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PROVISIONS OF FIRST AID 

Annual First Aid Assessments 

WorksafeBC requires that all District locations have appropriate levels of first aid attendants, supplies and equipment. The 
level of first aid that is required at each location is determined by conducting a First Aid Assessment which is based on a 
location’s hazard rating (low, moderate, high), the distance from a hospital (less than or greater than 20 minutes travel) 
and the number of employees on site at any given time (as per the table below). The table below applies to all District 
sites as they are within 20 minutes of a hospital and all schools are considered a LOW hazard rating.  

Schedule 3-A Minimum Levels of First Aid 
 
 
 
 
 
 

To summarize, an occupational first aid attendant (OFA) with level 1 certification is required on site at locations with more 
than 10 and less than 51 employees on shift at any given time. An OFA level 2 certification is required on site at any 
location with more than 50 employees on shift at any given time and at the District Facilities, Maintenance  and 
Transportation location (moderate risk level).  

Site Specific First Aid Procedures 

Each worksite must have up-to-date written procedures for providing first aid and summoning the designated first aid 
attendant in the event of an injury/illness. These procedures must be known to all staff and posted at each site. The 
following points must be included in the procedures: 

 The equipment, supplies, facilities, first aid attendants (including who is designated) and services available, 

 The location of, and how to call for, first aid, 

 Location of the first aid supplies 

 How the first aid attendant is to respond to a call for first aid, 

 The authority of the first aid attendant over the treatment of injured workers and the responsibility of the employer 
to report injuries to the Board, 

 Who is to call for transportation for the injured worker, and the method of transportation and calling, and 

 Prearranged routes in and out of the workplace and to medical treatment. 

 Who at the site can call 9-1-1 for assistance and procedure for doing so 

 Who will designate a person to meet the emergency responders to guide them to the injured person 

 That staff are to report all injuries/occupational illnesses to a first aid attendant. 
 

NOTE: By WorkSafeBC Regulation, Occupational First Aid Attendants are in charge of the treatment of injured staff and 
their decision on the need for transport, method of transport and/or additional treatment cannot be overruled by a 
supervisor. 

Response Protocol for Serious Injuries 

In the event that a worker sustains a serious injury, the Administrator/Manager must immediately be notified and contact 
the District Health and Safety Manager. The District Health and Safety Manager will advise WorkSafeBC and R.C.M.P, if 
the incident results in a fatality. 

Do not disturb the scene until cleared to do so by WorkSafeBC or R.C.M.P, as applicable except to: 

 Attend to persons injured or killed 

 Prevent further injuries or death 

 Protect property that is endangered as result of the accident 

Number of workers Level of OFA Equipment First Aid Facility 

2-10 None Basic First Aid Kit  
11-50 Level 1 Level 1 First Aid Kit  

51-100 Level 2 Level 2 First Aid Kit Dressing Station 
100 or more Level 2 Level 2 First Aid Kit First Aid Room 
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Summary of Responsibilities  

Administrators/Site Managers must ensure: 

 First Aid assessments have been completed for their site 

 Requests for training are approved when required 

 First Aid Procedures- Template is customized, communicated, posted and updated annually for their site 
 There are a minimum of two attendants with valid Occupational First Aid (OFA) Certificates for the level 

appropriate for their school (OFA level 1 or OFA level 2) based on their current first aid assessment 

 First Aid facilities are kept clean and adequately supplied 

 First Aid Kits are in their designated location are portable and are adequately stocked and maintained 

 First Aid Forms are completed and forwarded to the District Health and Safety Department, as well as the incident 
is investigated and corrective action taken (these records must be kept for a minimum of 3 years) 

 Staff are adequately instructed on how to obtain first aid 

Workers must ensure: 

 They know how to obtain first aid and are familiar with the site’s First Aid Procedures 

 They report all and any workplace injury/illness to the First Aid Attendant on duty and to their 
Administrator/Manager 

 They participate in the incident investigation and complete any other documentation as required 

First Aid Attendant must: 

 Promptly provide injured workers with a level of care within the scope of the attendant's training 

 Objectively record observed or reported signs and symptoms of injuries and exposures to contaminants in the 
workplace 

 Refer for medical treatment workers with injuries considered by the first aid attendant as being serious or beyond 
the scope of the attendant's training 

 Be physically and mentally capable of safely and effectively performing the required duties 

 Be responsible, and have full authority, for all first aid treatment of an injured worker until responsibility for 
treatment is accepted at a place of medical treatment, by an ambulance service or by a person with higher or 
equivalent first aid certification. 

 Maintain a valid First Aid certificate 

 Following routine precautions and the requirements of the Exposure Control Plan- First Aid Attendants 
 
NOTE: The first aid attendant does not have authority to overrule a worker's decision to seek medical treatment or the 
worker's choice of medical treatment. 

Administrator/Site Manager Responsibilities 

The Administrator or Site Manager will be responsible for conducting an Annual First Aid Assessment each September (in 
consultation with the Site JHSC) to determine what first aid coverage is needed at their facility and to ensure that first aid 
attendants are trained and certified to the level appropriate to the workplace based on, Schedule 3-A Minimum Levels of 
First Aid located in the table above. NOTE: Do not use a total staff count for your assessment as part time employee 
counts are partial and afternoon shift and itinerant employees are not included in the count. To assist schools with 
conducting annual first aid assessments, a First Aid Assessment form is available on StafffNet under Occupational Health 
and Safety that will calculate the OFA level you need by entering in your staff counts.  

Administrators must ensure that they update their First Aid assessment if there are staffing/worksite changes that will 
affect the level of first aid provisions required. Copies of the site’s First Aid assessment must be available at the site, 
preferably posted on the H&S bulletin board. 

The Administrator or Site Manager will be responsible for ensuring procedures and resources are available to provide 
prompt, accessible and appropriate first aid to workers. Each site will need a minimum of 2 certified Occupational First Aid 
Attendants (OFAA); one of the first aid attendants at your school will be the “designated” first aid attendant who will be the 
first one called in the event of a staff injury. The other OFAA will serve as back up attendants to cover vacation/absences. 
The designated attendant can rotate through the qualified staff, but must be known to staff. The Administrator or Site 
Manager will also be responsible for assigning their designated first aid attendant(s) at the beginning of each school year.  
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Administration/Management is responsible for selecting suitable candidates for OFAA training and must ensure that a 
person who is selected to be a first aid attendant is at least 16 years old, has successfully completed the first aid training 
course or first aid examination, has a first aid certificate in good standing at the required level and meets any other 
requirements determined by the Board. Administrators/Site Managers are to ensure that their designated and back up 
OFAs obtain or maintain a valid OFA certificate by enrolling them into an OFAA course prior to their certificate expiry date 
or their assignment as a designate or back up OFAA. The designated and back up first aid attendant’s certification must 
be sent to the District Health and Safety Department and a copy posted in the First Aid Room or Health and Safety bulletin 
board.   

Occupational First Aid Attendant Selection Process  

First aid attendant candidates must be selected and approved by Administration/Site Manager and are selected based on 
ability and availability; eligible candidates are to be full time employees that are physically and mentally capable of safely 
and effectively performing the required duties. An Administrator, Site Manager or Supervisor must not assign, and the first 
aid attendant must not undertake, employment activities that will interfere with the attendant's ability to receive and respond 
to a request for first aid. 

Education and Training 

Administrators and Managers will ensure that workers are made aware of first aid services available at their site, through 
site orientations, signage, posted procedures, in-services, and other means as identified. All first aid attendants will be 
certified through a WorkSafeBC recognized training agency and will be educated on specific site procedures by their 
Administrators/Manager. First Aid Certificates that are acceptable as equivalents to the Occupation First Aid Level 1 & 2 
can also be found on the WorkSafeBC web site under Certificates Accepted in BC Workplaces.  

WorkSafeBC Recognizes three levels of Occupational First Aid training: 

 

 Level One- 7-hour course required in schools with low hazard, within 20 minutes of a hospital with 11-50 Staff 

 Level Two- 36- hour course required in schools with low hazard, within 20 minutes of a hospital with 51+ Staff 

 Level Three- Not required in Langley School District Schools as all of our schools fall within the previous two 
categories. 

 

All certificates and endorsements are valid for three (3) years. Level 2 attendants may take a refresher course during the 
three year certification cycle to maintain knowledge and skills. 

First Aid attendants will be educated on Bio-hazardous exposure control as outlined in the Exposure control Plan- First Aid 
attendants. They are also required to review Chapter 5,  Section 506 “Blood Borne Pathogens” and 505 Communicable 
Diseases” in this manual. 

Backup First Aid Attendants 

First Aid Attendants whose training and/or certification is paid for by School District 35 will be considered appointed first 
aid attendants and are expected to fulfill first aid attendant responsibilities as set out in Section 3.21 of the OHSR, 
regardless of whether they are assigned as the designated on-duty First Aid Attendant on site. 

First Aid Kits 

Appropriate level of First aid kit will be available at each site and must be inspected and maintained with adequate levels 
of supplies by the Designated First aid attendant. Kits should be inspected on a monthly basis, at a minimum. 

Recommended first aid kit content/facility requirements can be found at WorkSafeBC under First Aid Kits: Recommended 
Minimum Contents. 

Personal Protective Equipment 

First aid attendants will wear all required Personal Protective Equipment, including, but not limited to nitrile/latex gloves 
and resuscitator masks. 
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Medical Aid 

First Aid attendants will assess and treat patients with their scope of knowledge and training and will refer injured workers 
beyond this scope to seek medical attention. First Aid attendants will arrange for transportation to a medical clinic or 
hospital when necessary. Contact information for the Hospital and nearby clinics will be identified in the site’s First Aid 
Procedures. The District is responsible for providing transportation to injured workers to medical aid when required. 
Emergencies will be directed to Langley Memorial Hospital or an ambulance will be called based on the recommendations 
of the First Aid attendant. NOTE: The Langley School district will be billed for the ambulance for work-related incidents. 
This cost is not covered by WorkSafeBC. 

Medications 

First Aid kits and rooms must not contain any prescription medications. Non-prescription drugs such as Tylenol, Advil, anti-
inflammatories or anti-histamines must be kept under the control of the attendant and used in accordance with the drug 
manufactures recommendations or specific instructions from a qualified Health Care Professional. 

 

Prior to attendant administering a non-prescription drug, where there are no specific instructions from a Health Care 
Professional the first aid attendant must: 

 Know what the side effects, contra-indications and indications for use listed by the manufacture (especially when 
medication can cause drowsiness or interfere with the workers ability to safely perform their duties 

 Inform the worker of the above information 

 Obtain a history of events leading up to the worker requesting the medication\ 

 Determine if the worker is currently taking any medication and whether it is appropriate to administer additional 
medication 

 Not administer drugs that are passed their expiry date 

 Record the administration of drugs on the First Aid record form 

 Not administer drugs if it is likely that 9-1-1 will be called unless, call taker advises you to do so 
 
 
 
 


