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First Aid Policy and Procedure
Policy
St Patrick's Primary School Stawell is committed to the provision of an elective system first aid management to protect the health and safety of all school employees, students and visitors as a requirement of the Occupational Health and Safety Act 2004. The school's policy applies to all who may be affected by injuries or illness resulting from school activities, whether on or off school campus.

The 'First Aid' policy is displayed in the following locations:
· First Aid Room

· VRQA File

· Policy File
FIRST AID OFFICERS REGISTRY
See Appendix One
CPR Updates

See Appendix Two

Anaphylaxis Updates

See Appendix Three
Procedures
Where a student is feeling unwell

Unwell students should not attend school.
If a student becomes or feels unwell at school, the student is sent to the Office and contact is made with the student’s family (ensure emergency contact details are up to date) and/or seek medical assistance.  Administration staff are able to provide immediate first aid and provide the next course of action.
Where there is a medical emergency

Staff should take emergency action without waiting for parent/guardian consent. Delays in these circumstances could compromise safety. Staff should:

· immediately contact emergency medical services (call 000)

· apply first aid until assistance arrives

· notify parents/guardians once action has been taken

· notify the Department’s Security Services Unit on (03) 9589 6266.

Apply first aid
If necessary, apply basic first aid with DRSABCD:

· Danger – always check for any danger to you, any bystanders and then the injured student. Staff should not put themselves in danger when assisting an injured or sick student

· Response – check if the student is conscious by seeing if they will respond when you talk to them, touch their hand or squeeze their shoulder

· Send for help – call 000

· Airway – check the student’s airway is clear and they are breathing

· Breathing - check for breathing (look for chest movements, listen for air coming through the student’s mouth or nose or feel for breathing by placing a hand on the lower part of the student’s chest)

· CPR – if the student is unconscious and not breathing, apply CPR (cardiopulmonary resuscitation)

· Defibrillator – if the student is unconscious and not breathing, apply an automated external defibrillator (AED) if one is available. Some AEDs are not suitable for children so ensure the device is checked for suitability.  At St Patrick’s Primary School, the defibrillator is located in the Administration area, near the small meeting room.
Important note: staff should only apply first aid in line with their skills and level of training.

Further information is available on the First aid basics and DRSABCD website (Better Health Channel)

Where there is a head injury and suspected concussion

Following a head injury or knock to the head, children and adolescents may be more susceptible to concussion and take longer to recover. The Concussion Recognition Tool 5 (available in the First Aid Kit) can be used to assist identification of suspected concussion. It is not designed to diagnose concussion.

RED FLAGS – Call an ambulance

If there is concern after a head injury, including whether ANY of the following signs are observed or complaints are reported, first aid should be administered AND an ambulance should be called for urgent medical assessment:

· neck pain or tenderness

· double vision

· weakness or tingling/burning in arms or legs

· severe or increasing headache

· seizure or convulsion

· loss of consciousness

· deteriorating conscious state

· vomiting

· increasingly restless, agitated or combative.

OBSERVABLE SIGNS – take appropriate action
If there are NO RED FLAGS but signs and symptoms that suggest concussion, as listed in the Concussion Recognition Tool 5 (available in the First Aid Kit):

· the student should be immediately removed from play/sport and not engage in further activity (e.g. returning to a sporting game)

· the school must advise the parent or carer to collect the student and recommend a medical assessment, even if the symptoms resolve.

Making contact with parents and carers


Whenever the Concussion Recognition Tool 5 is used to assist with the identification of a suspected concussion, parents and carers should always be contacted and the following actions taken:

· If concussion IS suspected:

· the school must contact the parent or carer and ask the parent or carer to collect the student from school and recommend a medical assessment, even if the symptoms resolve.

· If concussion ISN’T suspected:

· the parent or carer should be contacted and informed of the injury and that the Concussion Recognition Tool 5 has been used to assist with the identification of a suspected concussion

· If, after being informed of this process the parent or carer wish to collect the student from school, they may do so.

· Following identified concussion incidents, schools may need to make reasonable adjustments as guided by the student’s treating team, including:

· return to learning and return to sport plans

· modifying school programs to include more regular breaks, rests and increased time to complete tasks.

For more information, see: RCH Head injury - general advice and RCH – Head Injury – Return to school and sport
Where there is an identified health need

First aid requirements for students with identified health care needs should be explained in the Student Health Support Plan, Anaphylaxis Management Plan or Asthma Care 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 and/or the student, if they are at secondary school.

Medication

If a student is required to take prescribed medication during school hours, a request must be made in writing.  All medication must be delivered to St Patrick’s in the pharmaceutical container with the student’s name and the correct dosage printed on it from the pharmacist.

All medication is stored in a secure cupboard in Sick Bay in individual snap locked containers.  With the medication is the Authority to Administer the medication as well as the medication.   Each time a student is administered a dose of medication, it is recorded in the folder situated in the Front Office.

The name of the parents with mobile number is also attached to the snap lock container.
St Patrick’s Primary Stawll does not allow use of medication by anyone other than the prescribed student.

Note: Only in a life threatening emergency could this requirement be varied. For example, if a student is having an asthma attack and their own blue reliever puffer is not readily available, one should be obtained and given without delay.
Epipens

Parents of students who suffer from anaphylaxis supply St Patrick’s Primary with an epipen.  However, the school also has two generic epipens available for emergency use.  One is kept in the Sick Bay cupboard ad the second one is in the bum bag with the red tape.

Use of ice packs

Icepacks are used to treat minor bumps and bruises and there is a supply in the Staff Room freezer as well as in each of the bar fridges in the classrooms.   Ice packs are not applied directly to the skin – they are placed in a towelling pocket.
When an injury causes a nose bleed a cold compress is used rather than an ice pack.
In the following circumstances an icepack and/or 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.

Staff and training

All staff at St Patrick’s Primary School undertake the following training:
· HLTAID003
Provide First Aid  (3 years)

· HLTAID001
CPR  Yearly update

· Anaphylaxis Training      2 years

Staff at St Patrick’s Stawell are familiar with First Aid procedures upon induction.  They observe their duty of care to students by providing first aid treatment within the limits of their skill, expertise, training and responsibilities.
The Business Manager is the First Aid Officer who can assist an ill or injured person and has current qualifications covering all the school’s first aid requirements
The Principal ensures relevant staff receive additional training to meet student health needs (which may include training for anaphylaxis, asthma or diabetes management).
Staff at St Patrick’s Stawell understand the health needs of students attending the school, such as asthma management, administration of the EpiPen.   Information regarding students and their conditions/illnesses/requirements for medication are essential when on excursions and camps and other activities.
Communication of Health Risks

Medical Form is sent to all families for all students annually.  Students who have ongoing conditions.illnesses are required to again list these and if any new conditions are diagnosed, these are also to be detailed.

A visual pinboard of all students with serious illnesses/conditions is displayed in the corridor near the Principals office.  This area is not a traffic area for students or parents ensuring privacy regarding the conditions.

The communication is colour coded in levels of severity and the condition:

· Anaphylaxis and life threatening conditions (red)

· Serious but not life threatening  (orange)

· Asthma  (Blue)

· Allergies (not causing anaphylaxis ( green)

· Behavioural (ADHD)  (yellow)

First aid kits

Sick Bay

Major mobile first aid kit – School maintains a check list of items which are required in this kit.
Bum Bags
Red tape bag contains epipen along with the anaphylaxis plans of the students who suffer 


from anaphylaxis.
Prescribed Medication
Stored in a secure cupboard in Sick Bay

Asthma

Ventolin Puffers and spacers stored in a secure cupboard in Sick Bay – individual asthma medication stored in student’s snaplock containers.
Sick Bay
The room adjacent to the Front Office and Principal’s Office is used as Sick Bay.  Students are able to rest in this area while staff contact parents.  Staff are able to treat minor injuries and conditions in this room.
Recording Illness and Injuries
Staff on duty record injuries in a specially designed carbon book, one copy going to the family.  IN 2020, St Patrick’s Stawell will move towards SIMON and the reporting of minor incidents can be completed electronically and emailed to parents.  When a student comes to Sick Bay, the incident is recorded on SIMON.

Parents are contacted if the incident is one of a serious nature – injury or illness.

Ratified on:_____________________________________________________________

Signed:__________________________________________________________________

Review Date:______________________________________________________________

FIRST AID CHECKLIST 
The purpose of this checklist is to facilitate the review of the first aid requirements of our school. Where the answer to a question is “NO”, the Parish Priest/Principal/First Aid Officer should take the required action. All questions must be answered.

First Aid Rooms (if applicable):

	Item
	Yes
	No
	Required Action
	Person Responsible
	Completion Date

	Is the location of the first aid room or area clearly displayed?
	X
	
	
	
	

	Are adequate equipment, facilities and supplies provided as required?
	X
	
	
	
	

	Are suitable personnel appointed to staff the first Aid service?
	X
	
	
	
	

	Are the phone numbers of emergency services clearly displayed?
	X
	
	
	
	

	Is there suitable signage for first aid?
	X
	
	
	
	

	Are all staff and students aware of the location of the first aid room?
	X
	
	
	
	

	Is the allocated room well ventilated and well illuminated?
	X
	
	
	
	

	Does the room have ease of access for an ambulance?
	X
	
	
	
	

	Is there easy access to toilets?
	X
	
	Staff toilets
	
	

	Does the room contain a couch or bed with blankets and pillows?
	X
	
	
	
	

	Is there access to a sink or washbasin?
	X
	
	In staff bathroom
	
	

	Is there a means by which occupants can gain attention?
	X
	
	
	
	

	Is there a means of indicating occupancy?
	X
	
	
	
	

	Is there a first aid officer responsible for maintaining the first aid room?
	X
	
	
	
	


Date Completed: 16th June 2020               By Whom: Donna Wood           Review Date:2021
First Aid Personnel:

	Item
	Yes
	No
	Required Action
	Person Responsible
	Completion Date

	Are there adequate numbers of trained first aid officers for the school to cover all activities, both on and off campus?
	x
	
	
	
	

	Are the names of first aid personnel clearly displayed throughout the school?
	X
	
	
	
	

	Are the contact details (extension number and location) of first aid personnel clearly listed?
	X
	
	
	
	

	Is the identity of first aid personnel known to all staff and students?
	X
	
	
	
	

	Is there a registry of first aid personnel listing the type, level and renewal date of training undertaken?
	x
	
	
	
	

	Have all first aid personnel satisfactorily completed a recognised first aid training course?
	X
	
	
	
	

	Have first aid personnel received training for managing specific medical conditions (eg anaphyiaxis)?
	X
	
	
	
	

	Are suitable personnel appointed to staff the first aid service (eg reliable)?
	X
	
	
	
	

	Are ail employees familiar with procedures in the event of a medical emergency?
	X
	
	
	
	

	Do staff and students know where and how to get first aid assistance?
	X
	
	
	
	

	Are there first aiders trained about specific hazards and how to deal with the illness/injuries arising from them?
	X
	
	
	
	

	Are trained first aid personnel accessible to all staff and students?
	X
	
	
	
	


Date Completed: 16th June 2020               By Whom: Donna Wood           Review Date:2021
Appendix One    Register of Staff First Aid  2019.
	Barber
	Anne-thea
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Bonney
	Melissa
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Cox-Hayward
	Lynette
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Harney
	Fiona
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Howard 
	Michelle
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Gehan 
	Jo
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Giles
	Judy
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Toomey
	Lauren
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Smith
	Marnie
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Ryan
	Kerrie
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Moloney
	Leon
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Groves
	Tracey
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Comitti
	Maryanne
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Howard 
	Sarah
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	McIntyre
	Elizabeth
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Hemley
	Jo
	Click here to view
	25/05/2018
	26/05/2021
	DUE IN 343 DAYS
	Roger Murray

	Comitti
	Katherine
	Click here to view
	13/04/2018
	14/04/2021
	DUE IN 301 DAYS
	Roger Murray

	Comitti
	Lillie
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Sharp
	Lauren
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Sharp
	Lauren
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	Roger Murray

	Wood
	Donna
	Click here to view
	22/02/2018
	23/02/2021
	DUE IN 251 DAYS
	Allens Training

	Comitti
	Katherine
	Click here to view
	13/04/2018
	14/04/2021
	DUE IN 301 DAYS
	Life Saving Australia


Appendix Two    Register of Staff CPR  2019.
	Staff Member Name
	CPR Training
	Date Completed
	Expiry Date 
(12 Months)
	Refresher Training Required
	Conducted by

	Barber
	Anne-thea
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Bonney
	Melissa
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Cox-Hayward
	Lynette
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Harney
	Fiona
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Howard 
	Michelle
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Gehan 
	Jo
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Giles
	Judy
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Toomey
	Lauren
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Smith
	Marnie
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Ryan 
	Kerrie
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Moloney
	Leon
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Groves
	Tracey
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Comitti
	Maryanne
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Howard 
	Sarah
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	McIntyre
	Elizabeth
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Comitti
	Katherine
	click here to view
	13/04/2018
	14/04/2021
	DUE IN 301 DAYS
	Roger Murray

	Comitti
	Lillie
	Click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Sharp
	Lauren
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 1001 DAYS
	Roger Murray

	Wood
	Donna
	click here to view
	12/12/2017
	12/12/2020
	DUE IN 504 DAYS
	Allen Training


Appendix 3   Anaphylaxis Training 2020
	Staff Member Name
	Anaphylaxis Training
	Date Completed
	Expiry Date 
(3 Years)
	Refresher Training Required

	Staff Member Name
	CPR Training
	Date Completed
	Expiry Date 
(12 Months)
	Refresher Training Required
	Conducted by

	Barber
	Anne-thea
	
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Bonney
	Melissa
	 
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Cox-Hayward
	Lynette
	 
	23/04/2020
	24/03/2023
	DUE IN 1010 DAYS
	ASCIA

	Harney
	Fiona
	 
	
	
	
	Roger Murray

	Howard 
	Michelle
	 
	23/04/2020
	24/03/2023
	DUE IN 1010 DAYS
	Ascia

	Gehan 
	Jo
	..\Records\First Aid\2016\Jo Gehan.pdf
	2523/04/2020
	24/03/2023
	DUE IN 1010 DAYS
	ASCIA

	Giles
	Judy
	 
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	Ascia

	Toomey
	Lauren
	 
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	Ascia

	Smith
	Marnie
	..\Records\First Aid\2014\Mrnie Smith - Anaphylaxis.pdf
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	Ascia

	Kerrie
	Ryan
	 
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	Ascia

	Leon
	Moloney
	
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	Ascia

	Moloney
	Leon
	Click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Groves
	Tracey
	Click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Comitti
	Maryanne
	Click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Howard 
	Sarah
	Click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Comitti
	Katherine
	click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Comitti
	Lillie
	Click here to view
	23/04/2020
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Sharp
	Lauren
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	ASCIA

	Wood
	Donna
	click here to view
	23/04/2019
	23/04/2022
	DUE IN 675 DAYS
	ASCIA
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