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FIRST AID POLICY 
 

PURPOSE 
To ensure the school community understands our school’s approach to first aid for students.  
Birmingham Primary School recognises that children in the course of their day at school may  
become ill or may need first aid treatment and that the school has the responsibility to  
provide appropriate treatment if required.   
 

SCOPE 
First aid for anaphylaxis and asthma are provided for in our school’s: 

• Anaphylaxis Policy 

• Asthma Policy 
 

POLICY 
Parents/carers should be aware that the goal of first aid is not to diagnose or treat a condition.  
From time to time Birmingham Primary School staff might need to administer first aid to students at school or 
school activities.   
 
Birmingham Primary School will implement a range of protocols and procedures to effectively  
manage First Aid at school. All staff must be familiar with the school’s first aid procedures and observe their 
duty of care to students by providing first aid treatment within their skills, expertise, training and 
responsibilities. 
 
 The school will: 

• Delegate members of the Education Support staff holding at least a current Level 2 First Aid Certificate 
as the First Aid Officer. 

• Ensure sufficient staff are trained in First Aid under the provisions of the Occupational Health & Safety 
Act 2004 and the Department’s First Aid and Infection Control policies  

• Dedicated Education Support staff members are to be responsible for First Aid during recess and lunch 
breaks.  These staff should hold a current Level 2 First Aid Certificate.  

• Provide first aid whenever required including calling an ambulance when necessary.  

• Inform all staff about the identified needs of individual students including those with asthma, 
anaphylaxis and other medical alerts. 

• Ensure that First Aid materials and required medications are taken on all school excursions, camps and 
sporting events. 

• Ensure all first aid needs are met – providing asthma kits, first aid rooms, major first aid kits 
• Manage blood spills and bleeding students 

 
First Aid involves emergency treatment and support to: 
 

• Preserve life through: clearing and maintaining open airways, restoring breathing or circulation, 
monitoring wellbeing, protecting persons, preventing a condition worsening and promoting recovery 

 

FIRST AID KITS 
Birmingham Primary School will maintain: 

• A major first aid kit which will be stored in the Sick Bay.  
• 3 first aid kits which may be used for excursions or camps.  The portable first aid kits will be stored in 

the Sick Bay  
• 3 back pack first aid kits used for yard duty.  The back packs are stored in the Office 
• 2 Defibrillators (one in main sick bay, other in BER) 

 
The First Aid Officer will be responsible for maintaining all first aid kits.  
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IMPLEMENTATION 
All school staff will be responsible for the implementation of the First Aid Policy.  
 
The First Aid Officer is responsible for checking that all medication kept in the sickbay 
is up-to-date and that all documentation regarding students with a medical alert is current. 
 
The student’s parent/carer is responsible for ensuring that the school is kept up-to-date  
about their child’s medical needs and allergies and that the school has current contact  
details.  All necessary medication and equipment should also be available at the school for 
 their child to use. 
 
The First Aid Co-ordinator/s will be responsible for: 
 

• Attendance and assistance in sick bay during classtime, recess and lunch times  

• Keeping the sickbay clean and tidy 
• Keeping first aid supplies up to date and within the expiry date 

• Providing First Aid supplies to classrooms, for staff on yard duty, for school excursions, camps and 
sporting events 

• the Accident Book and for the Accident Report to be entered onto CASES21 

• Contacting Emergency Management/Worksafe as required 
• Archiving for 20 years 

 
The Co-ordinator shall also be available to aid where necessary. 
 
Teachers should: 
 

• Notify the First Aid Co-ordinator in advance of a forthcoming excursion to enable the excursion kit to 
be checked and prepared.  

• When on yard duty, screen injuries and treat small grazes and scratches from the supplies in their 
back packs. 

• Treat minor injuries from the grade’s First Aid Kit (ie: bandaids, stingoes).  Sick children may be sent 
to the Office during class time, provided that the office is notified (children sent down should be 
directed to report at the office). Each teacher should send the notice with clear instructions for the 
office staff. 

• Stress to the children in their grade that all injuries must be reported to the class teacher, yard duty 
teacher or staff member responsible for first aid in the sickbay. 

 

CARE FOR ILL STUDENTS 
Students who are unwell should not attend school.  If a student becomes unwell during the school day they 
may be directed to the Sick Bay and monitored by staff. Depending on the nature of their symptoms, staff may 
contact parents/carers or an emergency contact person to ask them to collect the student.  
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FIRST AID MANAGEMENT 
If there is a situation or incident which occurs at school or a school activity which requires first aid to be 
administered to a student: 
 

• All injuries to the head, eyes and teeth (as well as all other injuries requiring the child to be sent 
home) must be recorded on CASES21 data base. 

• Injuries and illnesses that occur off site are the responsibility of the class teacher.   
• Major injuries and illnesses are to be reported to the office.   

• No medication is to be given to any child unless it is supplied and written or verbal permission from 
the parent is obtained (this includes Panadol). 

• All injuries are to be recorded in the Accident Book by the First Aid Officer on duty. 

• Parents are to be notified of all head injuries, serious injuries or illnesses.  The first aid officer on duty 
will make contact.  These injuries must be written up on the CASES21 record sheet.  

• Accident notes are to be sent home when a child has visited sick bay. 
 
Staff and visitors’ injuries and accidents should also be reported to the office. The appropriate information will 
be entered through Edusafe, by office personnel. 
 

• Whenever first aid treatment has been administered to a student Birmingham Primary School will: 
o record the incident on CASES21 
o if first aid was administered in a medical emergency, report the incident to the Department’s 

Security Services Unit on 03 9589 6266. 
 

In accordance with guidance from the Department of Education and Training, analgesics, including 
paracetamol and aspirin, will not be stored at school or provided as a standard first aid treatments. This is 
because they can mask signs of serious illness or injury.  
 

• Precautions should be taken by anyone providing first aid for children with bleeding or other body 
fluids from any source. For this purpose: 
o Disposable gloves must be worn; 
o Any cuts or scratches should be covered by sterile dressings 
o Any solid surfaces or materials which may have been contaminated with blood or other body 

fluids must be disinfected with a sodium hypochlorite solution containing one percent 
available chlorine. 
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This table describes how schools meet student first aid needs. 
 

Circumstance Description 

Identified health 
need 

First aid requirements for students with identified health care needs should be 
explained in the Student Health Support Plan or Anaphylaxis Management Plan.  
To display a photo of a student and a description of their health care needs in a staff 
area, consent is required from: 

• parents/guardians 
• the student, if they are at secondary school. 

Student feeling 
unwell 

If a student feels unwell schools should: 
• assess a range of signs and symptoms including: 

- whether the student has a fever 
- whether the students skin feels warm/hot to touch 
- if the student looks pale but has flushed cheeks 
- whether the student indicates that they feel hot 
 

Note: The specific temperature is not the main indicator 
• take action based on the summary of signs and symptoms 
• immediately seek emergency assistance, if there is: 

- any doubt about the student’s condition, or 
- a sense that the student’s condition is deteriorating.   

Student has a 
minor injury 

When using an icepack/cool pack to treat a minor injury such as a bump or bruise: 
• do not apply directly to skin 
• remove if pain or discomfort occurs and use a cold compress (towel or cloth 

rinsed in cold water) as an alternative. 

Other injuries 

When an injury causes a nose bleed then an ice pack should not be used instead a cold 
compress may be used. 
 
In the following circumstances an icepack/cold compress should not be used and 
medical help should be sought (usually by calling an ambulance: 

• loss of consciousness, even if only briefly 
• a less than alert conscious state 
• suspicion of a fracture 
• suspicion of a spinal injury 
• damage to eyes or ears 
• penetration of the skin 
• deep open wounds. 

 
 

TRAINING 
Staff who practice first aid must receive: 

• basic first aid training 
• and where required, additional first aid modules to cover:  

 the health needs of students attending the school, such as asthma management, administration of 
the EpiPen (all staff) or excursions, specific educational programs or activities.  

  



Page 5 of 5 
 

 

FIRST AID POLICY 
 
 
Schools can also contact NURSE-ON-CALL (1300 60 60 24). Provides immediate, expert health advice from a 
registered nurse and is available 24 hours per day 7 days per week.  
 

FURTHER POLICIES, INFORMATION AND RESOURCES 
• Health Care Needs policy 
• Administration of Medication policy  

• Anaphylaxis policy 
• Asthma policy 

• Diabetes policy 
 

REVIEW and ENDORSEMENT 

 

Policy last reviewed  September  2020  

Approved by  Principal – Trish Enzinger 

Next scheduled review date  

3-4 years 

October 2024 

  

  

This Policy will be available to the school community on the Birmingham Primary School Website 

 

https://birminghamps.vic.edu.au/reports-policies-plans/

