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First Aid Procedure 

Introduction 
St Peter’s Primary School is committed to providing an effective system of first aid management to  
respond immediately and protect the health, safety and welfare of all school community members  
including students, parents, staff members, contractors & visitors. 
 
To achieve this where practical, all staff members, as well as, nominated ‘non-teaching’ staff members  
will hold current First Aid accreditation and serve as First Aid officers.  Staff members rostered on for 
Yard Duty / First Aid duties will hold the appropriate accreditation. 
 

● Provide First Aid (Level 2) - HLTAID011 (previously HLAID003) 
● Provide CPR - HLTAID009 (previously HLTAID001) 
● Provide first aid management of severe allergic reactions & anaphylaxis -  

VU20296/VU21800 
● Manage Asthma Risks & Emergencies - VU21658 

 
The first aid training register is maintained by the school’s Compliance Officer. 
 

Scope 
These guidelines apply to all St Peter’s Primary School sites and to all staff members, non-teaching  
staff, casual relief teachers and contractors whilst performing duties on behalf of the school. 
 

First Aid 
First Aid and its administration is a vital part of the Pastoral Care that is required to be undertaken by  
the school. It is defined as providing assistance in the case of an accident or sudden illness when a 
medical practitioner is not available. 
To fulfil the school’s ‘duty of care’ St Peter’s Primary School will aim to: 

● Provide a facility for use in the administration of the First Aid 
● Provide guidelines for use in the administration of First Aid procedures 
● Communicate with parents/guardians where First Aid has been administered 

 
In the case of serious injury or illness, no member of staff is required to treat or diagnose the condition  
of the injured person / student other than to carry out appropriate First Aid within the bounds of their 
knowledge & training. Diagnosis is the responsibility of suitably trained individuals such as ambulance 
officers or medical practitioners who may be called to the scene. 
Those administering First Aid are to act only within the bounds of their training & knowledge. 
 

School Responsibility 
The ‘duty of care’ owed to students & others will be met by: 

● Ensuring, as far as is reasonably possible, that Health & Safety provisions are considered in all  
● activities involving students 
● Ensuring, as far as is reasonably possible, that staff members & non-teaching staff are qualified  
● and available to assist with the administration of First Aid 
● Ensuring that staff members, non-teaching staff, casual relief teachers and other relevant  
● individuals are aware of students with identified anaphylaxis & the school’s anaphylaxis policy  
● & management plan 
● Providing appropriate instruction & training to all staff members, non-teaching staff, casual 

First Aid Procedures at  
St Peter’s Primary School 
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relief  
● teachers in anaphylaxis management bi-annually 
● Regularly communicating to staff members, non-teaching staff, casual relief teachers and other  

relevant individuals, strategies for the prevention of anaphylactic, allergic events & emergency  
response requirements.  

● Documenting First Aid applied by staff members & non-teaching staff in the school’s injury  
register 

● Communicating with parents/guardians of any First Aid administered to their child, 
particularly that resulting in ‘time-out’. 

● Providing a facility whereby First Aid can be administered both in the class and from a 
central location 

● Providing qualified staff members & First Aid facilities on all excursions, camps, sporting 
events and other ‘off-site’ activities. 

 

Staff Member & Non-Teaching Staff are responsible for: 
● Where required, maintaining current First Aid accreditation; 
● Where required administer First Aid within the bounds of their training & knowledge; 
● Participate in training and updates for specific treatment options including, anaphylaxis &  
● asthma management bi-annually; 
● Maintain an up-to-date knowledge & understanding of the location and content of 

Anaphylaxis Management Plans for students under their care, as well as how to administer 
EPIPEN auto-injectors 

 
It should be noted that a teacher’s duty is greater than that of the ordinary citizen in that a teacher 
is obliged to assist an injured student, while the ordinary citizen may choose to do nothing. 

 

Procedures & Responsibility for First Aid Personnel 
St Peter’s Primary School maintains First Aid facilities and an appropriate number of staff 
members, non-teaching staff, casual relief teachers with current First Aid accreditation to ensure 
effective administration where required. 
 
The first aid room is identifiable with appropriate signage.  It is located next to the office and main 
entrance to school and is easily accessible by the school community and emergency services.  An 
additional First Aid area is available for the purposes of isolating a sick member of staff or student. 
A staff roster is in place to supervise the First Aid room during recess / lunchtime.  During class 
hours, office staff are responsible for supervising the First Aid room. 
First aid room facilities include the following: 
 
Personal Protective Equipment (eye protection, gloves, apron/gown) 
Resuscitation mask 
Electric power points 
Biohazard Waste Container  
Work bench 
Storage cupboards 
Adjoining toilet 
Sink with hot and cold water 
Folding bed 
Blanket / Pillow 
Desk and phone 
List of emergency numbers 
First Aid Summary Sheet (to include details of current First Aid Officers on display) 
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First Aid Supervision 
The following consideration for the administration of First Aid will be implemented with all 
requirements communicated to staff members, non-teaching staff, casual relief teachers, students, 
contractors, visitors & other relevant individuals. 
 

● Injured or sick students should report to the First Aid Room (where possible) 
● A staff member will be rostered on duty in the First Aid Room during recess & lunchtime 
● First Aid Room supervision will the responsibility of Administrative Staff & the Leadership 

team during class time 
● At the end of the recess and lunch break, it is the responsibility of the assigned staff 

member in the First Aid Room to arrange for the continued care of the sick or injured 
children if they are unable to return to class 

●  If a student is sent home during recess or lunch time it is the responsibility of the staff 
member assigned First Aid duty to advise members of the Leadership Team / 
Administrative Staff so that contact can be made with the appropriate class teacher 

● Parents / guardians are informed of any First Aid treatment, either in writing or if more 
urgent, by phone or in person. 

● The Administration Team is responsible for monitoring and replenishing First Aid Room 
supplies. 

●  Sick or injured students must be supervised at all times, until First Aid is no longer 
required, or the sick or injured student is to be taken into the care of parents, guardians or 
medical personnel 

● During class time a student should only remain in the First Aid Room when the nature of 
the injury/illness prevents them from taking part in normal class activities. Where this 
occurs they are to be monitored by a member of the Leadership Team of Administrative 
Staff 

● During recess and lunch breaks students should only remain in the First Aid Room when 
the nature of the injury/illness prevents them from taking part in the remainder of the 
playtime. 

 

Medication Authorisation  
Medication prescribed for a student by a doctor will only be administered by staff members in  
according to the School’s Medication Procedure. Parents & guardians must make contact with  
the class teacher and the school administration officers and complete the school’s Medical 
Authorisation Form (also available from the office). Medication must be in the original packaging. 
It is preferred that this form is completed in consultation with the treating medical  
practitioner. All medication will be stored in a locked cabinet in the school First Aid Room.  
When the First Aid requirements are beyond the level of training of the attending staff member,  
non-teaching staff member or casual relief teacher, a member of the leadership Team is to be  
notified and the parents or guardian contacted immediately. 
 

Injury Notification  
When a student sustains an injury deemed to be more serious in nature the staff member or non- 
teaching staff member responsible for the treatment, must notify a member of the Leadership 
Team and the students’ parents or guardian by phone. Where a casual relief teacher has been 
treating an injured student they must make immediate contact with a member of the Leadership 
Team to enable them to contact the student’s parent or guardian where required.  
 
Parents & guardians must be notified when their child sustains the following: 

● Blood noses 
● Any head injury 
● Sprains 
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● Vomiting 
● Injuries that may require further attention 

 
In instances where a student is unable to resume normal school activities as a result of injury or 
illness then the student's parents or guardian must be contacted via phone, with the view of taking 
the student home. If parents cannot be notified, then the emergency contact is to be informed. 
 

Serious Injuries 
In the event of a serious accident or incident to a student at school the attending staff member’s 
primary ‘duty of care’ remains with the injured student at all times.  
 
● The attending staff member should remain with the student and either communicate with the  

front office by phone or by sending a message.  
● An immediate decision must be made as to whether or not an ambulance is required before  

contacting the parents or guardians. 
● For guidance on when an ambulance may be required (refer Requesting Emergency Services  

Section). 
● Where an injured student is required to travel by ambulance to hospital, and in the absence of  
       a parent or guardian, a staff member familiar to the student will travel with them from the site  

for medical treatment. 
● At all times during treatment, infection control measures must be implemented eg; gloves to 

be worn, isolate children if required. (Refer to the School’s Blood Spills Guidelines) 
● All First Aid treatment is to be recorded in the school’s Injury Register in accordance with legal  

MACs guidelines. The school’s insurer will be contacted and relevant notification forms 
completed in the event of a serious injury. 

● In the event of broken bones, loss of consciousness and lacerations, requiring stitches a  
representative of the school must contact Worksafe immediately on 132 360. (Refer to  
Notifiable Injuries Section) 

 

Requesting Emergency Services 
In the event of a serious injury or situation where immediate medical treatment may be required 
an ambulance should be called without hesitation. Events where an Ambulance may be called 
include: 
● An unconscious person –When a student or teacher does not wake or respond when  
● shaken. 
● Breathing difficulty –especially if the student or teacher is unable to speak more than a few  
● words, has blue lips or mouth.  
● Abdominal pain –that is severe and undiagnosed. 
● Haemorrhages –major uncontrolled bleeding. 
● Bleeding –that does not stop after at least 10 minutes of continuous pressure. 
● Burns –which are bigger than the size of a hand and/or cause severe pain that is not relieved  
● with simple painkillers, or if the person has difficulty breathing.  
● Choking –especially if the student or teacher is unable to talk, cry or breathe. 
● Convulsions or fitting –or if they have no history of convulsions (for example epilepsy or  
● brain injury).  
● Drowning, near drowning, or a diving accident 
● Heart attack (suspected) –pain in the chest, especially if it is crushing or similar to indigestion  
● and lasts more than five minutes. The pain may spread to the arms and jaw. 
● Stroke (possible) –especially if the person experiences numbness, loss of function of hand,  
● arm or leg, slurred speech, facial droop or severe abrupt headache.  
● Pain (severe) after a fall or injury –when the person is unable to sit up, stand or walk.  
● Diabetes –if the person is not fully awake or not behaving normally.  
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● Allergic reaction –especially if the student or staff has difficulty breathing or loss of 
consciousness.  

● Electrical shock –of any kind. 
 

Emergency Response Procedure  

● Student Management Plans for Anaphylaxis / Asthma / Diabetes are displayed in prominent 

locations around the school. Staff members in the care of students with Anaphylaxis / Asthma 

/ Diabetes Management Plans are provided copies and these are to be kept with the 

Emergency Response Folder. Specialist teachers also maintain copies of Student Management 

Plans for all students in their care. 

● Cards with the student's photo, allergy, name, class and emergency contact phone numbers 

are kept with Yard Duty Bum Bags used by staff members who are on Yard Duty. 

● In the case of a medical episode, these cards are sent with a runner to the Front Office. The 

attending staff member will access the affected student's pen and return with the runner to 

the incident site. 

● The student MUST NOT BE MOVED 

● In the meantime, office staff should be alerted and instructed to phone for an ambulance. A 

staff member should then wait at the front of the school to direct the ambulance. If an EPIPEN 

has been administered, Ideally, the person administering the EPIPEN should have a mobile 

phone with them to call the ambulance and then be able to give accurate information to the 

ambulance officers. Whoever administers the EPIPEN must stay and monitor the child until 

the ambulance arrives. 

 

Notifiable Injuries (Fatalities, Serious Injuries or Incidents) 
It is the school’s legal responsibility to report fatalities, serious injuries or incidents which expose 
staff, students, contractors, visitors or any member of the school community to risks of Health & 
Safety to Worksafe immediately (132 360).  
Worksafe must be notified of serious injuries to staff members, students, contractors, visitors or 
any member of the school community that occur on the school site or as a result of a school 
activity immediately. These include: 
● Death 
● Serious injury 

‒ Medical treatment within 48 hours of exposure to a substance 
‒ Immediate treatment as an impatient in a hospital 
‒ Amputation 
‒ Serious head injuries 
‒ Serious eye injuries 
‒ Separation of skin from underlying tissue 
‒ Electric shock 
‒ Spinal injury 
‒ Loss of body function (broken bones) 
‒ Serious lacerations 
 

Written notification must be provided to Worksafe within 48 hours by completing its Incident 
Notification Form. The school will also ensure that any site associated with a Notifiable Incident is 
preserved & cordoned off until an inspector arrives or as otherwise directed by Worksafe. 
 

Medical Management Plans 
A register of children who suffer from conditions such as anaphylaxis, asthma, diabetes, epilepsy 
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or allergies is maintained with an accompanying Management Plan for each child. (Refer to the 
school’s Anaphylaxis Management Policy & Guidelines). 
 
Upon enrolment and at the commencement of each year, requests for updated first aid 
information will be sent home including requests for any asthma, diabetes and anaphylaxis 
management plans/ high priority medical forms. Reminders to parents of the policies and practices 
used by the school to manage first aid, illnesses and medications will be sent to parents 
throughout the year via the school’s newsletter, Operoo, notes, emails and phone calls. 
 
Members of the Leadership Team or the school’s Compliance Officer will ensure that an 
Anaphylaxis Management Plan for each student diagnosed with anaphylaxis or allergies, is 
developed in consultation with the student's parents or guardians and their attending medical 
practitioner. 
 
A Communication Plan will be developed to ensure that all staff members, non-teaching staff & 
casual relief teachers are aware of every student with anaphylaxis and severe allergies. All staff 
members & non-teaching staff and ensure that they understand the requirements of the individual 
Management Plans of each of the students under their care.  
 
Members of the Leadership Team will ensure that Anaphylaxis Management Plans are current and  
displayed at various locations throughout the School for the sole purpose of informing all staff 
members of the allergy & to assist in an emergency response. 
Members of the Leadership Team will ensure that care and diligence applies at other times while 
the student is under the care or supervision of the school in the following settings: 
● School excursions 
● School camps 
● School yard 
● Special event days conducted or organised by the school 
● Sport days. 
 

First Aid Kits 
The First Aid room holds a comprehensive supply of all essential first aid materials.  There are two 
additional First Aid kits, one located in the student kitchen in the Middle School and one in the 
Science room. Additional first aid supplies to replenish yard duty bum bags are kept in each 
planning area.  First Aid kits contain the following basic first aid materials. 
The administration / compliance officer will be responsible for maintaining and updating first aid 
kits and contents in the school. 
 

Number Content Use 

1 Basic First Aid Notes Guidance Information 

2 Disposable Gloves Infection Control 

3 Resuscitation Mask Infection Control 

4 Individually wrapped sterile adhesive dressings Wound dressing 

5 Sterile eye pads (packed) Emergency eye cover 

6 Sterile covering for serious wounds Bleeding control, cover wound 

7 Triangular Bandages Slings, support, padding 

8 Safety pins Secure bandage / sling 

9 Small sterile un-medicated wound dressings Minor wound dressing 

10 Medium sterile un-medicated wound dressings Moderate wound dressing 

11 Large sterile un-medicated wound dressings Major wound dressing 

12 Non-allergenic tape Secure dressings / equipment 

13 Rubber thread or crepe bandage Secure dressings / equipment 
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14 Scissors Cutting dressing/clothing 

15 Tweezers Remove foreign bodies e.g. splinters 

16  Sterile saline solution Cleaning wounds, emergency eye wash 

17 Plastic bags Waste disposal 

 

First Aid Procedures for Camps, Excursions & School Activities 

● A comprehensive first aid kit will accompany all excursions/camps and approved activities.   

● A list of staff attending camp and their mobile phone numbers is listed on the Camp Excursion 

Form. 

● The location of the nearest hospital / medical facilities is listed on the Camp Excursion Form. 

● All school camps / activities will have at least 1 Level 2 First Aid trained staff member at all 

times. 

● All children attending camps/excursions will have provided a signed Confidential Medical 

Information Form (appendix 1) for Excursions providing medical detail and giving teachers 

permission to contact a doctor or ambulance should instances arise where their child requires 

treatment. Copies of the signed medical forms are to be taken on camps/excursions, as well as 

kept at school. 

● Any medication to be taken to camp is to be placed in a zip lock bag with instructions included 

for administration of the medication on the Medical Consent Form.  This is to be handed to 

the designated First Aid Officer for the camp/excursion. 

● Highlight names of students with special medical needs and name their regular medication on 

both class lists.  One copy of the list is to be kept by the class teacher and a second copy is to 

be sent to the school office on the day before leaving school.  

● St Peter’s Primary School will provide a generic EPIPEN for camps, excursions and approved 

activities, in accordance with Ministerial Order 706, as a back-up for students' prescribed with 

EPIPENS in any anaphylaxis emergency.   

● A copy of Individual Anaphylaxis Management Plans, Asthma Action Plans, Diabetes 

Management Plans will be taken to camp / excursions and kept with the Confidential Medical 

Information Form. 

● A list of students attending detailing any allergies / anaphylaxis / dietary requirements will be 

provided to camp personnel to ensure all students are catered for. 

The emergency response for excursions, camps, sporting events or other 'off-site' activities is as 

follows: 

● Parents or carers will be advised of the telephone numbers (both during and outside school 

hours) for the designated school contact person/s in the event of an emergency.  

● Arrangements for communicating with parents in the event of an emergency, cancellation or 

recall of the excursion will be made.  

● Consent forms will remain at the school with the designated school contact person and copies 

of each form will be taken on the excursion by the teacher in charge.  

● Individual management plans will be referred to in the event of an individual experiencing a 

medical episode. 

● In the event of an emergency, accident or injury, staff on the excursion will take emergency 

action as documented in the excursion and camp’s emergency and risk management plan. 

● Immediately notify the school principal. 
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First Aid Procedure for yard duty 

Sick or injured children in the playground seek the help of staff on duty. If the child cannot be catered 

to by the yard duty person then the child is directed inside to sick bay where staff are rostered on to 

attend to them. Staff on sick bay duty records the child's name and illness or injury details in the diary 

with the treatment given. All injuries/illnesses are recorded on a computer print-out for the child to 

take home. Admin staff will determine if it is necessary to contact parents or send children home. For 

head bumps, first aid staff should notify parents as a precaution.  

School leaders should be informed of any serious injuries needing medical treatment, the injury should 

be recorded. 

Related policies / guidelines 

MACS First Aid Guidelines  

MACS First Aid Risk Assessment 

First Aid Form School & Parent Record 

Confidential Medical Information Form for Excursions 

Student Medication Authorisation Procedure 

Anaphylaxis Policy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://docs.google.com/document/d/1YtmBcUlbsQUT3DEghXrEl-91bK6bh4Sf/edit
https://docs.google.com/document/d/1sb-ILsFe-6xNSNeJRzaCi7tjECvj4l39/edit
https://docs.google.com/document/d/1LO5z18ddbZy-DsNOckAJH3IcPxuHfOyj/edit
https://docs.google.com/document/d/1fEwlbnY91d-2IlJTxRSozeUBNeuT-79I/edit
https://docs.google.com/document/d/1A0sWYEDxG9OWODEtKBBxzp5IZktrBnWaQ_TZqcOwOGM/edit
https://docs.google.com/document/d/10Z1y4qYhoWgtX-T2CKldgrZR5maNwiu7/edit?rtpof=true
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Appendix 1 

 

 

 

Confidential Medical Information Form for Excursions 
 
The school will use this information if your child is involved in a medical emergency. All 
information is held in confidence. The medical information on this form must be current when the 
excursion/program is run. 
 
Parents are responsible for all medical costs if a student is injured on a school approved 
excursion unless the Department of Education and Training is found liable (liability is not 
automatic). Parents can purchase student accident insurance cover from a commercial insurer if 
they wish to. 
 

Excursion/program name: Teacher to fill this in     
Date(s): Teacher to fill this in     
 
Student’s full name:  
 
Student’s address:          
  
           Postcode: 

 
Date of birth:       Year level: 

 
Parent/guardian’s full name: 
  

  
Emergency telephone numbers: After hours                                       Business hours 

 
Name of person to contact in an emergency (if different from the parent/guardian): 
  
            

  

  
Emergency telephone numbers: After hours     Business hours 

 

  
Name of family doctor:          

  

  
Address of family doctor: 
  
Phone number: 
 
Medicare number: 
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Medical/hospital insurance fund:        Member number: 
 
Ambulance subscriber? ◻ Yes ◻ No     If yes, ambulance number:  

 
 
Is this the first time your child has been away from home?  ◻ Yes ◻ No 
 

Please tick if your child is living with any of the following health conditions: 

◻ Asthma (if ticked complete Asthma Management Plan)    

◻ Anaphylaxis (if ticked review and update the Individual Management Plan for the camp or 

excursion)        

◻ Bed wetting   ◻ Blackouts   ◻ Diabetes   ◻ Dizzy spells   ◻ 

Migraine   

◻ Heart condition     ◻ Sleepwalking   ◻ Travel sickness  ◻ Seizure of any type 
 

◻ Other:              
 
            

  

  
 
 

Swimming ability  
Please tick the distance your child can swim comfortably. 
◻    Beginner swimmer – little or no experience including in shallow water. 
 
◻    Intermediate swimmer – basic skills, able to swim 25 metres with a recognisable stroke. 
 
◻  Advanced swimmer – able to swim 50 to 100 metres using two recognisable strokes and to 

demonstrate one survival stroke in deep water.  
 
Allergies  
Please tick if your child is allergic to any of the following: 
 
◻ Penicillin    ◻ Other Drugs:       

  
 
◻ Foods:           

  
 
◻ Other allergies:          

   
 
What special care is recommended for these allergies?       

  
 
            

  
 
Year of last tetanus immunisation:        

  
(Tetanus immunisation is normally given at five years of age (as Triple Antigen or CDT) and at fifteen years of age 
(as ADT)) 
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Medication 
Is your child taking any medicine(s)? ◻ Yes ◻ No  
If yes, provide the name of medication, dose and describe when and how it is to be taken. 
 
            

  
 
            

  
 
All medication must be given to the teacher-in-charge. All containers must be labelled with your 
child’s name, the dose to be taken as well as when and how it should be taken. The medications 
will be kept by the staff and distributed as required. Inform the teacher-in-charge if it is 

necessary or appropriate for your child to carry their medication (for example, asthma puffers or 

insulin for diabetes).  A child can only carry medication with the knowledge and approval of both 
the teacher-in-charge and yourself.  
 
 

Medical consent 
Where the teacher-in-charge of the excursion is unable to contact me, or it is otherwise 
impracticable to contact me, I authorise the teacher-in-charge to: 
 
 
● Consent to my child receiving any medical or surgical attention deemed necessary by a 

medical practitioner. 

● Administer such first-aid as the teacher-in-charge judges to be reasonably necessary. 

 

  
Signature of parent/guardian (named above)       

  

  
Date: 
  

 
The Department of Education and Training requires this consent to be signed for all students who 

attend government school non-local excursions. 
 
Note: You should receive detailed information about the excursion/program prior to your child’s 
participation and a Parent Consent form. If you have further questions, contact the school before 

the program starts. 
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