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Purpose  

To ensure the school community understands our school’s approach to first aid for students. 

Scope 

First aid for anaphylaxis [and asthma] [is/are] provided for in our school’s: 

● Anaphylaxis Policy 
● Asthma Policy  

This policy does not include information on first aid requirements for COVID-19. Our school follows the 
Department’s operational guidance for first aid management relating to COVID-19.  

Cairnlea Park Primary School must provide:  

● first aid facilities  
● ensure sufficient staff trained in first aid under the provisions of the Occupational Health & Safety Act 

2004 and the Department’s First Aid and Infection Control advice, see: Department Resources  

Cairnlea Park Primary School must ensure there is always a first aid officer who:  

● can assist an injured or ill person  
● has current qualifications covering all the school’s first aid requirements 

The Principal must ensure relevant staff receive additional training to meet student health needs. Teachers and 
the principal must:  

● be familiar with the school’s first aid procedures  
● observe their duty of care to students by providing first aid treatment within the limits of their skill, 

expertise, training and responsibilities 

Cairnlea Park Primary School supports first aid by:  

● ensuring the school's first aid needs are met  
● Providing:  

o asthma kits  
o first aid rooms  
o major first aid kits  
o portable first aid kits  

● Managing:  
o blood spills and bleeding students  
o syringe disposal/injuries. 
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Definitions  

 First aid involves emergency treatment and support to:  

● preserve life through:  
o clearing and maintaining open airways  
o restoring breathing or circulation  
o monitoring wellbeing until the person recovers or is transferred into the care of ambulance 

paramedic, doctor or nurse  
● protect a person, particularly if they are unconscious  
● prevent a condition worsening  
● promote recovery 

Note: The goal of first aid is not to diagnose or treat the condition. 

 

Policy   

From time to time Cairnlea Park Primary School staff might need to administer first aid to students at school or 
school activities.   

Parents/carers should be aware that the goal of first aid is not to diagnose or treat a condition. 

Staffing  
The Principal will ensure that Cairnlea Park Primary School has sufficient staff with the appropriate levels of first 
aid training to meet the first aid needs of the school community. 

Our school’s trained first aid officers are listed in our Emergency Management Plan (EMP). Our EMP includes the 
expiry dates of the training.  

This list is reviewed as part of the school policy review schedule, as part of the review of the Emergency 
Management plan, when a critical incident has occurred or as necessary. 

First Aid Officer Duties  
The First Aid Officer/s is required to undertake a coordinating role maintaining standard medical service 
provision, student medical records and parent notifications. Their specific duties include:  

o Providing first aid emergency awareness training for staff including emergency notification 
processes, a list of responsible officers and provision of emergency phone numbers 

o Coordinating first aid duty rosters and maintaining first aid room and first aid kits 
o Ensuring autoinjector’s are in date and Asthma plans, Allergy plans Anaphylaxis management 

plans and Epilepsy management forms are up to date 
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o Recording all first aid treatment. A copy of treatment provided shall be forwarded with the 
patient where further medical assistance is sought. The first aider should respect the confidential 
nature of any information given 

o Providing input on first aid requirements for excursions and camps 

The First Aid Officer/s will be available at the school during normal working hours. 

First aid kits 
Cairnlea Park Primary School will maintain: 

● A major first aid kit which will be stored in the First Aid/Sick Bay room.  
7 portable first aid kit/s which may be used for excursions, camps, or yard duty. The portable first 

aid kit/s will be stored:  
o First aid/Sick Bay Room  

First Aid Officers will be responsible for maintaining all first aid kits, ensuring they are managed in accordance 
with the Department’s policy and guidance on first aid kits – refer to First aid kits. 

First aid kits will be available for all groups that leave the school on excursions. The content of these kits will be 
dependent on the nature of the activities, the number of students and staff, and the location of the excursion. 
Portable first aid kits will be available for staff on yard duty. These kits will contain:  

● a pair of single use plastic gloves 
● a bottle of sterile eye solution 
● gauze and band-aids 
● first aid room passes 

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 sick bay at the office 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.  

Sick Bay 

Our school follows the Department’s policy and guidance in relation to our sick bay to ensure it is safe, 
hygienic and appropriately equipped: First aid rooms and sick bays.   

 

 

https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/guidance/first-aid-kits
https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/guidance/first-aid-rooms-and-sick-bays
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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: 

● Staff who have been trained in first aid will administer first aid in accordance with their training. In an 
emergency situation, other staff may assist in the administration of first aid within their level of 
competence. 

● In a medical emergency, staff may take emergency action and do not need to obtain parent/carer consent 
to do so. Staff may contact Triple Zero “000” for emergency medical services at any time. 

● Staff may also contact NURSE-ON-CALL (on 1300 60 60 24) in an emergency. NURSE-ON-CALL provides 
immediate, expert health advice from a registered nurse and is available 24 hours a day, 7 days a week. 

● If first aid is administered for a minor injury or condition, Cairnlea Park Primary School will notify 
parents/carers by a Compass Notification 

● It is the policy of the school that parents/emergency contacts are notified of all injuries to the head 
● If first aid is administered for a serious injury or condition, or in an emergency situation, school staff will 

attempt to contact parents/carers or emergency contacts as soon as reasonably practical.  
● If staff providing first aid determine that an emergency response is not required but that medical advice is 

needed, school staff will ask parents/carers, or an emergency contact person, to collect the student and 
recommend that advice is sought from a medical practitioner. 

● Whenever first aid treatment is administered to a student resulting from a student incident, injury or illness, 
Cairnlea Park Primary School will: 

o record the provision of care on eduSafe Plus. If the care is provided following a recorded incident, 
the details are recorded through the eduSafe Plus Incident form. For all other presentations, the 
eduSafe Plus Sick Bay form is used. 

o if care was provided in response to a medical emergency or reportable incident, follow the 
Department’s Reporting and Managing School Incidents Policy, including reporting the incident to 
the Department’s Incident Support and Operations Centre on 1800 126 126 where required to 
under that policy. 

● A Record of First Aid Treatment will be kept in the Sick Bay and information recorded for all students treated 
in the Sick Bay indicating date and time of attendance, the treatment given and the person administering 
the first aid. Staff will be notified by a Compass Notification. 

 

In accordance with Department of Education and Training policy, 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. For further information refer to the Department’s Policy and Advisory Library: 
Medication  

 

 

https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/medication/policy
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Circumstances 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 and/or Allergic Reactions Management Plan.  
See: Health Care Needs  
 
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 
 

Student feeling unwell  
 

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

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

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

Student has a minor injury  
 
Teachers will attend to minor first aid 
issues in the classroom with the 
provision of supplies in classroom first 
aid kits.  
Staff on yard duty will attend to minor 
first aid issues whilst on yard duty, 
with provision of supplies in the yard 
duty bags.  

When using an icepack 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:  

● 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 

https://www2.education.vic.gov.au/pal/health-care-needs/policy
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Further Information and Resources 

This policy should be read in conjunction with the following Department policies and guidelines: 

● First aid for Students and Staff 
● Health Care Needs 
● Infectious Diseases 
● Blood Spills and Open Wounds 
● Medication 
● Syringe Disposals and Injuries 

 The following school policies are also relevant to this First Aid Policy:  

● Distribution of Medication Policy 
● Anaphylaxis Policy 
● Asthma Policy 
● Duty of Care Policy 
● Health Care Needs Policy  

 

Communication 

This policy will be communicated to our school community in the following ways  

● Available publicly on our school’s website  
● Included in staff induction processes   
● Discussed at staff briefings/meetings as required  
● Made available in hard copy from school administration upon request  

Evaluation and Review Cycle 

This policy will be reviewed as part of the school’s 4-year review cycle, unless an issue arises which requires prior 
review.   
  
Document Status 

Reviewed School Council Ratification Next Review 
School Council Meeting May 2022 2026 

 

 

https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/policy
https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/policy
https://www2.education.vic.gov.au/pal/health-care-needs/policy
https://www2.education.vic.gov.au/pal/health-care-needs/policy
https://www2.education.vic.gov.au/pal/infectious-diseases/policy
https://www2.education.vic.gov.au/pal/infectious-diseases/policy
https://www2.education.vic.gov.au/pal/blood-spills-and-open-wounds-management/policy
https://www2.education.vic.gov.au/pal/blood-spills-and-open-wounds-management/policy
https://www2.education.vic.gov.au/pal/medication/policy
https://www2.education.vic.gov.au/pal/medication/policy
https://www2.education.vic.gov.au/pal/syringe-disposal/policy
https://www2.education.vic.gov.au/pal/syringe-disposal/policy
https://www.cairnleaparkps.vic.edu.au/wp-content/uploads/distribution-of-medications-policy.pdf
https://www.cairnleaparkps.vic.edu.au/wp-content/uploads/anaphylaxis-policy.pdf
https://www.cairnleaparkps.vic.edu.au/wp-content/uploads/asthma-policy.pdf
http://www.cairnleaparkps.vic.edu.au/wp-content/uploads/duty-of-care-policy-1.pdf
http://www.cairnleaparkps.vic.edu.au/wp-content/uploads/health-care-needs-policy.pdf
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