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Administration of First Aid

Quality area 2: Children’s Health and Safety

2.1.1 Wellbeing
and comfort

2.1.2 Health
practise and
procedures

2.2 Safety

2.2.1 Supervision

2.2.2 Incident and
emergency

Each Child’s well-being and comfort is provided for, including appropriate opportunities to meet
each child’s needs for sleep, rest and relaxation.
Effective illness and injury management and hygiene practices are promoted and implemented

Each child is protected

At all times, reasonable precautions and adequate supervision ensure children are protected from
harm and hazard

Plans to effectively manage incidents and emergencies are developed in consultation with relevant
authorities, practiced and implemented
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Meaning of serious Incident

Incident, injury, trauma and illness policies and procedures
Notification to parents of incident, injury, trauma and illness
Incident, injury, trauma and illness record

Infectious diseases

First aid kits

Medical conditions policy

Medication record

Administration of medication

Exception to authorisation requirement-anaphylaxis or asthma emergency
Emergency and evacuation procedures

Conduct a risk assessment for excursions

Conduct a risk assessment for transporting of children by the education and care service
First aid qualifications

Approval of qualifications

Authorisations to be kept in enrolment record

Health and information to be kept in enrolment record

Education and care service must have policies and procedures

Policies and procedures to be followed
Prescribed information to be notified to Regulatory Authority
Time to notify certain information to Regulatory Authority

Storage of records and other documents
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Policy

As a service, we are committed to supporting the health and safety of all children that are in our care. Our
Directors, Team Leaders and Team assistants have a duty of care and are trained in first aid in and Education and
Care setting, with any first aid that is given being recorded in the ‘First aid and Medical’ folder. This record of an
administration of first aid, is to be co-signed by a parent or guardian of the child to ensure that they have been
made aware of the incident and that proper first aid procedure has been followed. The health, safety and
wellbeing of all children in our care is taken seriously, therefore, we take precautions to ensure that all children
are protected from harm. We ensure that we, as educators, are always well equipped to administer first aid in the
event of an injury of accident, utilising portable first aid bags when we are away from the service on an excursion.
Educators are made aware of their roles in response to administering first aid, notifications and reporting and
undertake these roles effectively. All qualified educators undertake regular training to ensure that they are up to
date with relevant first aid information and are on hand to provide first aid when necessary. Policies and
procedures related to the administration of first aid are located in the office cupboard and accessible to educators

and families if needed.
Related policies

- Incident, Injury, Trauma & Iliness

- Dealing with Medical conditions in Children
- Dealing with Infectious Diseases

First aid kits

- Afirst aid kit is kept in the OSHC office and we have a portable backpack first aid kit to take to areas

that require easier access to a first aid kit
- Additional supplies are kept in the OSHC office, easily accessible for staff if needed

- Itis the responsibility of the Nominated Supervisor and Inclusion and Medical Leader to regularly check

and re stock first aid kits as necessary
- Afirst aid kit is taken on Excursions as well as an Emergency asthma kit

- Allinjuries or ilinesses that require first aid are recorded by educators in the ‘First aid and medical’

folder (kept in the office), these must be signed off by a guardian on pick up and by a director
- Cold packs are kept in the freezer in a separate are for use in first aid incidents

- First aid is only administered by a First aid Supervisor (Directors, Team Leader or Team assistants); in
the event of a minor accident the educators’ role is to stabilize the injured person until more advanced

care arrives
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Administration of First Aid

If a child approaches a First Aid Supervisor with a first aid Incident, the educator will:
- Assess the child and ask for a recount of the incident that has resulted in the need for first aid
- Apply appropriate first aid, this could include cleaning a small cut and applying a band aid

- The educator will determine if a child is too unwell or injured to stay at the service, if this is the case,

the child will be allowed to stay in a quiet area whilst the family is contacted by educators
- Any head injury requires a courtesy call to a Guardian
- Ensure to check back in with the child to see how they are doing

- Record the incident in the ‘Accident and Injury’ folder

Inform the family on arrival to the service of the incident, and ask the family to co-sign the record
First aid on Excursions

Whilst on an excursion, if a child approaches a First Aid Supervisor with a first aid incident, the educator will do

the following:

Assess the child and ask for a recount of the incident that has resulted in the need for first aid

Using the First Aid Backpack to apply appropriate first aid

- Dependent on the excursion, Educators may ask excursion groups to stay together or join another
group whilst first aid is administered. Educators will use walkie talkies to inform other staff of the

situation and or if extra supervision is needed

- Once the first aid incident has been dealt with, Educators and children may carry on with the rest of the
excursion as normal. If the child needs extra supervision or needs time to sit down and rest the injury, a

First Aid Supervisor will remain with them in a quiet/safe area

- First Aid Supervisor will record the incident on An Accident form and place into the ‘First aid and

medical’ folder once returned to the service
- Inform the family on arrival to the service of the incident, and ask the family to co-sign the record
- Replace any first aid equipment used in the First Aid Backpack
Minor Incidents Procedure
When a minor incident, injury, trauma, or iliness occurs at the service, a First Aid Supervisor will:
- Administer basic first aid, this might include offering an Icepack to a child who has injured themselves
- Ensure that they are wearing their personal protective equipment before administering first aid

- Ifthey are outside administering first aid; utilising supplies in the First Aid Backpack and ensuring a safe
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place
- Record the incident, injury, trauma, or iliness in the ‘First aid and medical’ folder
- Inform the family on arrival to the service of the incident

- Notify the family if the incident requires a follow up at home or with the child’s doctor (and inform the

service if medical treatment is sort)
- Ifrequired, call an ambulance, and continues to administer first aid

When a serious accident which requires more serious first aid treatment occurs at the service, the First Aid

Supervisor will:
- Attend to the injured child and administer first aid
- Assess the injury and decide whether an ambulance needs to be called

- Inthe event an ambulance is called, the ambulance service will render an account in the name of the

parent of the child concerned.

Roles and Responsibilities
Director:

— Ensure that obligations under the Education and Care Services National Law and National Regulations

are met
— Take reasonable steps to ensure that the director and educators follow all policies and procedures

- Ensure that there are an appropriate number of first aid kits in relation to the number of children at the

service

- Ensure that information regarding the administration of first aid from an incident is recorded in the

‘First aid and Medical’ folder

- Ensure that incidents requiring first aid treatment are notified to families as soon as practicable but no

later than 24 hours after the occurrence.
- Take reasonable steps to ensure educators follow the Administration of First Aid policy and procedures

- Ensure that copies of the policy and procedures are readily accessible to educators and are available for

inspection
- Implement the Administration of First Aid policy and procedure
- Ensure that at least one educator holds current and approved first aid qualifications

- Ensure that an appropriate number of first aid kits are kept available
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Educato

Families

Ensure that an appropriate number of well-equipped first aid kits are taken on excursions
Monitor and maintain stock in first aid kits

Support educators to maintain their current first aid qualification

rs:

Implement the Administration of First Aid policy and procedures

Maintain current approved first aid qualifications (First Aid Supervisors)

Seek further medical attention if required after first aid has been administered

Record information as soon as possible, and within 24 hours after the incident in the ‘First aid and

Medical’ folder, and ensure that families are notified

Be aware of children attending the service with allergies and their attendance days, and apply this

knowledge when providing first aid
While attending to a child requiring first aid, ensure that other children are adequately supervised

Provide authorisations in their child’s enrolment form for the director to seek medical treatment for
their child from a registered medical practitioner, hospital, or ambulance service and if required, for

transportation by an ambulance service

Be aware that medication may be administered to their child in the case of an anaphylaxis or asthma

emergency without their authorisations

Notify the service upon enrolment of any specific health care needs of their child, including any medical

conditions and allergies and any medical management plans that need to be followed
Ensure that any medical management plan is kept up to date

Be contactable, either directly or through emergency contacts listed on the enrolment form, in the

event of an incident requiring the administration of first aid and/or medical attention

Notify educators if there has been any change in the condition of the child’s health, or of recent

accidents or incidents that may impact the child’s care and require the administration of first aid.

Co-sign “Accident report” form upon collection of their child if first aid has been administered
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Approved by Hawthorndene School Governing Council

Review

The policy will be reviewed annually by:

- Management

- Employees

- Families

- HPS Governing Council

Last reviewed By who

Changes made

Feb 2025 Lauren and Jess

- Wording changes
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