 minutes.

Installation of a first aid room must be done in consultation with Property Services and incorporate the requirements of Clause 20 (7) of the Occupational Health and Safety Regulation 2001. A site-specific first aid plan will need to be developed.
9.
Who is responsible for first aid?

In workplaces with more than 25 people at any one time, including anyone contracted to work for the NSWFB, a person or persons must be appointed to be in charge of rendering first aid, maintaining the first aid kits and managing first aid rooms. The number of people approved to render first aid is dependent on the physical distribution of staff, the nature of the work and the need to be readily available to render first aid. Managers and supervisors are required to carry out a risk assessment and document such procedures.

Designated first aid officers must ensure that first aid kits are maintained with the full contents.

Designated First Aid Officers are responsible for:

· providing assistance in the immediate care of an injured or suddenly sick person at work

· arranging prompt and appropriate referral of casualties to medical aid as required 

· maintaining first aid facilities, kit and equipment.

· checking and restocking first aid kits

· maintaining an inventory of equipment and stocks used. 

· reporting misuse or damage to first aid facilities or equipment to management.

· keeping a record of all injuries seen and treatments given by the First Aid Officer and completion of NIIENM form.

· informing management when they will be taking extended leave or any other continuous period of leave which exceeds one week.

They must hold a minimum qualification of Senior First Aid.

Occupational First Aid Personnel are responsible for:

· providing assistance in the immediate care where advanced first aid treatment is required.

· maintaining the first aid room facilities and equipment and ensuring the room is immediately accessible 

· checking and restocking first aid room facilities

· managing first aid records and first aid occurrence book

· reporting any misuse or damage to first aid room faculties or equipment.

· managing designated first aid personnel

· providing assistance and information to designated first aid personnel

· reviewing and assessing the first aid requirements in their designated area.

· informing management when they will be taking extended leave or any other continuous period of leave which exceeds one week.

They must hold one of the following qualifications:

· Occupational First Aid Certificate

· Level 3 NSW Ambulance Officer

· Registered Nurse

· Medical practitioner

10.
Selection of first aid personnel

Designated First Aid Officers and Occupational First Aid Person positions will be advertised where required and be selected by the manager of the area. The selection process should consider the following:

Designated First Aid Officer

· a willingness to perform the role

· ability to be called away form their ordinary work at short notice

· be based and spend the majority of the work in their designated area

· ability to act calmly in an emergency

· have capacity to deal with injury or illness and maintain confidentiality

· ability to obtain and hold a Senior First Aid qualification.

Occupational First Aid Person

· ability to manage a team of designated first aid personnel

· ability to manage facilities and equipment of the first aid room

· ability to conduct audits and evaluate first aid equipment and personnel

· ability to obtain and hold Occupational First Aid qualifications

11.
Training

Where, in the performance of their duties, a staff member is required to hold a Senior First Aid Certificate or Occupational First Aid Certificate the staff member will be given the opportunity to undertake an appropriate training course during normal working hours (if available). The training must be supported by the relevant manager and funded from the relevant cost centre. Training must be provided by an accredited trainer.

12.
First aid allowances

In workplaces with more than 25 employees at any one time, employees employed under the Public Sector Employment and Management Act 2002 who are appointed first aid providers and who hold a current approved first aid certificate are entitled to receive a First Aid Allowance.

Managers and supervisors are to ensure that the necessary administrative arrangements are made to ensure the payment of this allowance. The allowance is subject to change and managers and supervisors are required to approve the correct entitlements.  For information on the First Aid Allowance, see Section 7-7 of the NSW Government Personnel handbook. 

13.
What information needs to be recorded

Information on documentation to be completed and retained is given in In Orders 2008/12, Notification of  work related injuries, illnesses, exposure and near misses, and In Orders 2004/7, Reporting work-related incidents to WorkCover NSW.

14.
Supply of first aid kits and replacement of items

Costs associated with the initial supply and maintenance of the first aid kits are to be met from the cost centres of the various Directorates, Branches or Sections. First aid kits are not supplied complete and should be made up from the items listed as required, depending on the workplace. All items included in the first aid kits are available from ESCAT.

Contact Officer:
Natalie Mitchell, Manager OHS Risk Management, (02) 9265 2800

File Reference:
CHO/03681

GENERAL

Transfer of stations from Regional South 3 to Regional South 2

From Friday 19 February 2010, 218 Station Batlow and 467 Station Tumut have transferred from Zone Regional South 3 to Zone Regional South 2.

Contact Officer:
Chief Superintendent Michael Ryan, Area Commander Regional South, (02) 6284 2150

File Reference:
CHO/05690

ADMINISTRATIVE AND TECHNICAL SUPPORT STAFF NOTICES

Vacancies

Mechanical Engineer, Grade IV, Structural Fire Safety Unit

Position No: 860061. Community Safety Directorate, Greenacre. Mechanical Engineer Grade IV. Permanent full-time. Salary package $110,402 pa, including salary ($95,304 - $100,048), employer’s contribution to superannuation and leave loading. 

Duties: To provide accurate analysis and advice on all aspects of mechanical engineering design and performance relating to building fire safety. Such advice is provided to industry, business, the public, government and NSWFB management and staff.

Selection criteria:  Degree in Mechanical Engineering with a minimum of three years relevant work experience. Demonstrated knowledge of engineering concepts and principles related to heating, ventilation and air-conditioning in buildings and infrastructure (tunnels etc) and hydraulic systems for fire suppression.   Understanding of fire engineering and its application to performance-based design, fire behaviour and its interaction with structures and installed safety systems.  Ability to apply and interpret relevant policies, procedures, legislation and standards, when developing advice and written recommendations.   Well developed analytical, conceptual, project management  and problem solving skills.  Sound relationship management, good oral and written communication, negotiating and influencing skills.  High level computer literacy together with practical use of various software applications. Awareness of current issues relating to building sustainability and their impacts on the design and operation of fire safety systems.

Inquiries:
Benjamin Hughes-Brown, (02) 9742 -7309, Benjamin.HughesBrown@fire.nsw.gov.au
Information packages:
May Levy, (02) 9742 7455, may.levy@fire.nsw.gov.au
Applications to:
HR Manager Logistics Support, NSW Fire Brigades, 
Locked Bag 13, Greenacre NSW 2190 or Greenacre.recruitment@fire.nsw.gov.au
Closing date:
5 March 2010

Manager OHS Risk Management Grade 9/10

Position No: 740202.  Head Office. Temporary part-time. Total remuneration package valued at $104,153 including salary ($85,650 - $94,384), employer’s contribution to superannuation and leave loading. 

Duties: The Manager OHS Risk Management leads and directs the OHS advisors, and supports the managers and staff in the Brigades’ Directorates, to meet current and emerging OHS requirements.

Selection criteria:  Demonstrated experience and skills in providing OHS services and advice to managers to assist them to manage OHS risks and implement OHS policies and procedures. Ability and experience in leading and managing a small team of OHS professionals, preferably in a complex, multi-site organisation. High level knowledge of NSW OHS legislation, policies and practice, and ability to apply this knowledge to the practical resolution of OHS issues. Well developed oral communication and interpersonal skills, with the ability to liaise and negotiate effectively at all levels, and to build and maintain effective networks, to achieve positive outcomes. Sound skills and experience in preparation and presentation of complex reports, submissions, briefing notes and correspondence. Good project management skills with the ability to manage multiple OHS issues simultaneously, with competing priorities and a high workload. Post-graduate qualifications related to occupational health and safety or equivalent training or experience would be preferable. 
Note:  This is a temporary position under Section 27 or Section 86 of the Public Sector Employment and Management Act 2002 for a period of up to 2 years, 3 days per week (Wednesday, Thursday, Friday).
Inquiries:
Superintendent Paul Bailey, (02) 9265 2829, paul.bailey@fire.nsw.gov.au
Information packages: 
Lee Barlow, (02) 9265 2936, lee.barlow@fire.nsw.gov.au
Applications to:
Personnel Services Coordinator, NSW Fire Brigades, PO Box A249, Sydney South NSW 1232, kerry.brown@fire.nsw.gov.au, or online at www.jobs.nsw.gov.au.  Electronic applications must be MS Word compatible

Closing date:
5 March 2010

PERMANENT FIREFIGHTERS NOTICES

Vacancies

Zone Commander Metropolitan North 3

Applications are invited from officers holding the rank of Superintendent or Inspector for the position of Zone Commander Metropolitan North 3 at Maitland.

An information package should be obtained before submitting an application. Applications must address all the selection criteria.

The successful applicant may apply for the conditions in Clause 29 of the Crown Employees (NSW Fire Brigades Permanent Firefighting Staff) Award 2008. Contact the Manager Operational Personnel for enquiries on Award conditions and any entitlement.

Inquiries:
Chief Superintendent Bob Murray, Area Commander Metropolitan North, (02) 4927 2500

Information packages:
Deborah Gorman or Felicity Harnden, Zone Administrative Officers, (02) 4933 6197

Applications to:
Manager Operational Personnel, NSW Fire Brigades, 
PO Box A249, Sydney South NSW 1232

Closing date:
6 April 2010

File reference:
CHO/04299

Senior Instructor, Regional South 3
Applications are invited from operational personnel for the position of Senior Instructor Country, Regional South 3, Operational Support Level 2 at Wagga Wagga. 

An information package should be obtained before submitting an application. 

Applicants must address all the selection criteria. 

Inquiries:
Manager Regional Training, (02) 9895 4638

Information packages:
Alexandra Broder, (02) 9318 4399

Applications to:
Manager Operational Personnel, NSW Fire Brigades,
 PO Box A249, Sydney South NSW 1232

Closing date:
6 April 2010

File reference:
NFB/00708

Appointments

The following appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  In some cases the maximum salary of the position may exceed the limit under which an appeal may be made to GREAT.  The 21 day period for appeal commences on the date of this In Order.

	Position


	No.
	Name
	Date of Decision

	Chief Superintendent 
	6081
	R McNeil
	10.02.10

	Assistant Director Lessons Learned Centre 
	6201
	G Adams
	05.02.10

	Operational Safety Coordinator, OS3
	7421
	L Unsworth
	08.02.10

	Senior Instructor Rescue, OS2
	6327
	E Melinz
	28.01.10

	Senior Instructor Rescue, OS2
	8916
	J Stokes
	28.01.10


Promotions

Superintendent to Chief Superintendent

6081
R McNeil
10 February 2010

6201
G Adams
5 February 2010

Firefighter Level 2 to Qualified Firefighter

9168
M Gates
8 December 2009

Firefighter Level 1 to Firefighter Level 2
15 February 2010

9316
R Gander

9317
B Bienell

9318
S Francis

9319
A Tonkih

9320
J Futcher

9321
B Baker

9322
B Ingle

9323
B Morgan

9325
R Alexander

9326
A Vale

9327
D Weekes

9328
T Kaehne

9329
A Howard

9330
D Ashton

9331
C Barratt

Retirements

6138
Senior Firefighter
T Webley
11 February 2010

6389
Station Officer
L McCabe
11 February 2010

Resignation

6666
Station Officer
A Hassell
19 February 2010

RETAINED FIREFIGHTERS NOTICES

New members appointed to Brigades

470027
B Jackson
Toukley
29 January 2010

900536
P Carey
Coraki
29 January 2010

900538
M Schliebs
Lithgow
4 February 2010

900539
S Sumner
Murwillumbah
5 February 2010

900540
M Morris
Bangalow
8 February 2010

900544
R Kilarney
Murwillumbah
10 February 2010

900545
H Johnson
Murwillumbah
10 February 2010

900546
R Freeman
Grafton
10 February 2010

900547
S Fletcher
Grafton
10 February 2010

900548
A Walker
Bangalow
10 February 2010

900549
L Allen
Parkes
12 February 2010

900550
W Ervin
Lake Cargelligo
15 February 2010

900554
M Redfern
Wellington
16 February 2010

Appointed to Ranks

521294
RetF L Tippett
Dunheved
Deputy Captain
22 January 2010

520466
RetF M Brooker
Goulburn
Deputy Captain
29 January 2010

254067
RetF M Cronin
Cessnock
Deputy Captain
5 February 2010

336008
RetF V Pearson
Jerilderie
Deputy Captain
10 February 2010

482022
RetF B Dunstan
West Tamworth
Deputy Captain
16 February 2010

These appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  The 21 day period for appeal commences from the date of this In Order.

Appointed as Engine Keeper

521895
RetF A Lewis
Swansea
1 February 2010

These appointments are subject to the provisions of the Government and Related Employees Appeal Tribunal Act 1980.  The 21 day period for appeal commences from the date of this In Order.

Transfers

522090
RetF R Creed
Grafton       to
South Grafton
3 January 2010

521383
RetF L Hughes
Gulgong
Kelso
20 January 2010

522313
RetF D Gray
Moree
Coffs Harbour
3 February 2010

521373
RetF P Thring
Denman
Muswellbrook
16 February 2010

Resignations

521692
RetF D Lewis
Doyalson
31 March 2009

499025
DCapt R Tait
West Wyalong
7 January 2010

521164
RetF S Davenport
Picton
10 January 2010

900245
RetF S Tully
Mittagong
12 January 2010

521611
RetF T Spencer
Windsor
14 January 2010

341005
RetF C Crotty
Saratoga
19 January 2010

521721
RetF J Adams
Bellbird
29 January 2010

522054
RetF S Taylor
Kearley
29 January 2010

282011
DCapt  P Saxby
Dungog
31 January 2010

081025
RetF J Bongiorno
Windsor
1 February 2010

Retirements

262007
RetF B Holden
Coolamon
24 December 2009

Transferred to Honorary List

262007
RetF B Holden
Coolamon
25 December 2009

499025
DCapt R Tait
West Wyalong
8 January 2010

282011
DCapt  P Saxby
Dungog
1 February 2010

081025
RetF J Bongiorno
Windsor
2 February 2010


Greg Mullins AFSM


Commissioner


19 February 2010
19 February 2010
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