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HAMILTON NORTH PRIMARY SCHOOL 

FIRST AID POLICY  

 
 

Hamilton North Primary School Statement 
 
Hamilton North Primary School at all times will fully comply with Department management and the 
associated Guidelines published and amended by the Department from time to time. 
 
Purpose of this Policy 

At any one time, a student can have a health condition or care need that could impact on their 
attendance and participation within school. This can require short or long-term first aid planning, 
supervision for safety, routine health and personal care support and occasionally complex medical 
care needs. 

Hamilton North Primary School has a responsibility to provide equitable access to education and 
respond to diverse student needs, including health care needs. 

This policy has been developed to assist supporting student health within a school environment in a 
pro-active manner. 

Guidelines 

Generally, schools are unable to provide for ill and recuperating students. Teachers require 
students to have relatively stable health and clear care plans. For example, teachers can generally 
safely supervise a child with a chronic health condition such as asthma or diabetes where the 
individual’s health is relatively stable and predictable and care recommendations have been 
documented and agreed to by the school. 

If, however, a student has recently contracted an illness, is infectious and/or needs rest and 
recuperation, his or her care generally should be the responsibility of the family. 

The school principal will ensure that families understand and follow the school’s health support 
procedures. 

At the initial meeting with families, prior to acceptance of enrolment, the principal or their nominees 
should specifically ask whether a child or student has any individual emergency or routine health 
and personal care support needs, such as: predictable emergency first aid associated with, for 
example, anaphylaxis (severe, life threatening allergy), seizure management or diabetes routine 
supervision for health care safety, such as supervision of medication personal care, including 
assistance with personal hygiene, continence care, eating and drinking transfers and positioning, 
and use of health related equipment. 

The school works with parents to develop a student health support plan. The school principal will 
ensure that allocation of staff duties anticipates predictable short and long-term health support 
needs of children and students in their care.  

If there is an indication that individual health care may be needed by a student, the parent/guardian 
should be asked to provide a health care plan, written by a relevant health professional. The care 
plan should document recommended emergency and routine health and personal care support for 
the child or student.  
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Information about medical conditions (such as asthma, anaphylaxis, epilepsy and incontinence) 
must be provided by a doctor or, in some cases, a clinical nurse consultant working under the 
direction of a doctor. A therapist (for example, a physiotherapist or a speech pathologist) will 
usually document information about therapeutic such as transfers and positioning, and mealtime 
assistance.  

 The student admissions officer enters the medical data on Cases21 to enable all medical 
conditions to be recorded on any school documents e.g.: Student Excursion Permission 
Form 

 The student admission officer and first aid officer (Jen Neaves) liaises with parents to 
develop student asthma action plans, diabetes management plan and anaphylaxis plans 
which are then enacted by the school. 

 Parents/guardians are informed of their Duty of Care in providing up to date information and 
medication for their child’s health conditions. 

 Parents/guardians are primarily responsible for the health and wellbeing of their children. 

First Aid support in the school will be provided in response to unpredictable illness or injury until 
parent/guardian is located to attend school and then take responsibility for the continuing health 
care and wellbeing of their child.    

Program 

Hamilton North Primary School has procedures for supporting student health for students with 
identified health needs (see Appendix A) and will provide a basic first aid response to ill or injured 
students due to unforeseen circumstances (see Appendix B) and requiring emergency assistance. 

The first-aider will seek emergency assistance in situations where his or her training is not sufficient 
to keep the student safe. First aid trained staff should not have to wait for parent or guardian 
approval to take this emergency action. Delays could compromise safety. The first-aider should, 
however, notify the child’s or student’s emergency contact person as a matter of priority to inform 
him or her of the action taken. School procedures should ensure parents/guardians are aware of, 
and accept, this policy with its associated obligation for payment by families for ambulance and 
other emergency services. 

It is the principal’s responsibility to: 

 alert families to the need for health care plans if children or students need individual support 

 develop, monitor and review the school’s health support procedures 
 manage health support planning 

 involve relevant teachers in health support planning 

 manage confidentiality 

 ensure staff training requirements are fulfilled 

 ensure delegated staff responsibilities reflect duty statements 

 ensure facility standards are met 

 be aware of health care services which visit the school 

 manage archives of documented information 

(See Appendix A: Management of Students with Health Care Needs)  

 If there is an indication that individual health care may be needed by a student, the parent/carer 
should be asked to provide a health care plan, written by a relevant health professional. The care 
plan should document recommended emergency and routine health and personal care support for 
the child or student. Information about medical conditions (such as anaphylaxis, asthma, epilepsy 
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and incontinence) must be provided by a doctor or, in some cases, a clinical nurse consultant 
working under the direction of a doctor. A therapist (for example, a physiotherapist or a speech 
pathologist) will usually document information about therapeutic such as transfers and positioning, 
and mealtime assistance. 

 Some students will have a health care need identified after enrolment. The same steps should be 
followed.  An interim health support plan might be needed. 

 It is the responsibility of parents/guardians to: 

 provide relevant health care information to the school 

 liaise with health professionals to provide care plans which create minimum disruption to 
learning programs  

 assist children or students for whom they are responsible to self-manage, as much as is safe 
and practical, their health and personal care needs 

(See Appendix A: Management of Students with Health Care Needs)  

 It is the responsibility of parents/carers to: 

 administer first aid for unpredictable illness or injury 

 coordinate provision of first aid, including monitoring of equipment and facilities 

 administer additional individual first aid support as negotiated (for example, 
administration of adrenalin via Epi-Pen for anaphylaxis) 

Note: Invasive emergency care (such as administration of rectal diazepam for seizure 
management) is not a standard first aid procedure and so requires the involvement of a registered 
nurse. 

(See Appendix C: First Aid Care Procedures) 

 The school will have a number of teachers and educational support staff trained in first aid able to 
treat unpredictable illness or injury. 

 One member of staff will be delegated the task of coordinating first aid procedures, supervising the 
first aid facility and maintaining and securing the contents of the school’s first aid kit. A relief staff 
member will be nominated in the event of the absence of the first aid coordinator.  Other staff with 
first aid qualifications will be identified and available to assist. 

(See Appendix C: First Aid Care Procedures) 

Appendices which are connected with this policy are: 

 Appendix B: Managing Students with Special Health Needs 

 Appendix C: First Aid Care Procedures 

 Appendix D: List of qualified First Aid staff at Hamilton North Primary School. 

Evaluation 

This policy will be reviewed annually or more often if necessary due to changes in regulations 
or circumstances. 
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Appendix A 

Managing Students with Special Health Needs 

Any information provided to the school on the enrolment form or separately, will be taken into 
account when planning the care of a student. Where students have a health care need identified 
after enrolment, the same steps will be followed. 

When a need is identified 

Parents/guardians are required to provide accurate information about a student’s routine health and 
personal care support needs, and emergency care needs, for example: 

 predictable emergency first aid associated with an allergic reaction, seizure management, 
asthma, anaphylaxis, or diabetes 

 routine supervision for health care safety, such as supervision of medication 

 personal care, including assistance with personal hygiene, continence care, eating and 
drinking, transfers and positioning, and use of health-related equipment 

Parents/guardians and students will be informed when their information is being collected, about 
how their personal information will be used, and to whom it might be disclosed.  For example, to 
school nurses, who will require access to relevant student information in order to provide 
appropriate services. 

Medical advice is required from the student’s medical/health practitioner if there is an indication that 
a student has a health care need. The medical advice received must provide relevant information 
about the student’s medical condition and document recommended emergency and routine health 
and personal care support for the student. Ideally medical advice should be sought via the 
completion of a relevant Medical Advice Form. 

For any student requiring medication while at school, the school must receive written directions 
ideally from the student’s medical/health practitioner. This can be done via the completion of a 
Medication Authority Form or ASCIA Action Plan for anaphylaxis or School Asthma Action Plan for 
asthma.  

Information about the student’s health condition as well as medication to be stored and supervised 
at school should be loaded in Cases21 Database.  

The development of a Student Health Support Plan or in the case of Anaphylaxis an Anaphylaxis 
Management Plan will occur after the school has received the appropriate medical advice from the 
student’s medical/health practitioner. If there is a time delay between receiving this advice and in 
the development of a Student Health Support Plan, the school may decide to put in place an interim 
support plan outlining an agreed interim strategy, e.g. call an ambulance immediately. 

Plans should be developed when a student is to attend school excursions and camps. The 
parent/guardian should complete a Confidential Medical Information for School Council Approved 
School Excursion. 

The planning process 

The principal (or nominee) should organise a meeting to negotiate the development of a Student 
Health Support Plan or in the case of Anaphylaxis an Anaphylaxis Management Plan with the 
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student, student’s parents/guardians and other relevant school staff. This Support Plan should be 
guided by the medical advice received by the student’s medical/health practitioner.    

A range of questions may be asked in planning support. For example:   

 Is it necessary to provide the support during the school day?  

 How can the recommended support be provided in the simplest manner, with minimal 
interruption to the education and care program?  

 Who should provide the support?  

 Is this support complex and/or invasive?  

 Is there staff training required?  

 Are there any facilities issues that need to be addressed?  

 How can the support be provided in a way that respects dignity, privacy, comfort and 
safety and enhances learning?  

 Are there any care and learning plans that should be completed for students with 
personal care support? 

This information is provided to parents/guardians on a regular basis via the school newsletter. 
Outside of these times the supervision and/or the collection of students is the responsibility of 
parents/guardians.  

Sufficient teachers will be allocated by the school principal or their nominee to supervise students 
during these periods 

Should a teacher be called away to other duties alternate supervision arrangements will be put in 
place in consultation with the principal or their nominee. 

Monitoring and review 

A date for when medical advice received by the student’s medical/health practitioner is to be 
reviewed (generally within twelve months) will be set. 

Student Health Support Plans will be annually reviewed in light of the updated information received 
by the student’s medical/health practitioner. Student Health Support Plans will be reviewed earlier if 
the school or the student’s parents/carers have concerns or if there is any change in the support. 

It may be agreed that an annual review of the Student Health Support Plan may not require 
updated medical advice. It is up to the principal’s discretion to request updated medical advice for a 
student. 
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Appendix B 

First Aid Care Procedures 

Introduction 

The school has procedures for supporting student health for students with identified health needs 
(see Appendix A) and will provide a basic first aid response as set out in the procedure below to 
ill or injured students due to unforeseen circumstances and requiring emergency assistance. 

These procedures have been communicated to all staff and are available for reference from the 
school office. 

First Aid Officers 

Consistent with the Department’s First Aid Policy and Procedures, the school has allocated the 
following staff member/s as its First Aid Officer/s: 

 To be issued once staff are employed 

 To be issued once staff are employed 

The First Aid Officer/s has/have the following first aid qualifications: 

First Aid Officers – Completed Provide First Aid (HLTAID003) 

 

    
     Don Beaton 

       (Principal Office)  
      Ext 209 

Jane Langley 
(Grade 0/1S) 

Ext  

Stacey Pemberton 
(Grade 0/1P) 

Ext  
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          Alyce Millard 
         (Grade 2/3A) 

Ext  

Laura Pyke 
(Grades 4P) 

Ext 207 

Jen Neaves 
 (Grade 4) 

Ext 207 
 
 

 

    
       Jess McMahon 
       (Grade 5/6J) 
      Ext 210/211 

Glenda Burns 
(Grade 5/6) 
Ext 210/211 

Leanne Willder 
 (PE) 

Ext 210/211 

First Aid Officers 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: 

 Participating in the risk management process within the school as part of the school’s OHS 
team. This may include contributing to risk management solutions and providing feedback on 
injury reports and first aid register data to identify persistent or serious hazards. 

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

 Coordinating first aid duty rosters and maintaining first aid room and first aid kits 

 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. 

 Recording all first aid treatment.  A copy of treatment provided shall be forwarded with the 
patient where further assistance is sought. The first aider should respect the confidential 
nature of any information given. 

 Providing input on first aid requirements for excursions and camps. 



 

2017 Hamilton North Primary School First Aid Policy 8 
 

The First Aid Officer/s will be available at the school during normal working hours and at other 
times when authorised Department programs are being conducted. 

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. 

Procedures for Medical Treatment 

In the event of a student requiring medical attention, an attempt will be made to contact the 
parents/guardians before calling for medical attention except in an extreme emergency.  

In serious cases, parents/guardians will always be informed as quickly as possible of their child’s 
condition and of the actions taken by the school.  

All accidents and injuries will be recorded on the Department’s injury management system on 
CASES21. 

A Record of First Aid Treatment will be kept in the Sick Bay and information recorded for all 
students treated in the Sick Bay. A pink slip will be filled in and sent home with the student 
indicating date and time of attendance in the Sick Bay, the treatment given and the person 
administering the first aid. 

It is the policy of the school that all injuries to the head are reported to Principal Team Member in 
charge of First Aid and that parents/emergency contacts are contacted regarding the injury. 

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 

 record book & pen 

 First Aid passes 
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