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_First Aid Policies and Procedures
The Hazard — First Aid

First aid is the immediate treatment or care given to a person suffering from an injury or illness and,
in extreme cases, a quick first aid response could mean the difference between life and death.

In many cases first aid can reduce the severity of the injury or illness, as quick and competent
first aid calms the injured person and reduces unnecessary stress and anxiety. By law every
workplace is required to provide appropriate first aid facilities.

Sidrah Gardens School’s Policy

The Sidrah Gardens School (the School) is committed to providing a safe, supportive and responsive
environment by ensuring effective first aid arrangements are in place for all students during school
hours and at school-sanctioned activities.

Our approach to first aid provision at the school is informed by the size, location and nature of our
school; the number and composition of staff and students; and the hazards identified through our OHS
Program. It addresses the likely first aid needs of our community, including treatment of minor injuries
through to integration of medical emergencies such as fractures, shock, burns and cardiac arrest.

To uphold our duty of care, the school will maintain trained first aid personnel, accessible and well-
equipped first aid room, secure medication handling, and clear incident response and reporting
procedures. We will safeguard the privacy and medical information of students at all times.

The school will regularly review and update this policy and its associated procedures to ensure they
remain aligned with our operational environment, emerging risks and the types of injuries or medical
situations that occur. Through this ongoing commitment, we aim to ensure a consistent, whole-school
approach to first aid management that prioritises the health, safety and wellbeing of every student.

Implementation

This Policy is implemented through a coordinated set of practices and procedures designed to ensure
the effective provision of first aid across the school.

These include:

e Staff training and supervision - Sidrah Gardens school must ensure there are sufficient first aid
trained staff on site and for off-site school activities based on a risk assessment which considers
the student numbers and their needs. We require all staff members to hold accredited first aid
qualifications.

e Maintaining a fully equipped First Aid Room, along with adequate first aid kits in key locations
and portable kits for excursions, camps and off-site activities.

o Clear communication of first aid roles, procedures and responsibilities to staff, students and
parents/guardians.




First Aid Personnel

Effective incident reporting and escalation, with timely notification to parents/guardians
whenever first aid is provided—especially in cases such as head injuries, allergic reactions,
suspected sprains or fractures, or illnesses requiring early collection.

Activation of emergency medical responses, including ambulance services when required, and
prompt communication with parents/guardians.

Maintenance and secure management of personal medical information, ensuring student and
staff privacy is always protected.

Maintenance of accurate medical records, including documentation of first aid treatment,
student medical plans and emergency contacts.

Appropriate signage to ensure the visibility and accessibility of first aid locations, emergency
equipment and procedures.

Regular review and continual improvement of first aid policies and procedures—particularly
following significant medical incidents—to ensure compliance with Ministerial Order 706 and
other relevant health and safety legislation.

Updating the Emergency Management Plan to include a current list of staff with first aid
qualifications and school’s anaphylaxis supervisors.

Implementation of corrective actions where incidents or reviews identify opportunities for
improvement.

At Sidrah Gardens School all our staff are first aid trained.

First Aid Kit

Sidrah Gardens School first aid kits can be found in the following locations:
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First aid kits are checked after treatments to ensure that their content is refilled and complies
with relevant legal regulations.

Kitchen Area

First Aid Room

Outdoor Playground Area (near toilets)
Offsite (portable first aid kits)
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Required Kit Contents

A basic first aid kit needs to include:

¢ Emergency Services telephone numbers and addresses;

¢ Complete and up-to-date list of students identifying as having a medical condition
* Basic First Aid notes;

* Individually wrapped sterile adhesive dressing;

¢ Sterile eye pads (packet);

¢ Sterile covering for serious wounds;

* Resuscitation mask;

¢ Triangular bandages;
¢ Safety pins;

*  Small sterile un-medicated wound dressing;

¢ Medium sterile un-medicated wound dressing;
* lLarge sterile un-medicated wound dressing;

¢ Non-allergenic tape;

*  Rubber thread or crepe bandage;

¢ Tweezers;

e Scissors;

¢  Sterile saline solution;

¢ Disposable gloves;

¢ Plastic bags for disposal; and

¢ Suitable book for recording details of first aid provided.

First Aid Room

The first aid room is located in Building Area A.
The room contains or has near access to the following:

¢ defibrillator

* resuscitation mask

¢ work bench or dressing trolley

* cupboard for storing medicaments, dressings and linen
* a container for soiled dressing

* asharps disposal system

* electric power points
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* a couch with blankets and pillows

* signage indicating emergency telephone numbers
* signage indicating emergency first aid procedures
¢ astretcher

* afirst aid kit appropriate

* an upright chair, desk and telephone

¢ Student Anaphylaxis Management Plans

¢ Student Medical Records / Health Management Plans
*  General use Epipens

¢ A fridge for storage of Students’ Medication brought onsite

Procedure for Managing lll Students

To ensure the safety and wellbeing of students, the following procedure applies whenever a
student becomes unwell or displays signs of illness during the school day.

1. Initial Assessment in the Classroom or Yard
e Staff should conduct a brief assessment of the student’s condition and determine
whether:
o The student requires monitoring for a short period/first aid treatment, or
o The student needs to be collected by a parent/guardian, or
o Emergency services should be contacted.

e If the student is unable to remain in class, they should be referred to the First Aid Room
for short-term relief and supervised by a qualified first aid officer.

2. Sending the Student to the First Aid Room
e a second student may accompany the unwell student (under the supervision of a
qualified first aid staff); however, if the student is too unwell to walk, the teacher should
call the front office and request that the parents be notified to collect their child
immediately.
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3. Management in the First Aid Room

The First Aid Room is intended for short-term care and assessment only.
The First Aid Room must be always supervised by a first aid—trained staff member when
a student is receiving short-term care, such as resting, lying down, or receiving
immediate treatment (e.g., ice packs).
The first aid trained staff in attendance will monitor and re-assess the student and
determine whether:

o The student can safely return to class,

o The student needs to be collected by a parent/guardian, or

o Emergency services should be contacted.

4. Communication and Collection of Students

If a student needs to go home, reception staff will contact the parent/guardian.

Parents collecting a child must report to the front office before entering the school
grounds and must sign the student out before leaving.

5. Specific lliness Guidance

Students who arrive at school unwell (e.g., fever, vomiting, significant lethargy) should
not be sent to school.

If a student vomits while at school, parents/guardians will be contacted immediately,
and the student must be collected as soon as possible.

Students must not return to school for at least 24 hours after vomiting or as cleared
by a medical practitioner.

6. Documentation

All illnesses and first aid provided must follow the school’s Traffic Light System detailed
below and be recorded in the School’s First Aid Register.

Significant illnesses (e.g., head injuries, suspected infection, allergic reaction) must be
notified to the Principal on the day.
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Incident Reporting

Whenever students have been treated with first aid during school hours/off-site activity it is the
responsibility of the staff in charge of the off-site activity or the treating first aid personnel (staff) to
ensure there is a record of this on the First Aid Register.

Injuries treated in the First Aid Room follow the School's Traffic Light System (Green, Yellow, Orange, Red)
which categorises the response based on the nature and severity of the incident.

. Each level of the system includes specific protocols for documentation, parental
notification, and escalation:

Green Level Minor injuries (e.g., small cuts, superficial bruises) requiring minimal treatment.
No follow-up required. Parents notified via SMS or phone call with general
details; slips are sent home.

Yellow Level Minor to moderate injuries (e.g., deeper cuts). Follow-up may be required.
Ongoing monitoring may be advised. Parents notified via SMS or phone call and
given a detailed slip.

Orange Level Moderate injuries or medical incidents requiring isolation, administration of
medication, or early dismissal (e.g., gastro symptoms, nosebleeds, asthma
episode, head injury/ mild concussion). Medical review required. Parents notified
immediately and a detailed record of the incident recorded and provided to the
parents.

Medical clearance may be needed before returning to school.

Severe or life-threatening incidents (e.g., anaphylaxis,

unconsciousness, major trauma). Emergency services contacted. Full
documentation including ambulance reports must be completed and added to
the student’s file.

The Student Injury Report Form (slip sent to parents) must include the following information:

Name of the student

Date of Birth

Year Level/Grade

Date, time and location of the incident or injury

Description of the incident, including the cause or contributing factors where known
Nature and extent of injury sustained

Details of first aid or subsequent action taken, including treatment provided and (if any)
involvement of emergency services

Name, signature and role of the teacher or staff member completing the report

Any additional notes that may assist with follow-up or future prevention
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Once completed, a copy of the Student Injury Report Form must be submitted to the Principal (or
delegate) for review and any required follow-up actions or notifications (for all injuries/illnesses yellow to
red).

Procedures for Managing Infectious Diseases

Sidrah Gardens School is committed to reducing the risk of infectious disease transmission within its
small school community. Procedures are guided by the Victorian Department of Health recommendations,
the Public Health and Wellbeing Regulations, and the school’s duty of care to students and staff.

A. Infectious Disease Management

Sidrah Gardens School will take all reasonable steps to prevent, identify and manage infectious diseases.
This includes monitoring students, communicating promptly with parents/guardians, and excluding
unwell children where required.

1. Exclusion Requirements

e Students who are diagnosed with, or suspected of having, an infectious disease must not attend
school until they have met the Victorian Department of Health's exclusion requirements and,
where applicable, obtained medical clearance.

e This applies to notifiable or high-risk conditions such as:
o Chickenpox (varicella)
o Hand, foot and mouth disease
o Conjunctivitis
o Impetigo (school sores)
o Gastroenteritis or diarrhoeal illness
o Influenza
o Ringworm
o Any other infectious disease as advised by the Department of Health.
2. Identification at School

e Students who present with symptoms suggestive of an infectious illness during the school day
will:

o Be referred to the First Aid Room for monitoring by one of the two designated First Aid
Officers.

o Be separated from other students where possible to limit transmission.

o Have their parents/guardians contacted and asked to collect the child promptly for
medical assessment and treatment.
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3. Parent/Guardian Responsibilities

e Parents/guardians must inform the school as soon as practicable if their child has been
diagnosed with a contagious or notifiable condition by a health practitioner.

e Early notification helps the school take appropriate steps to prevent an outbreak.
4. School Response to Confirmed Cases
Depending on the nature of the illness, the school may:

e Issue an Infectious Disease Advisory Notice to families, without naming the student (to protect
privacy).

¢ Increase cleaning of high-touch surfaces and shared resources.
e Monitor attendance patterns for other possible cases.

e Follow internal reporting procedures (e.g., Traffic Light Incident System) to ensure appropriate
documentation and escalation.

e Seek advice from the Department of Health in the event of multiple cases or concerns about
community spread.

5. Return to School

e  Students may return to school once exclusion periods have passed and/or medical clearance has
been provided, and when they are well enough to participate safely in activities.

Head Lice Protocol

Head lice are common in primary school settings. The school manages head lice in a supportive,
confidential and non-stigmatizing way.

Procedures
e Where head lice are detected, parents/guardians will be notified as soon as possible.

e Parents/guardians must follow treatment advice and complete an Acknowledgement Form to
confirm that treatment has commenced.

e  Students may return to school after appropriate treatment has begun (in line with Victorian
Department of Health guidance).

e The school may provide general reminders to the community if there is an increase in cases,
without identifying individual students.

Procedures for Supporting lll Students During Excursions & Off-site activities

Sidrah Gardens School is committed to ensuring the safety and wellbeing of all students while
participating in excursions, camps and other off-site activities. The following procedure outlines how staff
will identify, respond to and manage illness when away from the school premises.
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1. Pre-Excursion Preparation

e  An Excursion Management (Risk Assessment) Plan must be completed for each excursion or off-
site activity as outlined in Sidrah Garden’s School’s Excursion Policy which considers the needs
of students including any known medical conditions and risks present within the proposed
activity.

e The risk assessment must consider the availability of supervisors with appropriate competencies,
skills and experience (including first aid).

e The teacher in charge of the off-site activity or excursion must ensure to carry a fully stocked
portable first aid kit, including students’ individual medical plans and any required medication
(e.g., EpiPens, asthma inhalers) in consultation with the school’s anaphylaxis supervisors.

e  Prior to the off-site activity — all staff in attendance will be briefed on:
o Student medical needs
o Emergency response procedures
o Roles and responsibilities during a medical incident
2. Identifying lliness During the Excursion
e  Staff should monitor students for signs of illness (e.g., dizziness, vomiting, fever, lethargy).

¢ Any student showing symptoms of illness must be assessed by a first aid trained staff member
to determine immediate response.

3. Immediate Response
The first aid trained staff must:
e Assess the student’s condition
e Provide appropriate first aid treatment within the scope of their training
e Monitor the student while determining the appropriate next steps
If illness appears minor, the student may:
e Rest under supervision; Keep the student in a safe, quiet location
e  Ensure the student is supervised at all times
¢ Rejoin the group if deemed safe
4. Contacting Parents/Guardians
Parents/guardians must be contacted as soon as practicable if:

e The student is unable to continue with the activity
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e The student vomits

e The student has a fever or persistent symptoms

e The first aid trained staff determines the child needs to be collected early

e Medical attention is recommended
Parents may be asked to collect the student early from the excursion site if feasible.
5. Emergency Situations

Staff must call 000 immediately and enact the School’s Emergency Management Procedures if the
student:

e Has difficulty breathing

e Experiences anaphylaxis, asthma attack or severe allergic reaction

e Loses consciousness or has a seizure

¢ Has a suspected fracture or serious injury

e Is in significant distress or experiencing a rapid decline
The attending staff must:

e Inform the School Principal (or delegate) immediately

¢ Contact parents/guardians and advise of the situation immediately
6. Transporting the Student

e A student must not be transported by private car unless:

o Ambulance officers or the Principal (or delegate) advise this as the safest option, and

o Two adults are present in the vehicle

e If the student is transported by ambulance, a staff member will accompany them unless directed
otherwise by emergency personnel.
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7. Documentation and Follow-Up

e The Teacher In Charge must record the incident in the School’s First Aid Register (refer to
Appendix 1 below) as soon as practicable upon return to school.

e The excursion risk assessment must be reviewed after the incident, and any required
improvements must be implemented.

e Students may only rejoin activities when they are well enough to do so and when it is safe,
appropriate and consistent with their medical needs.

Health and Medical Treatment

The school will take action as it considers necessary in the best interests of the student.

In the event the student is involved in a medical emergency and the immediate Parent/Guardian or
nominated contact person cannot be reached, the school can take action and incur expenditure as it
considers necessary in the best interests of the student. The Parent/Guardian will indemnify the
school fully on demand for the cost of any such treatment or action taken (e.g. Ambulance Cover).

Responsibility of parent(s) / guardian(s)

It is the responsibility of the Parent/Guardian to provide appropriate insurance cover should the
Student be injured or taken ill at the School. It is recommended that families take out Ambulance
Victoria membership in the event of an emergency occurring at school.

Discipline for Breach of Policy

Where a staff member breaches this policy, Sidrah Gardens School may respond in accordance with its
staff performance and conduct procedures, which may include disciplinary action, additional training or
supervision, or other appropriate measures.

Related Documents

* Allergy Awareness Procedure

*  Anaphylaxis Management Policy
*  Asthma Management Policy

* Bites and Stings

* Medical Records (Student) Policy
* Medication Administration Policy

Key References

Safe Work Australia — Model Code of Practice - First Aid in the Workplace
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Appendix | — First Aid Register (template)

Date Student | Year Time | Time [Treatment First Aid Parents Medical Ambulance
Name Level in out . .
o] Officer Notified Practitioner required
medication or Staff . Yes/No
. Yes/No Notified
provided Member
Yes/No
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