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REQUEST FOR FIRST-AID SUPPLIES

Fax your request to Student Service Office @ 6468-7962

	No
	Item
	Purpose
	Units required
	Delivery

Location/

Remarks

	1. 
	Individually wrapped sterile adhesive dressings in box of 100
	For dressing of minor wounds
	box
	

	2. 
	5cm x 4.5m Cotton Crepe Bandage
	To bandage sprained areas
	pc
	

	3. 
	10cm x 4.5m Cotton Crepe Bandage
	To bandage sprained areas
	pc
	

	4. 
	Absorbent Gauze 7.5 x 7.5 cm in packs of 4
	To cover large wounds
	pack
	

	5. 
	Adhesive Hypoallergenic Tape Roll 1.25cm 
	To hold dressing in place
	roll
	

	6. 
	90cm x 127 cm Triangular Bandage
	To support injured arm
	pc
	

	7. 
	5" Stainless Steel Bandage Scissors
	To cut gauze and bandages
	pair
	

	8. 
	Safety pin in assorted sizes in set of 12 pieces
	To hold ends of bandage together
	set
	

	9. 
	Disposable Exam Gloves Size:L (100pcs/box)
	First Aiders to put on before dressing
	box
	

	10. 
	Eye Shield (Plastic- Sterile, Single Use)
	For protection of the eye
	pc
	

	11. 
	Eye Pad (EO Sterile, Single Use)
	For protection of the eye
	pc
	

	12. 
	Resuscitation 1-way Mask
	Use for cardio-pulmonary resuscitation
	pc
	

	13. 
	Sterile Water in 20ml Vial
	To rinse wounds or as eye wash
	vial
	

	14. 
	Torch Light 
	To check eyes or injured response to light
	pc
	

	15. 
	Plastic First Aid Boxes 40x30x12cm WxHxD Colour: White
	To store First Aid items
	pc
	


	Name:
	
	Designation:
	

	
	
	
	
	
	

	Sch/Div/Dept:
	
	Extn:
	
	Email:
	@np.edu.sg


PROCEDURE FOR REPLENISHING FIRST-AID SUPPLIES

1. A contract has been awarded to a Term Contractor for the supply and delivery of first-aid items to Ngee Ann Polytechnic on yearly basis from Jan-Dec.
2. To apply for replenishment of first-aid supplies, the Departments/Schools/Divisions must raise a request using the Request for First-Aid Supplies (NP/SS/06/2008) form. The form should be submitted to Student Services Office via fax at 6468 7962. A consolidated request (preferred) within the Department/School/Division can be raised as and when required. 

3. The requester must indicate the number of items required on the form, location of delivery and remarks if any. Not all items on the list need to be ordered. Please note that small orders may take a longer period to be delivered as we will be consolidating smaller orders. 

4. Upon receiving the request, Student Services Office will raise a purchase requisition for requested items. The vendor would be informed of the order and the location of the delivery. The items would be delivered to the Department/School/Division in about two weeks after receipt of the request, depending on availability of stocks at our Term Contractor.
	IMPORTANT: Please note that the items listed in the Request for First-Aid Supplies are those that should be kept in the First-Aid Box (Refer to Contents of First-Aid Box from MOM’s “A Guide to the Workplace Safety and Health (First-Aid) Regulations”). No other items should be kept in the First- Aid Box.
You can also check for more details like minimum contents and etc at Lotus Notes>Staff Intranet>Information>Safety-WSH Committee


NP/SS/06/2007


