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	                            Medical Emergency and First Aid Management Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

This procedure ensures a clear, consistent, and effective response system is in place for managing all medical situations—including injuries, burns, falls, or work-related illnesses—that may occur at any SMSA facility. It also addresses the provision, maintenance, and use of First Aid kits.

2. Scope

This procedure applies to all SMSA locations and is applicable to:

· Employees

· Contractors and vendors

· Visitors

· Any individual present at SMSA facilities

3. Responsibilities

Facility Manager
· Ensures the procedure is communicated and operationally supported at each location.

· Ensures First Aid kits are maintained in appropriate and accessible areas.

Safety and Security Executive / Location Manager
· Maintains First Aid kits and ensures documentation of accidents, near-misses, and illnesses.

· Summons medical assistance in serious situations.

Management Representative / Coordinator and EHS Committee
· Oversees implementation and compliance with this procedure.

· Ensures response coordination.

All SMSA Staff
· Expected to follow the procedure.

· Must report incidents immediately and assist as needed.

Trained First Aiders
· Provide immediate care.

· A certified first aider is designated at every site with a ratio of 1:50.

· The list of certified first aiders must be posted on the notice board at each facility.

4. First Aid Supplies Management

· Each SMSA office must maintain one or more First Aid kits located where they are easily accessible.

· Stretchers may be available in some locations.

· The Safety and Security Executive or delegated manager is responsible for periodic checks and restocking.

· First Aid kits must comply with the applicable local labor law requirements for workplace first aid standards. Refer to: First Aid Kit Contents List – GUIDE# 2724 for guidance aligned with regulatory expectations.

5. Reporting and Requesting Assistance

· Secure the area.

· Call 911 immediately (or local emergency number if outside KSA).

· Notify the Facility Manager or Management Representative / Coordinator.

· Provide the following:

· Your name and contact number

· Exact location

· Type/severity of medical issue

· Hazard presence (chemical, fire, etc.)

· Safest route to the scene

· Do not leave the injured person unless absolutely necessary.

6. Securing the Area

· Use appropriate Personal Protective Equipment (PPE).

· Shut down any machinery, belts, or power sources involved.

· Ventilate spaces as needed.

· Relocate the injured person if they are in further danger.

· In chemical exposure:

· Move to fresh air

· Remove contaminated clothing

· Rinse affected area with water for 15 minutes

7. Immediate Action and First Aid

· Call others for help.

· Check for trained first aiders or CPR-qualified staff.

· Begin CPR or First Aid only if qualified.

· Do not move the person unless required to prevent further harm.

8. Records and Documentation

All medical situations must be documented.

· Complete Incident Report Form – GUIDE# 2712
· Submit as per Incident, Emergency Preparedness & Response Procedure – GUIDE# 2623
· Retain documents per Control of Records Procedure – GUIDE# 2604
· Conduct root cause analysis

· Apply Corrective and Preventive Actions (CAPA) - GUIDE# 2606
· Consider issuing “Lessons Learned” within SMSA for awareness 

9. Training and Awareness

· Maintain a certified first aider list per site.

· Conduct refresher training as needed.

· Emergency simulations and drills must be held periodically.

10. Related Documents

	Document Title
	Reference Number

	Incident, Emergency Preparedness & Response Procedure
	GUIDE# 2623

	Incident Report Form
	GUIDE# 2712

	Control of Records and Documents Procedure
	GUIDE# 2604

	Fire Safety Management Procedure
	DOC# 2616
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