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Relevant budget authority for Element 
reviews/approves

Relevant budget authority for Element 
reviews/approves

Staff member emails approved form to 
healthandsafety@griffith.edu.au

 Health & Safety Consultant 
reviews/approves 

 Health & Safety Consultant 
reviews/approves 

Is a FAO required in 

this work location?

FAO details are recorded in the First Aid 
Register & staff member advised of the 

outcome

FAO details are recorded in the First Aid 
Register & staff member advised of the 

outcome

Staff member enrols & completes Training 
with External Provider

(Preferred Suppliers List)

Staff member enrols & completes Training 
with External Provider

(Preferred Suppliers List)

Staff member
1.  submits request to update the staff directory 

identifying them as a FAO (How-to-guide)

Staff member
1.  submits request to update the staff directory 

identifying them as a FAO (How-to-guide)

Staff member completes the Request for 
Payment of First Aid Allowance  and 

forwards to the Payroll Services Team 
payroll@griffith.edu.au

Staff member completes the Request for 
Payment of First Aid Allowance  and 

forwards to the Payroll Services Team 
payroll@griffith.edu.au

Staff Member
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Health & 
Safety

Staff Member

6

7

8

Staff Member

Payroll 
Services

1. Update FAO Register
2. Email Template – First Aid Officer 
Nomination approved

Include an electronic copy of the 
certification of qualification

(Note: not eligible if receiving Fire 
Warden allowance)

Staff Member

Annually staff member must:
1. Complete CPR training
2. Submit a request to the Payroll Team to pay First Aid allowance

NOTE

Payroll Services Team:
 1.  sets up payment of the First Aid allowance in the 

staff members payroll record (annual)

Payroll Services Team:
 1.  sets up payment of the First Aid allowance in the 

staff members payroll record (annual)
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Email advice sent

2.  records certification in Gsafe 2.  records certification in Gsafe 

https://www.griffith.edu.au/__data/assets/word_doc/0029/318647/FAO-Nomination-Form-15.01.17-1.docx
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hrandsafety@griffith.edu.au
hrandsafety@griffith.edu.au
hrandsafety@griffith.edu.au
hrandsafety@griffith.edu.au
https://griffitheduau.sharepoint.com/:x:/r/sites/hsw/_layouts/15/Doc.aspx?sourcedoc=%7B796EF6D9-BE09-4BA9-9E23-41B127C64D84%7D&file=FAO%20Register%20MASTER.xlsx&action=default&mobileredirect=true
https://griffitheduau.sharepoint.com/:x:/r/sites/hsw/_layouts/15/Doc.aspx?sourcedoc=%7B796EF6D9-BE09-4BA9-9E23-41B127C64D84%7D&file=FAO%20Register%20MASTER.xlsx&action=default&mobileredirect=true
https://www.griffith.edu.au/health-safety-wellbeing/first-aid
https://www.griffith.edu.au/health-safety-wellbeing/first-aid
https://intranet.secure.griffith.edu.au/__data/assets/pdf_file/0028/1326178/How-to-update-My-Staff-Directory-Profile.pdf
https://intranet.secure.griffith.edu.au/__data/assets/pdf_file/0028/1326178/How-to-update-My-Staff-Directory-Profile.pdf
https://www.griffith.edu.au/__data/assets/word_doc/0028/488440/Request-for-Payment-of-First-Aid-Allowance-Form_2018-4.docx
https://www.griffith.edu.au/__data/assets/word_doc/0028/488440/Request-for-Payment-of-First-Aid-Allowance-Form_2018-4.docx
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https://www.griffith.edu.au/__data/assets/pdf_file/0017/1202804/QRG_1_Applicant_Maintaining_Training_Certifications.pdf
https://www.griffith.edu.au/__data/assets/pdf_file/0017/1202804/QRG_1_Applicant_Maintaining_Training_Certifications.pdf
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