60 KNEES ROAD, PARK ORCHARDS, VICTORIA 3114

POLICY:

FIRST AID

RATIONALE:
At St Anne’s we believe that the welfare of all people on the school site is a prime
responsibility. In addition, all students and staff have the right to feel safe and well, and
know that they will be attended to with due care when in need of First Aid.
AIMS:
●

To administer First Aid to children in a competent and timely manner

●

To communicate children’s health problems to parents when first aid has been
administered

●

To provide supplies and facilities to cater for the administering of First Aid.

IMPLEMENTATION:
●
●

●
●

●
●

Where possible the class teacher of a student requiring attention will be responsible
for the administration of first aid
During recess times, the teacher on yard duty will administer basic first aid. If more
attention is required, the student will be given a green tag and be directed to the First
Aid room. Children will be accompanied by another child.
In all cases where extent of injuries is unknown, either the parents or the emergency
contact person should be consulted.
Teachers will complete a First Aid Administration Form for school records for all first
aid matters. A copy of the Illness/Injury Parent Notification form will be sent home
with the child.
Parents of ill students will be contacted to take the students home
If a child receives a head injury parents will be contacted. A description of the injury
will be provided along with treatment administered. Parents will need to decide
whether to collect their children from school in consultation with the person treating
the injury. If parents cannot be contacted and the injury is deemed serious the school
will act appropriately.

●

Parents who collect students from school for any reason (other than emergency)
must sign the child out of the school, in a register maintained outside the school
office
● Serious accidents must be recorded in the official Catholic Church Insurance
Accident Report Book. There are two books – Student Accident Book and Staff
Accident Book. A serious incident is one that has the potential to result in a claim
being made against the School or Parish.
● Schools may contact “000” in the case of an emergency. All teachers have the
authority to call an ambulance immediately in an emergency. If the situation and time
permit, a teacher may confer with others before deciding on an appropriate course of
action
● All staff members will be trained in Level Two First Aid
● All staff will be provided with basic first aid management skills, including
management of blood spills, and a supply of protective disposable gloves will be
available for use by staff
● Training programs will be provided for the staff e.g. speakers re asthma, (as needed
re: students)
● A staff member holding a current Level 2 First Aid Certificate will be delegated the
responsibility of overseeing the First Aid room and supplies kept there
● The first aid room will be available for use at all times. A comprehensive supply of
basic first aid materials will be stored in a cupboard in the first aid room.
● A “major first aid kit” will also be maintained and kept in the First Aid room for off site
activities
● First aid kits will also be available in each classroom in the form of portable bags
containing gauze, band aids, gloves, plastic bags, tissues and paper tape.
● The school will have a defibrillator that will be stored in the first aid room
● A member of staff is to be responsible for the purchase and maintenance of first aid
supplies, first aid kits, ice packs and the general upkeep of the first aid room
● No medication including paracetamol will be administered to students without the
express written permission of parents or guardians
● A comprehensive first aid kit will accompany staff on all excursions and camps, along
with a mobile phone
● Any additional medications or treatments will be the responsibility of staff to bring on
camps and excursions.
● All students attending camps or excursions will have provided a signed medical form
providing medical detail and giving teachers permission to contact a doctor or
ambulance should instances arise where 
children require treatment. Copies of the
signed medical forms to be taken on camps and excursions, as well as kept at
school
● First aid materials should be taken on all out of school activities
● All students, especially those with a documented medical management plan will have
access to appropriate medications at all times
● Epipens must be taken to all off school premises excursions and camps
● At the commencement of each year, requests for updated first aid information will be
sent home including requests for any asthma plans, anaphylaxis plans, high priority
medical forms as well as reminders to parents of the policies and practices used by
the school to manage first aid, illnesses and medications throughout the year
● Any children with injuries involving blood must have the wound covered at all times
and procedures followed as per Appendix 1
Reference; http://www.education.vic.gov.au/school/principals/spag/health/Pages/blood.aspx
● Needle disposal or needle stick injuries need to be consistent with Appendix 2 of this
policy.

Reference;
http://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx
● General organisational matters relating to first aid will be communicated to staff at
the beginning of each year

EVALUATION:
Evaluation of the First Aid Policy will take place every four years or when necessary.
This policy was reviewed in 2016
The next review will be in 2020

Appendix 1

Treating bleeding students
This table describes how schools treat students who are bleeding.
Step / 
Action

1


Avoid contact with the blood while: comforting the student moving them to safety if
required.

2

Put on singleuse gloves.

3 Flush the wound using cold water.

4

Wash the wound using cold water.

Pat dry the wound and apply a waterproof occlusive dressing ensuring the wound
is:

5

●

covered completely

●

and if bleeding continues, apply additional pressure using either a hand
or firm bandage.

Remove any linen stained with blood or body fluids and substances. Place them in
6 leakproof plastic bags until they can be cleaned by a commercial laundry or linen
cleaning service, or dispose of. 

7 Remove gloves and place them in an appropriate biohazard container. 

8


Wash hands in warm soapy water and rinse before patdrying thoroughly. 

Managing blood spills
Blood spills should be treated as if the blood is potentially infectious.
This table describes how schools must manage blood spills. Note: all cuts and abrasions
should be covered with a waterporof occlusive dressing at all times.
See: Infectious Diseases within R
elated policies
Step / Action

1

Put on singleuse gloves and avoid direct contact with blood or other body fluids.

2

Use paper towels to mop up the spill. Dispose of the paper towels in an appropriate
biohazard container.

3

Wash the area with warm water and detergent, then rinse and dry the area. Note:
Take care not to splash.

4

Remove gloves and place them in an appropriate biohazard container, which should
be a part of the school first aid kit.

5

Wash hands in warm soapy water and rinse thoroughly before patdrying.

6

If reusable items were used such as scissors or singleuse tweezers, then an
assessment must take place to consider how the item was used and determine the
appropriate decontamination method. Example: If reusable items are contaminated
with blood of other body substances, they should be disposed of in a sharps of
biohazard container. If they are not contaminated, they should be washed and dried.
Single use items should be disposed of appropriately and replaced. For further
advice contact the Department’s OHS Advisory Service on 1300 074 715.

Appendix 2  Needle disposal or needle stick injuries
Equipment required
●
●
●
●

Single use gloves
Tongs
Plastic bags
Approved disposal container.

Needle disposal
This table describes how schools dispose of needles and syringes.

Step / Action

If the discarded syringe or needle is:

1

2

●

accessible, continue with the disposal procedure

●

not accessible:

●

 mark the area so that others are not at risk

●

 supervise area

●

 contact the Syringe Disposal Helpline on 1800 552 355.

Put on singleuse gloves.

3

Place the disposal container on the ground next to the syringe.

Using tongs, pick up the syringe from the middle keeping the sharp end away from
yourself and place it in the disposal container, needle point down.

4

Note:

1. Never try to recap a needle, even if the cap is also discarded.
2. Long metal tongs can be used to reach difficult to access places.

5

Repeat step 4 for each individual needle or syringe.

6

Screw the lid of the disposal unit on firmly.

7

8

Remove gloves and place them in a plastic bag. Seal the bag and dispose of it in a
rubbish bin.

Wash hands in warm soapy water and dry thoroughly.

To dispose of the sharps disposal container, contact the:
9
●

Syringe Disposal Helpline on 1800 552 355 for:

●

 advice about handling syringes

●

 the location of the nearest local council syringe program or public
disposal bin

●

local general practitioner

●

local hospital.

Note: Disposal containers or syringes must not be put in normal waste disposal.

Treating needle stick injuries
This table describes how schools treat needle stick injuries.

Step / Action

1

Flush the injured area with flowing water.

2

Wash the affected part with warm soapy water, then pat dry.

3

Cover the wound with waterproof dressing.

4

Report the injury to the principal.

Ensure the injured person sees a doctor as soon as possible for:
5
●

assessment of the risk

●

treatment, if required.

An adult should accompany the student to the nearest doctor/medical centre.

Note:Research indicates the risk of infection from needle stick injury is low and
should not cause alarm.

