
   

THE ADMINISTRAION OF FIRST AID 

 POLICY/PROCEDURE 

Policy Statement 
We are committed to providing an environment that promotes children’s health, safety, and wellbeing, 
which includes ensuring the implementation of clear policies and procedures for the administration of first 
aid. We will take every reasonable precaution to protect the children from harm and ensure that we are 
well equipped to administer first aid in the event of injury or illness.  

Roles and Responsibilities 
Approved provider - Berri Primary School Governing Council 
●​ ensure that obligations under the Education and Care Services National Law and National Regulations are 

met  

●​ take reasonable steps to ensure that the nominated supervisor, educators, staff and volunteers follow the 

policy and procedures  

●​ ensure at least one educator, staff member or nominated supervisor is in attendance and immediately 

available in an emergency who:  

» holds a current approved first aid qualification  

» has undertaken current approved anaphylaxis management training  

» has undertaken current approved emergency asthma management training 

●​ ensure an appropriate number of first aid kits are kept, having regard to the number of children at the 

service. The kits must be suitably equipped, easily recognisable, and readily accessible to adults having 

regard to the design of the service premises and any requirements for excursions and/or transportation of 

children, where applicable  

●​ ensure that information relating to the administration of first aid resulting from an incident, injury, trauma 

or illness is recorded in the Incident, injury, trauma and illness record. It should be recorded as soon as 

possible, and within 24 hours, after the incident, injury, trauma or illness  

●​ ensure that incidents, injury, trauma and illness events requiring first aid are notified to families as soon as 

practicable but not later than 24 hours after the occurrence. In the case of a serious incident, notification 

must also be given to the regulatory authority within 24 hours  

●​ take reasonable steps to ensure that nominated supervisors, educators, staff and volunteers follow The 

administration of first aid policy and procedures 

●​ ensure that copies of the policy and procedures are readily accessible to the nominated supervisor, 

coordinators, educators and staff, and available for inspection  

●​ notify families at least 14 days before changing the policy or procedures if the changes will:  

» affect the fees charged or the way they are collected or  

» significantly impact the service’s education and care of children or  

●​ » significantly impact the family’s ability to utilise the service. 

Nominated supervisor/Director 

●​ implement The administration of first aid policy and procedures  

●​ ensure at least one educator or staff member holds current approved first aid qualifications and is in 

attendance at all times that children are being educated and cared for by the service, including on 

excursions and during periods of transportation  
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●​ ensure an appropriate number of first aid kits are kept, having regard to the number of children at the 

service, and they are suitably equipped, easily recognisable and readily accessible to adults having regard 

to the design of the service premises  

●​ ensure an appropriate number of suitably equipped first aid kits are taken on excursions  

●​ monitor and maintain stock in first aid kits  

●​ support educators and staff to maintain their current first aid qualifications. 

Educators 

●​ implement The administration of first aid policy and procedures  

●​ maintain current approved first aid qualifications  

●​ 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, injury, trauma or illness, in 

the Incident, injury, trauma and illness record (including any first aid administered), and ensure families are 

appropriately notified  

●​ ensure an appropriate number of suitably equipped first aid kits are taken on excursions  

●​ monitor and maintain stock in first aid kits  

●​ 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 other children are adequately supervised. 

Families 

●​ provide authorisation in their child’s enrolment form for the approved provider, nominated supervisor or an 

educator 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 authorisation  

●​ 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 any medical management plans at the service are kept up-to-date  

●​ if needed, collect their child as soon as possible when notified of an incident, injury, trauma or illness that 

required first aid  

●​ 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 or staff if there has been a 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. 

Procedure – First Aid Qualification 
A Qualified Supervisor with a current First Aid Qualification will be rostered to work when the service is open and 
children are present at Berri OSHC. 
Qualified Supervisors will have a current First Aid Qualification HLTAID012. Berri OSHC will cover the cost for 
Educators to attend the First Aid Training and maintain their qualification.  
All other Educators are encouraged to undertake First Aid Training, however this will be at their own expense. 
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Procedure – First Aid Kits 
A well equipped First Aid Kit will be always accessible to Educators. It is stored in the cupboard in the office marked 

“First Aid”. Educators are to notify the Director when items are used from the First Aid Kit, so that they can be 

replaced in a timely manner. This First Aid Kit will be checked every 6 months and any expired stock replaced 

immediately. 

A smaller First Aid Kit will be stored in the Excursion/Evacuation Back Pack and will be check every 6months.  

Procedure – Documenting and Reporting 
Educators will complete an Accident, Injury, Illness, Trauma form after an incident has occurred where first aid was 

applied. All sections must be completed and signed by the parent/caregiver at pick up.  

If the incident is serious or involves the head, the parent/caregiver will be notified immediately.  

A report will be made to the Regulatory Authorities for serious injuries which require medical attention.  

Legislative Requirements 
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Section/Regulation Description 

Education & Care Services National Law Act (2010)  

Section 167 Offence relating to protection of children from harm and hazards   

Education & Care Services National Regulations (2011) 

Regulation 85 Incident, injury, trauma and illness policies and procedures 

Regulation 86 ​   Notification to parents of incident, injury, trauma and illness 

Regulation 87 Incident, injury, trauma and illness record 

Regulation 88 Infectious diseases 

Regulation 89 First aid kits 

Regulation 90 Medical conditions policy  

Regulation 92 Medication record Regulation  

Regulation 93 Administration of medication 

Regulation 94 Exception to authorisation requirement – anaphylaxis or asthma emergency 

Regulation 101 101 Conduct of risk assessment for excursion Regulation 

Regulation 102C Conduct of risk assessment for transporting children by the education and care 

service 

Regulation 136 First aid qualifications 

Regulation 137 Approval of qualifications 
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Approved by Berri Primary School Governing Council: June 2026 

TO BE REVIEWED:  June 2027 

_____________________________________________________________________________ 

Resources 

ACECQA -The Administration of First Aid Policy Guidelines  

Incident, injury, trauma and illness record  

Child details 
 

Surname: .........................................................  Given names: ............................ 
Date of birth: ......../......../........  Age: .................................................................. 

 

Incident/injury/trauma/illness details 
 
Incident/injury/trauma 
Circumstances leading to the incident/injury/trauma: 

................................................................................................................................................................................... 

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

.................................................................................................................................................................................... 
 

 

Products or structures involved: ..............................................................................................................................  

​
Location: ..................................................... Time: ...................... am/pm    Date: ......../......../........ 
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Regulation 161  Authorisations to be kept in enrolment record  

Regulation 162 Health information to be kept in enrolment record 

Regulation 168  Education and care service must have policies and procedures  

Regulation 170  Policies and procedures to be followed  

Regulation 171  Policies and procedures to be kept available  

Regulation 172  Notification of change to policies or procedures  

Regulation 176 Time to notify certain information to Regulatory Authority 

Regulation 183  Storage of records and other documents 
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​
Name of witness: .......................................................................................................................... 

 

Signature: ..........................................................................    Date: ......../......../........ 

 

Nature of injury sustained: 

 

 

•​ Abrasion/scrape 

•​ Bite 

•​ Broken bone / 

fracture 

•​ Bruise 

•​ Burn 

•​ Concussion 

 

•​  Cut 

•​  Rash 

•​  Sprain 

•​  Swelling 

•​ Other (please specify) 

.......................................... 

 

 

Action Taken 

 

Details of action taken, including first aid administration of medication:  

.............................................................................................................................................................. 

.............................................................................................................................................................. 

Medical personnel contacted:  Yes / No 

If yes, provide details: 

............................................................................................................................................................... 
 

Details of person completing this record 
 

Name: ................................................................  Signature: ................................................................ 

Time record was made: ....................................... am/pm    Date record was made ......../......../........ 
 

Notifications (including attempted notifications) 
 

Parent/guardian: ..........................................    Time: .................... am/pm   Date: ......../......../........ 

Director/teacher/coordinator: ......................    Time: .................... am/pm   Date: ......../......../........ 

Regulatory authority (if applicable): .............     Time: .................... am/pm   Date: ......../......../........ 
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Parental acknowledgement:                                                                           
 

I.........................................................................................................................(name of parent/guardian) 

have been notified of my child’s incident/injury/trauma/illness.(Please circle) 

Signature: .......................................................................................          Date: ......../......../........ 

 

Additional notes / follow up: 
 

........................................................................................................................................................................................

........................................................................................................................................................................................

........................................................................................................................................................................................ 
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