
             
  
 
 
 
 
 

Administration of First Aid Policy 
 

Link to National Quality Standard: 
2.1.2 Health practices and 
procedures  

Effective illness and injury management and hygiene practices are promoted and implemented.  

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

2.2.2 Incident and emergency 
management 

Plans to effectively manage incidents and emergencies are developed in consultation with relevant 
authorities, practised and implemented. 

4.1.1 Organisation of 
educators  

The organisation of educators across the service supports children's learning and development.  

 

Rationale 

First aid gives those suffering injury or illness the best chance of recovery.  Our duty of care includes the 
administration of first aid by a trained first aider.  We observe the first aid qualifications requirements specified 
in the National Quality Framework. 
 

Strategies, Practices and Procedures  
 

1. Recording and reporting 
 

1.1 Treatment for very minor injuries is recorded on the first aid log for minor student injuries 

1.2 The Incident, injury, trauma and illness record is used to record all other injuries and to notify 
parents. 

1.3 When a child sustains an injury to the head, neck or face, a phone call is made to the parent / 
caregiver AND the Incident, injury, trauma and illness record is completed ASAP. 

1.4 Any injuries that result in medical or dental treatment (including ambulance) OR any incident 
involving serious injury or trauma to a child which a reasonable person would consider required 
urgent medical attention from a registered medical practitioner, or for which the child ought 
reasonably to have attended a hospital, must be reported: 

For preschool:  by lodging an IRMS report within 12 hours.   As a notification to the Education 
Standards Board will be required, contact the Education Director AND the Incident Management 
Directorate (8226 1840). 

For childcare:  by notifying the Education Standards Board directly within 24 hours. 
 

2. Designated First Aiders 
 

2.1 There must be 1 designated first aider in attendance at all times.   

2.2 Additional designated first aiders are required if there are over 100 other people 

(children/visitors/volunteers) present.  Refer to the designated first aider calculator   

2.3 Teachers and Diploma qualified staff / staff actively working towards a Diploma are required to 

hold ACECQA-approved first aid, asthma and anaphylaxis training qualifications and to update their 

qualifications every three years. 

2.4 Teachers and Diploma qualified staff / staff actively working towards a Diploma should 

complete HLTAID001 – provide cardiopulmonary resuscitation (CPR) annually. 
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https://edi.sa.edu.au/library/document-library/form/hr/health-and-safety/staff-wellbeing/first-aid-log-minor-student-injuries.pdf
https://edi.sa.edu.au/hr/for-managers/health-and-safety/creating-a-safe-workplace/first-aid
https://training.gov.au/training/details/hltaid001


3. Excursions 
 

3.1 A portable first aid kit is taken on excursions to treat minor injuries that don’t require immediate 

professional medical treatment. 

3.2 For excursions, there must be 1 designated first aider with approved first aid, asthma and 

anaphylaxis qualifications for every 25 participants. 

 

4. First Aid Kits 
 

4.1 First aid kits are kept in the kitchen and the children’s bathroom. 
4.2 First aid kits are to be inspected and replenished at least every 6 months using the first aid kit 

contents checklist (PDF 90.3KB) for guidance. 
4.3 Inductions for contractors, volunteers, students and new employees include information on first 

aid provisions 
4.4 Employees with a known medical condition that may require first aid assistance should complete 

employee first aid medical information form (PDF 50.0KB) to enable prompt and appropriate 
assistance. 
 

5. Ambulance 
 

5.1 Staff are to call 000 if there is doubt about whether a person requires an ambulance. 
5.2 In the case of a child, young person or volunteer, payment of ambulance costs is primarily the 

responsibility of the individual or their caregiver. Where a preschool child or volunteer does not 
have private ambulance cover, a request for payment can be made.  
 

6. Anaphylaxis 
 

6.1 An EpiPen® can be used by anyone in an emergency, including people without any training. 

Instructions are displayed on each device. A general use EpiPen® may be used for any child, student, 

staff member or visitor attending the school, preschool or care service.   

6.2 The centre keeps at least two clearly labelled general use adrenaline autoinjector that have not been 

prescribed to a child or young person:  one to remain at the centre and one to be taken off-site on 

local walks and excursions. 

6.3  An ambulance will be called in all cases where adrenaline is administered. 

6.4 The centre completes a https://www.education.sa.gov.au/docs/support-and-inclusion/disability-

advice-and-research/hsp322-review-adrenaline-autoinjectors.doc every 6 months 

6.5 The centre to inform parents and guardians of the general use EpiPen® in preschool and childcare 

enrolment packs. Information for parents and legal guardians on general use of epipens 

 

7. Asthma 
 

7.1 The centre maintains at least two asthma emergency kits: one to remain at the centre and one to be 

taken off-site on local walks and excursions.  The kits are for emergencies and for use as a back-up to 

reliever medication supplied by parents and caregivers. 

7.2 Asthma emergency kits must contain at least one reliever inhaler, at least two spacer devices / face 

masks (for children under 5 years), clear asthma first aid instructions and a log to track usage of the 

medication. 

 

 
Policy created 2022         Reviewed Term 3, 2023 

          Reviewed Term 4, 2024 

  

Signed:   ______________________________________________    _______________________________________________ 
 Governing Council Chairperson   Director 
         
Date:  ______________________________________________ _______________________________________________  

 

https://edi.sa.edu.au/library/document-library/form/hr/health-and-safety/staff-wellbeing/first-aid-kit-contents-checklist.pdf
https://edi.sa.edu.au/library/document-library/form/hr/health-and-safety/staff-wellbeing/first-aid-kit-contents-checklist.pdf
https://edi.sa.edu.au/library/document-library/form/hr/health-and-safety/staff-wellbeing/employee-first-aid-medical-info-form.pdf
https://sagov.iapply.com.au/#/form/5acf021aad9c5a1b705d708e
https://www.education.sa.gov.au/docs/support-and-inclusion/disability-advice-and-research/hsp322-review-adrenaline-autoinjectors.doc
https://www.education.sa.gov.au/docs/support-and-inclusion/disability-advice-and-research/hsp322-review-adrenaline-autoinjectors.doc
https://www.education.sa.gov.au/docs/support-and-inclusion/student,-health-and-disability-support/epipen-anaphylaxis-info-sheet.pdf

