
First Aid Policy
Aims:
The service and all educators can effectively administer first aid in response to
accidents, illness and emergencies which occur at the service to ensure the safety and
wellbeing of children, educators and visitors.

Implementation:
This policy and related policies and procedures at the service will be followed by
nominated supervisors and educators of, and volunteers at, the service in the event that a
child -
(a) is injured; or
(b) becomes ill; or
(c) suffers a trauma.
The approved provider of the service will ensure that a parent of a child is notified as soon
as practicably possible and without undue delay. Parents will be notified no later than 24
hours of the injury, illness or trauma. An Incident, Injury, Trauma and Illness Record will be
completed without delay.

First aid kits will be easily recognised and readily available where children are present at the
service and during excursions. They will be suitably equipped having regard to the hazards at
the service, past and potential injuries and size and location of the service.

We will ensure all staff have first aid, anaphylaxis and asthma management training and
that all training is current and updated at least every 3 years.

We will display these qualifications and expiry date where they can be easily be viewed
by all educators and staff, to assist in the identification process.
First aid qualified educators will be present at all times on the roster and in the service. They
will never exceed their qualifications and competence when administering first aid.

During induction training for new educators and staff we will:
● advise which educators have first aid qualifications, and asthma and

anaphylaxis management training and the location of the first aid kit

● obtain information about any first aid needs the educator may have that could
require specific treatment in a medical emergency. This information will only be
provided to first aid qualified educators with the employee’s consent.

We will review our first aid response plan, the location of the first aid kit and who our
first aid trained educators are at least annually or when there are any changes during staff
meetings or through newsletters, emails or memos.
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Administration of First Aid

If there is an accident, illness or injury requiring first aid, the following response procedure
will be implemented:
● Educator or staff member notifies nominated supervisor and a first aid qualified

educator of the incident, illness or injury
● Nominated supervisor or first aid qualified educator reviews child’s medical information

including any medical information disclosed on the child’s enrolment form, medical
management plan or medical risk minimisation plan before the first aid qualified educator
attends to the injured or ill child or adult.

If the illness or incident involves asthma or anaphylaxis, an educator with approved
asthma or anaphylaxis training will attend to the child or adult.

● Nominated supervisor and educators supervise and care for children in the vicinity of the
incident, illness or injury

● If required, first aid qualified educator or nominated supervisor notifies and co-ordinates
ambulance

● If required, first aid qualified educator or nominated supervisor notifies parent or
authorised nominee that child requires medical attention from a medical
practitioner

● If required, educator or nominated supervisor contacts parent or authorised nominee
to collect child from service

● Nominated supervisor ensures Incident, Injury, Trauma and Illness Record is completed
in full and without delay and parent or authorised nominee is notified as soon as
possible and within 24 hours of the injury, illness or trauma.

Refer to Incident Trauma and Injury Policy

First Aid Kit Guidelines

Any First Aid kit at the service must:

● Not be locked.

● Be appropriate for the number of employees and children and adequate for
the immediate treatment of injuries at the service.
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● Be in a place that takes an employee no longer than two minutes to reach, including
time required to access secure areas.

● Be constructed of resistant material, be dustproof and of sufficient size to
adequately store the required contents
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● Be capable of being sealed and preferably be fitted with a carrying handle as well
as have internal compartments.

● Contain a list of the contents of the kit.

● Be regularly checked using the First Aid Kit Checklist to ensure the contents are
as listed and have not deteriorated or expired.

● Have a white cross on a green background with the words 'First Aid' prominently
displayed on the outside.

● Be easy to access and if applicable, located where there is a risk of injury occurring.

● Consideration should be given to preventative measures such as sunscreen
protection and portable water if working outdoors.

● First Aid kits must be taken on excursions and be attended by First Aid
qualified educators.

● Be maintained in proper condition and the contents replenished as necessary.

● The Director is responsible for maintaining all First Aid kits at the service and
ensuring each Kit has the required quantities, items are within their expiry dates
and sterile products are sealed. This will occur after each use or if unused, at least
annually. They will also consider whether the first aid kits and modules suit the
service’s hazards and the injuries that have occurred. If the kit requires additional
resources, these individuals will arrange for purchase.

● We will display a well recognised, standardised first aid sign to assist in easily
locating first aid kits. Signage will comply with AS 1319:1994 – Safety Signs for
the Occupational Environment.

This policy links to:

Related Policies
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Injury, Incident, Trauma and
Illness Work Health and Safety

This policy links to the following NQS:
National Quality Standards: 2.3.3
See Appendix 1 – National Law and National Regulations (12, 85, 86, 87, 88,89 )
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