The following extracts from the department’s First aid template illustrate how concussion responses can be incorporated into mandatory workplace first aid plans. 

Steps 1 and 2: Identify and assess hazards or potential causes of workplace injury or illness 
When completing these steps, consider information about past incidents, injuries/illnesses, and health needs of staff, visitors and students.
Add more rows as required.   
	Identify and list hazards and other potential sources of injury or illness. 
	How the hazard could cause harm, injury or illness. 
	Potential severity and likelihood of the injury risk by the hazard. 
	Strategies to be put in place to mitigate the risk 

	(e.g., playground equipment, electrical items, chemicals, biological hazards, sources of potential infection)
	(e.g. cuts and abrasions, accidents requiring emergency services e.g. fractures or other injuries)
	(refer to the Health, Safety and Staff Wellbeing Risk Management Procedure for help with assessing potential injury risks with reference to the department’s Risk Rating Matrix)
	(refer to the Health, Safety and Staff Wellbeing Risk Management Procedure to help with determining the appropriate mitigation response, e.g., to eliminate, reduce or monitor the hazard).

	Poles in playground and walkways, sporting equipment, playground equipment, furniture and collisions with other students. 
	Concussion 
	Medium 6
	Concussion management tool
communicated to all staff and available in
playground first aid bag/kit. Staff familiar
with and understand incident notification
and response procedure for serious injury.


Step 3 – First aid arrangements required in the workplace		
	Key points
	List key points and actions required
	Responsibility
	Due date / frequency

	List staff training requirements and schedule annual practical or online training 
(Including CPR, anaphylaxis, e-Emergency Care, 
e-Administration of Medication and other training relevant to site specific risks).
	All staff should be familiar with the Concussion management tool (PDF 93KB).
All staff encouraged to complete School Sport Unit – Recognising and responding to concussion e-learning course. 
	
	

	Identify first aid room requirements 
(Consider location, accessibility, equipment, signage and maintenance, refer to checklist of 
first aid facilities).
	Copy of Concussion management tool (PDF 93KB) available in school first aid kits and displayed in first aid room. 
	
	


Reporting and documentation
	Key points
	List key points and actions required
	Responsibility
	Due date / frequency

	Describe steps the workplace will take to:
· Report incidents and injuries.
· Maintain Register of Injuries.
· Record first aid treatment.
· Other?

	For suspected concussions, use the Suspected concussion follow up care (PDF 74KB) form as an additional record. 
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