Jells Park Primary School
First Aid Policy
Purpose
Jells Park Primary School endeavours to provide an environment that is safe and caring for all.
Inevitably students, staff or visitors may occasionally become sick or be injured at school. When
that occurs, First Aid assistance and supervision is provided to ensure that they are cared for by staff
within the limit of their skill and expertise. Appropriate follow up action is then taken.
Guidelines
 To administer First Aid to children or adults in a competent and timely manner
 To document injuries and illnesses as required by DET
 To provide appropriate notification and follow up action to parents and teachers
 To ensure clear documentation regarding the safe administration of medication
 To plan for and continue the regular training and updating of staff First Aid skills and knowledge
 To ensure that management plans for students with ongoing medical conditions
are readily available for reference by staff
Implementation
 A First Aid room, equipped with suitable furniture and supplies, is situated in the main entrance
foyer next to the School Office. It is where students and others will receive First Aid attention.
 A qualified staff member will be rostered onto First Aid Duty every recess and lunch time to
attend to students or others who need assistance.
 The staff member attending to anyone with an illness or injury in the First Aid Room must
complete the ‘DET Cases 21 Incident Notification Form’. A ‘Sick Bay Notice’ will also be
completed and given to the student to take home. This will identify why the student received
attention in the First Aid room.
 The following injuries must be reported on the CASES 21program:
- injuries to students, serious enough to require parents, guardians or authorised
carers, to seek medical attention and /or an ambulance to be called.
- any injury that has required further medical attention after initial First Aid by the school.
- all injuries involving the head.
- all injuries to staff.
- all injuries to visitors.
 All knocks to the head will be reported to parent/s or main care givers via telephone. The
communication is to be recorded on the DET Incident Notification Form.
 During recess times, students will receive treatment by a Yard Duty Teacher in the playground if
necessary. The teachers will carry a First Aid bum bag containing basic supplies of tissues, gauze
wipes, Band Aids, disposable gloves and a CPR mask.
 The Yard Duty Teacher may send a student to the First Aid Room for more extensive attention.
The teacher will give the student a yellow First Aid laminated card, which will be in the bum
bag, to take with him/her and also organise a peer to accompany him/her to the Staff Room to
see the teacher rostered on First Aid duty.
 When a student is ill or injured during class time, the class or specialist teacher will complete a
Sick Child Notice (blue form) stating what they think is wrong and what action should be taken.
The student, with the form and a peer, will go to the School Office for further attention or for
his/her parents to be contacted to take the student home.
 During class time students needing first aid will be attended to and supervised by a trained First
Aid Office staff member.
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 When it is recommended that an injured or sick person goes home and/or attend a medical
facility, during class time, he/she will wait in the First Aid Room and be supervised by the Office
staff, who will arrange for school bag etc to be brought to the First Aid Room. The parent or
care-giver will ‘sign out’ the student using the designated form and the classroom and/or
specialist teacher will be informed of the action.
 School attendance for persons with infectious diseases and other designated illnesses/conditions
will comply with standards as set out by the official DET Health Regulations.
 An alert will be sent home via SKOOLBAG regarding any outbreaks of infectious diseases as
per DET guidelines.
 Parents will be encouraged to keep sick students at home.
 All Yard Duty staff are expected to carry their mobile phones. Should an emergency occur in the
playground, staff will call the office to request medical assistance/Epipen/ambulance.
 Should a sick or injured person be unable to go to the Staff Room or First Aid Room, the Yard
Duty Teacher may send another student to the Staff Room with a red ‘Emergency Help Is
Needed’ First Aid card for urgent assistance.
 A blue, ‘Emergency Epipen’ request card for urgent Anaphylaxis Management assistance will
be sent by the Yard Duty Teacher to the Staffroom as back up (or School Office) for possible
Anaphylaxis incidents. Epipens will be stored in the marked cupboard in the First Aid room.
Anaphylaxis procedures will be followed in the event of an Anaphylaxis reaction.
 The Duty Area will be identified on the blue cards.
 A classroom teacher will phone the School Office with the same requests as above, if an
emergency occurs in a classroom.
 Each year, a Level 2 First Aid trained office staff member will have the responsibility of
ensuring that adequate first aid supplies are available at all times and that Bum Bags, First Aid
Backpacks and other necessary equipment is replenished, will regularly check the expiry dates
of all medication held in the First Aid Room fridge or cupboards and maintain the First Aid
Room.
 Excursion Bum Bags and a First Aid Back Pack will be carried on all excursions, sports events
and camps etc.
 Staff responsible will complete the Sign In/Sign Out Book in the First Aid room for Epipens
and First Aid Backpacks when leaving the school grounds.
 Staff members will be offered the opportunity to train to Level 2 First Aid standard, at no cost to
the staff member, and to update their training within the set timeframe (normally a 3-yearly
cycle) with an authorised First Aid training provider.
 All staff members will be provided with Anaphylaxis Management training to comply with
DET guidelines.
 Every effort will be made for an adequate number of staff to have current Level 2 First Aid
training, as per the Occupational Health and Safety Act 2004.
 A sufficient number of staff (including at least one administration staff member) will be trained
in Level 2 First Aid and hold current CPR qualifications.
 Level 2 trained staff will be asked for advice to assist in some First Aid incidents.
 At least one Level 2 First Aid trained staff member must be present on any school excursion,
sport event or school camp.
 Sometimes students require medication to be administered at the school. All medication must be
in the original medication bottle or container and clearly labelled including the name of the
student, dosage and time to be administered. It should be accompanied by written advice on a
Medication Form, providing directions for appropriate storage and administration. Ideally this
should be completed by the student’s medical/health practitioner, however, parents or guardians
may also provide this written information.
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When administering prescription medication, the written advice received must be supported by
specific written instructions on the original medication bottle or container, such as that on the
pharmacist’s label noting the name of the student, dosage and time to be administered.
A medication log should be completed by the person administering the taking of medication. All
medication will be kept in the First Aid Room (cupboard or refrigerator).
Analgesics should not be administered to students or kept with First Aid supplies.
Asthma medication may be cared for and self-administered by students.
All students and staff with severe, ongoing medical conditions must have a Medical
Management Plan available at the School Office and copies are to be given to specific
classroom teachers and specialists etc for immediate reference, if necessary.
Two school Epipens (Adult) will be stored in the Anaphylaxis cupboard in the First Aid Room
for emergencies.
At the beginning of each year, time will be allocated for first aid awareness information to be
discussed with all staff. For example the:
- First Aid Policy, Appendix1-Action Plan for Medical Emergencies, Anaphylaxis
Management Policy, Asthma Policy, Critical Incident Policy, School Excursions Policy
and Outdoor Education Policy
- location of First Aid supplies
- names of trained First Aid staff members, who will also be listed in the First Aid & Staff
Room
- contents of yard duty bum bags, location of excursion bum bags and First Aid back pack
- identification of students with special medical needs and what to do in an emergency
- emergency services phone numbers and their location
For serious illness or injury, for example; anaphylaxis, asthma attack or other medical
emergency etc, refer to Appendix1-Action Plan for Medical Emergencies, and related policies.
An ambulance must be called within the stated timeframes, with the person making the call
relaying a clear explanation of the specific emergency to the ambulance call centre and
remaining on the phone
For incidents or emergencies requiring more than First Aid assistance, refer to the Critical
Incident Policy
In some circumstances, school Staff may wish to make use of Nurse-on-Call, a phone service
funded by the Department of Health that provides immediate, expert health advice from a
registered nurse, 24 hours a day, 7 days a week.
Nurse-on-Call is available on 1300 60 60 24 for the cost of a local call from anywhere in
Victoria.

Evaluation
This Policy will be reviewed as part of Jells Park Primary School’s four yearly cycle, or earlier, if
specifically required.
Appendix 1: Notifiable Incidents Flowchart
Appendix 2: Cases 21 Incident Notification Form
Refer to:
DEECD Notifiable Illnesses
DEECD Student Health Schools Reference Guide
Anaphylaxis Management Policy
Asthma Policy
Action Plan for Medical Emergencies
Critical Incidents Policy
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