
Spring Gully Primary School 
First Aid & Procedures

 

 

POLICY 

 

PURPOSE 

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

SCOPE 

First aid for anaphylaxis and asthma 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.  

POLICY 

From time to time Spring Gully 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 Spring Gully 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) which 

includes expiry dates of the training. Staff who were Level 2 trained in March 2021 include:  

Brett Parkes, Wendy Sloane, Michael Smith, Jane Rodda, Luke Crawford, Daniel Lidgett, Sophie Smith 

and Jayme Hudson. Training expires for all of these staff members in March 2024.  

This list is reviewed on an annual basis as part of the annual review of our Emergency Management 

Plan.  

 

 

 

 



First Aid Officer 

Consistent with the Department’s First Aid Policy and Procedures, the school will allocate staff 

member/s as First Aid Officer. The First Aid Officer works with the Assistant Principal to ensure all 

directives of this policy are followed.  

Wendy Sloane is currently the nominated First Aid Officer at Spring Gully Primary School.  

First Aid Leader Duties 

The First Aid Officer is required to undertake a coordinating role maintaining standard medical 

service provision, student medical records and parent notifications.   

Their specific duties include: 

- Providing first aid emergency awareness for staff, in collaboration with the Assistant Principal. 
- Maintaining the first aid room (sick bay) and first aid kits. 
- Maintain and manage all student medical information.  
- Oversee management of school and student epipens and school asthma medication.  
- Providing first aid services commensurate with competency and training.  This may include all or 

some of emergency life support including response to life threatening conditions which may occur in 

the school (e.g. cardiac arrest or respiratory difficulties associated with asthma), management of 

severe bleeding, basic wound care, fractures, soft tissue injury. 
- Facilitating the recording of all first aid treatment on Compass.  A copy of treatment provided shall 

be forwarded to the family via Compass on all occasions, with the exception of minor abrasions.  The 

first aider should respect the confidential nature of any information given. 
- Providing input and support on first aid preparations and requirements for excursions and camps. 
- Undertaking training and certification requirements and procedures as deemed by DET in relation to 

CPR, anaphylaxis and asthma.  
- As the nominated Anaphylaxis Verifier, along with the Assistant Principal, undertake required 

training and provide training for staff.    

 

Where possible, only staff with first aid qualifications will provide first aid. However, in an 

emergency other staff may be required to help within their level of competency. 

First aid kits 

Spring Gully Primary School will maintain: 

• A major first aid kit which will be stored in the Sick Bay  

• A portable first aid bum bag is assigned to and stored in each classroom, including specialist 
classrooms. These may be used for excursions, camps, or yard duty.  

 
Wendy Sloane 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. 

 

 

 

 

 

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


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.  

First Aid / Sick Bay Area 

Our school follows the Department’s policy and guidance in relation to our first aid room/sick bay 

area to ensure it is safe, hygienic and appropriately equipped: First aid rooms and sick bays.   

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, Spring Gully Primary School will notify 

parents/carers by making an entry on Compass (Chronical Sick Bay entry) 

• 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, Spring Gully Primary School will: 

- record the provision of first aid treatment on Compass and eduSafe Plus (if required).   

- 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. 

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/first-aid-students-and-staff/guidance/first-aid-rooms-and-sick-bays
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/medication/policy


Medication 

No medication, including headache medication, will be administered to children without the 

written permission of parents/guardians. Written permission must be accompanied by a 

signature. Verbal permission can not be accepted. 

• Medication is stored in the sickbay cupboard in a clearly labelled student tub. Medication 

requiring refrigeration will be clearly labelled and stored in the staffroom fridge.  

• When medication is provided to students, a record of this is made using the ‘Administer 

Medication’ template in Chroincal (Compass). This includes on camps and excursions.  

• Parents will receive an email notification via Compass once the ‘Administer Medication’ 

template is submitted. The ‘Administer Medication’ template records the following details 

against the individual student’s Compass profile:  
o medication details  
o dosage administered 
o time administered  
o staff member administering the medication 
o parent contacted (a tick box available to indicate ‘yes’) 

• Parents can access all medication entries at any time by logging into their child’s Compass 

profile. 

• A parent will be called in cases where medication is required ‘from time to time’ (and the 

required documentation is in place). For example, hay fever medication when the pollen 

count is high on a particular day or pain medication when the student requires this to 

manage pain that presents under certain circumstances. Parents will be called before the 

medication is administered.  

• For students who require medication on a daily/regular basis, phone calls will not be made 
unless deemed necessary. 

• The school is not permitted to store or administer painkillers such as aspirin and 

paracetamol as a standard first aid strategy as they can mask signs and symptoms of serious 
illness or injury.  

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 and staff training 

• Available to all staff in the Policy folder of Staff Shared 

• Included in transition and enrolment packs 

• Hard copy available from school administration upon request 

 

 

 

 



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:  

• Anaphylaxis Policy 

• Allergy Policy 

• Asthma Policy 

• Duty of Care Policy 

• Care Arrangements for Ill Students 

POLICY REVIEW AND APPROVAL 

Policy last reviewed  November 2022 

Approved by  Principal and School Council 

Next scheduled review date  2025  

 

  

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/infectious-diseases/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/syringe-disposal/policy
https://www2.education.vic.gov.au/pal/medication/policy
https://www2.education.vic.gov.au/pal/medication/policy


 

 

 



 


