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MEMO

TO:
____________________________________________________

FROM:



DATE:



SUBJECT:


Recently we had an incident in the kitchen that may have been avoided if staff had a better knowledge of our policy and procedures regarding workplace health and safety issues. Below is a copy from the OPPM of the safety procedures all staff should know and use in an emergency. Please familiarize yourself with these.
Fire
Minimise injury and risk to all staff

1.1. Alert others and notify security.

1.2. It is not necessary to notify the fire brigade; this will occur automatically when the alarm sounds.

1.3. If the fire is small and localised, and you have been trained to use a fire extinguisher, use the fire extinguisher to put out the fire.

1.4. If the fire cannot be controlled and evacuation is necessary, staff must proceed to the nearest fire exit displayed on the map in their area.

1.5. Ensure stairways and emergency exits are not blocked.

1.6. Do not use the lift.

1.7. Assemble in the designated area so that a head count can be made.

1.8. Undertake training in the use of fire extinguishers when it is offered.

1.9. Participate in fire drills and emergency evacuation procedures when drills occur.
First Aid and Medical Emergency

Prior to first aid treatment being given


1.1
Undergo training in first aid when it is offered.

1.2
Know who the first aid officer is in your department. The telephone list 


identifies first aid officers in each department.

1.3
Ensure you have been introduced to the first aid officer in your department so you know what he/she looks like when you need to find them in an emergency.

1.4
Ensure you know the location of the first aid kit on each floor.


1.5
Look through the first aid kit so that you are aware of its contents.

2.
When first aid is required


2.1
Obtain the first aid kit.

2.2
Apply basic first aid only if you are trained.

2.3
Contact a trained first aid officer where possible, to apply first aid in the event of injury.  

2.4
Dial 000 and contact the ambulance if required.

2.5
Clearly give your name, the address at which the ambulance is required and a brief description of the emergency/accident/injury(ies)

3.
Applying emergency first aid
3.1
If the person is unconscious, check his/her airway, breathing and circulation and turn the person on his/her side.

3.2
If you are trained, commence cardiopulmonary resuscitation (CPR) if it is needed.

3.3
Delegate someone to contact the first aid officer if you are not trained in CPR. 

3.4
If the person is conscious, reassure him/her.

3.5
Do not move the person if you suspect spinal injury.
3.6
Assist the ambulance officers as directed.
4.
After first aid treatment

4.1 Complete the Accident/incident/medical emergency report form and give to the workplace health and safety officer. A completed sample form is provided below.

Accidents and Incidents

1.
Accidents and incidents must be reported


1.1
If you are involved in an accident or incident or you witness an accident or incident, you must complete the Accident/incident/medical emergency form and give the form to the workplace health and safety officer so the incident can be investigated by the officer.  A sample completed form is shown 
below.
1.2
If necessary, the WHSO will report the accident to WorkCover Queensland for purposes of compensation.


1.3
Both the injured person and the witness are to keep copies of the form.

2.
Injuries and first aid treatment must be registered

2.1
Obtain the register of injuries and the register of first aid treatment from your supervisor.  These registers record details on the injured person, a brief description of the injury, first aid treatment given and by whom etc.  They are a permanent record kept for legal purposes.
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