

First Aid Planning Tool

Answer the following questions: 

	Work activities
	What type of work is performed? List the work activities that may cause injury.

	
	

	
	List the types of injury or illness likely to be experienced

	
	

	
	What types of hazards are there at the workplace?

	
	

	People at the place of work
	How many employees/workers or other persons are generally on-site?

	
	

	
	What is their distribution? [eg  one or more locations]

	
	

	
	Do any employees/workers have special needs?

	
	If yes, list: 

	The workplace 
	What is the size of the workplace?  

	
	

	
	What is the layout of the work place? (eg single level/multiple buildings)

	
	

	Workers working away from the workplace
	Do you have employees/workers who work away from the work premises?

	
	If yes, how many? And in how many locations? 




	Past experience 
	Is there a current first aid plan and does it work? 

	
	

	Recommendations
	



Use the answers to determine needs and check the legal requirements for your State/Territory to ensure you meet minimum requirements.
Return Completed form to: [Insert Position (e.g. CEO/Director/Owner)]
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FIRST AID CHECKLIST

An overview

This First Aid Checklist Template will enable you to identify the first aid needs for your business. Complete
the questions and measure the responses against the requirements in your State or Territory. This
information is available from the website of your local regulator e.g WorkCover.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





