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SACRED HEART GIRLS’ COLLEGE  
First Aid and Student Health Care Policy 
______________________________________________________ 
Context 
 
Sacred Heart Girls’ College is committed to meeting its duty of care obligations for students, staff, 
volunteers and visitors, providing specific first aid needs at school and approved school activities 
and responding to student health care.    
 
The College also seeks to ensure that all students feel safe and supported at school – including in 
regard to student first aid and health care needs. 
 
The College provides first aid and sick bay facilities and ensures that sufficient staff are trained in first 
aid under the provisions of the Occupational Health & Safety Act 2004.  The College is committed to 
ensuring that appropriate care and assistance is able to be provided to an injured or ill person and 
that there is always a staff member with current first aid qualifications to cover all the school’s first aid 
requirements. 

 
Rationale for Duty of Care  
“Duty of care is an element of the tort of negligence.  In broad terms, the law of negligence provides 
that if a person suffers injury as the result of a negligent act or omission of another, the injured 
person should be compensated for loss and damage flowing from that negligence. 
To successfully bring a compensation claim in negligence a person must establish, on the balance 
of probabilities, that: 

• a duty of care was owed to them at the time of the injury 
• the risk of injury was reasonably foreseeable 
• the likelihood of the injury occurring was more than insignificant 
• there was a breach of the duty of care or a failure to observe a reasonable standard of care; and 
• this breach or failure caused or contributed to the injury, loss or damage suffered.  
The fact that a duty of care exists does not mean that a school will be liable for an injury sustained 
by a student.  In order for the student to succeed in a negligence claim, all of these elements must 
be established.”  More information may be accessed via: 
https://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx  (1 July 2018) 
 
Definition 
“First aid involves emergency treatment and support to: 
• preserve life through: 

o clearing and maintaining open airways 
o restoring breathing or circulation 
o monitoring wellbeing until the person recovers or is transferred into the care of ambulance 

paramedic, doctor or nurse 
• protect a person, particularly if they are unconscious 
• prevent a condition worsening 
• promote recovery. 
Note: The goal of first aid is not to diagnose or treat the condition.” 
https://www.education.vic.gov.au/school/principals/spag/health/Pages/firstaidneeds.aspx  (1 July 2018) 

 

https://www.education.vic.gov.au/school/principals/spag/safety/pages/dutyofcare.aspx
https://www.education.vic.gov.au/school/principals/spag/health/Pages/firstaidneeds.aspx
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Areas of responsibility 
Information regarding specific responsibilities for the College as an entity, parents/carers and 
specific staff members is located in Appendix A.  Information regarding the management of 
student health care information is located in Appendix B. 
 
It is understood that where possible, first aid should only be provided by staff who have been 
designated as the first aid providers.  It is further understood that first aid is provided by staff within 
their limits of skill, expertise, training and responsibilities.  In an emergency, other staff may be 
required to help within their level of competence.  It is an expectation that each offsite activity is 
supported by at least one staff member with the appropriate level of first aid training. 
 
A teacher has a positive or pro-active duty of care to protect a student from reasonably foreseeable 
harm while the teacher is on duty. At all times when administering first aid, it should be done within 
the limits of competency and skills and with reasonable care. When there is a serious injury or 
illness, the teacher and principal are obliged to carry out appropriate first aid but not diagnose or 
treat the person. This is the competency of medical practitioners or medical emergency personnel.  
(Catholic Schools Operational Guide, 2019, page 61) 
 
 
Staff can also contact NURSE-ON-CALL (1300 60 60 24) in an emergency or for health advice. The 
service is available 24 hours a day, 7 days a week.  A mobile phone is stored at Student Reception 
to assist with the management of first aid situations where further advice or emergency services are 
required. 
 
All staff members are expected to be familiar with the school’s first aid procedures. 
 
Training 
First aid training is provided to staff to ensure that first needs at school and during school approved 
offsite activities are appropriately met by suitably qualified personnel.  A record is maintained of staff 
training and qualifications for first aid and anaphylaxis training.   
 
The College ensures that sufficient staff trained in first aid under the provisions of the Occupational 
Health & Safety Act 2004 and the Department’s First Aid and Infection Control advice. Refer also to 
the OH & S policy. 
 
 
Responding to an emergency 
School staff must immediately contact emergency medical services in emergency situations (call 000).  
School staff must be familiar with the school’s emergency procedures including those related to excursions. 

In a medical emergency, staff should take emergency action without waiting for parent/carer consent (if the 
incident relates to a student) as delays in such circumstances may compromise safety. 

Once the action has been taken, staff should notify parents/carers or the student’s emergency 
contact (if the incident relates to a student).  

Providing first aid and attending to student health care needs 
Guidelines for specific first aid situations are located in Appendix C. 
Guidelines for managing blood spills, needle and syringe disposal and needlestick injury are 
located in Appendix D. 
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First aid kits 
• First Aid kits are kept at the Front office. They are regularly maintained by the Medical and student 

data administration officer.  
• Service providers are engaged annually to perform a detailed stocktake on all first aid kits.  
• Items are checked to make sure that expiry dates are current. Items that have expired are replaced 

and the expired item removed/disposed of by the office staff.   
• All staff are expected to take a first aid kit on an offsite activity. 
• Students with diagnosed conditions such as anaphylaxis are required to supply the College with 

an EpiPen. This is kept at the school office. Older students may also carry an EpiPen with them 
to be used in the case of an emergency. 

• Students with asthma may carry their own medication. If they do not have it with them Ventolin is 
stored in the Sick Bay and in all first aid kits. 

• No medication is provided to students without parental consent. Refer to the College Student 
Medication Policy. 

 
Resources 
Department of Education and Training website 
Department of Health and Human Services 
Catholic Education Melbourne – Catholic Schools Operation Guide (2019) 
 
 
Policy updated: 13 July 2020  
Approval Authority:   College Leadership Team 
Delegated Responsibility:  Deputy Principal – Student Wellbeing 
Policy Review: July 2022 
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Appendix A:  Areas of Responsibility for First Aid  
 
School Responsibilities 
 
First aid kits 
Sacred Heart Girls’ College supports first aid by ensuring the school's first aid needs are met and by 
providing: 
• asthma kits (as per Department of Education and Training Guidelines) 
• sick bay room 
• major first aid kits  
• portable first aid kits 
• staff training in first aid  
Where applicable, training and stocks are as in line with Department of Education and Training 
guidelines. 
 
Health care information 
• First aid requirements for students with identified health care needs should be explained in the 

Student Health Support Plan or Anaphylaxis Management Plan. 
• Roles and responsibilities for health records management seek to provide effective and accurate 

record keeping.  It is also important that respectful and confidential communication between 
family, health professionals and the school is maintained. 

• Staff who receive or have access to confidential information, both verbal and written, are 
expected to keep such information confidential. 

• Sacred Heart Girls’ College applies information privacy principles when collecting, using, 
retaining or disposing of personal or health information. 

• To display a photo of a student and a description of their health care needs in a staff area, 
consent is required from: 

o parents/carers 
o the student, if they are at secondary school. 

  
 
Parent/Carer Responsibilities 
It is an expectation that parents will support the provision of appropriate student health care: 
• Ensure that students do not attend school when unwell  
• Provision of accurate and up to date student health information and medication.  This includes 

anaphylaxis and asthma risk minimisation/management plans and own medication forms. First 
aid requirements for students with identified health care needs should be explained in the 
Student Health Support Plan or Anaphylaxis Management Plan in consultation with 
parents/carers. 

• Agree to injury and illness provisions as noted on offsite activities consent forms 
• Provision of current emergency contact details in case of illness or injury 
• Provision of up to date asthma and anaphylaxis action plans and ensuring that medications 

(including adrenaline autoinjectors) are within their use by date. 
 

Parents/carers or adult/independent students are expected to provide accurate health care 
information: 
• at enrolment or transition 
• at least annually thereafter 
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Areas of Specific Responsibility 
 
The Medical and Student Data Administration Officer works with the Deputy Principal – Student 
Wellbeing to ensure accurate and up to date health support planning. This includes: 
• Maintaining student health support or management plans 
• Ensuring that students’ emergency contact details are up to date 
• Ensuring that all medication supplied by students are within their use-by dates 
 
Deputy Principal – Student Wellbeing works with staff to conduct regular: 
• reviews of management strategies 
• risk assessments 
• develop strategies to raise awareness in the school community about health and safety issues. 
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Appendix B:  Student Health Care Information Management 
 
Schools can assist students with: 
Health care for- 
• complex care needs 
• continence 
• personal care needs 
• transferring and positioning 
Support- 
• in eating and drinking 
• with their personal hygiene 
• taking medication  
• to ensure curriculum continuity 
Source: 
https://www.education.vic.gov.au/school/principals/spag/health/Pages/caresupport.aspx 
(last updated 12 June 2020) 
 
Health Care Information Management Overview 
 
PERSON/S RESPONSIBILITY 
Parents/carers  Parents and carers are expected to provide relevant health care 

information about their child.  They may choose to limit the release of 
information about chronically ill or critically injured students. 

School   Sacred Heart Girls’ College will exercise sensitivity to families’ needs. 
 If parents/carers or adult/independent students wish to limit the release 

of information, they should be informed: 
- of the school’s need to be aware of the student health conditions and 
first aid requirements so that accurate and appropriate plans for 
support can be put in place 
- how their personal and health information is protected. 
Information may be provided (with parent/carerconsent) in regard to 
observations of the student’s behaviour to assist the student’s 
medical/health practitioner in monitoring and planning their health 
care. 

Health 
professionals 

 Can give general information about processes involved in an illness or 
recovery from an injury, as this information is freely available 

 Must not divulge a student’s personal information unless: 
- parent/carer consent is provided 
- they are legally obliged to, or 
- an exemption clause in privacy legislation applies. 

 
https://www.education.vic.gov.au/school/principals/spag/health/Pages/healthrecords.aspx 
(1 July 2018) 
 
 
 
 
 

https://www.education.vic.gov.au/school/principals/spag/health/Pages/caresupport.aspx
https://www.education.vic.gov.au/school/principals/spag/health/Pages/healthrecords.aspx
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Student Health Officer Checklist  
 
Task Person/s 

responsible 
Due date Distribution Notes 

Visual list of 
students by 
Homeroom with 
asthma and 
anaphylaxis  

Medical and 
student data 
administration 
officer 

Initial list due 
staff PL days at 
start of year 
(January) 
 
Update as 
required 

Sick Bay 
YLLs 
Staffroom  
Food 
Technology 
Learning 
Support 
Principal 
Deputy 
Principals 

Access data via 
Operoo student 
profile and Synergetic 
 
First list may be 
interim whilst records 
updated 
 

Anaphylaxis and 
Asthma Individual 
Management 
Plans 

Medical and 
student data 
administration 
officer 

Start of each 
year 

Parents/ 
carers 

Uploaded to Operoo 
student profile 
Medical Alert 
(SIMON)  

Students with 
known allergies 

Medical and 
student data 
administration 
officer  
DP Student 
Wellbeing 

Direct staff to 
location of 
information 
during staff PL 
days at start of 
year (January) 
 
 

Sick Bay  
YLLs 
Food 
Technology 
Principal 
Deputy 
Principal 

Operoo profile 
 
Medical Alert 
(SIMON) 

Student own 
medical packs 
(diabetes, 
anaphylaxis, own 
medication) 

Medical and 
student data 
administration 
officer 

First day - 
students 
 
Update as 
required due to 
expiry or 
change of 
medication  

Front Office Update previous 
year’s pack for 
students in Years 8 – 
12 
Correspondence to 
parents re update/set 
up of pack due 

Anaphylaxis 
Action Plan 

Parents 
 

Update due 
anniversary of 
plan 

Upload to 
Operoo 
Student 
medical pack 

Plans uploaded onto 
Operoo student 
profile 

Asthma Care 
Plan 

Parents 
 

Update due 
anniversary of 
plan 

Upload to 
Operoo 
Student 
medical pack 

Plans uploaded onto 
Operoo student 
profile 

Allergy Care Plan Parents 
 

Update due 
anniversary of 
plan 

Upload to 
Operoo 
Student 
medical pack 

Plans uploaded onto 
Operoo student 
profile 

Devised 2018/updated 2020 
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Appendix C:  Meeting First Aid Needs 
 
General First Aid  
 
Circumstance Description 

 
Identified Health 
Need 

First aid requirements for students with identified health care needs should be 
explained in the Student Health Support Plan or Anaphylaxis Management 
Plan. 
 

Student feeling 
unwell 

If a student feels unwell schools should: 
• assess a range of signs and symptoms including: 

o whether the student has a fever 
o whether the students skin feels warm/hot to touch 
o if the student looks pale but has flushed cheeks 
o whether the student indicates that they feel hot 

Note: The specific temperature is not the main indicator  
• take action based on the summary of signs and symptoms immediately 

seek emergency assistance, if there is: 
o any doubt about the student’s condition, or 
o a sense that the student’s condition is deteriorating.  

Student has a 
minor injury 

When using an icepack to treat a minor injury such as a bump or bruise: 
• do not apply directly to skin 
• remove if pain or discomfort occurs and use a cold compress (towel or cloth 

rinsed in cold water) as an alternative. 
Other injuries When an injury causes a nosebleed then an ice pack should not be used 

instead a cold compress may be used. 
 
In the following circumstances an icepack/cold compress should not be used, 
and medical help should be sought (usually by calling an ambulance): 
• loss of consciousness, even if only briefly 
• a less than alert conscious state 
• suspicion of a fracture 
• suspicion of a spinal injury 
• damage to eyes or ears 
• penetration of the skin 
• deep open wound 

Source: 
https://www.education.vic.gov.au/school/principals/spag/health/pages/firstaidneeds.aspx 
(last updated 12 June 2020) 
 
  

https://www.education.vic.gov.au/school/principals/spag/health/pages/firstaidneeds.aspx
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Treating Bleeding Students 
 
Steps Description 

Note: all cuts and abrasions should be covered with a waterproof 
occlusive dressing at all times 

1 Avoid contact with the blood while: comforting the student moving them to safety if 
required. 

2 Put on single use gloves 
3 Flush the wound using warm water 
4 Wash the wound using warm water and soap. 
5 Pat dry the wound and apply a waterproof occlusive dressing ensuring the wound is: 

covered completely  
and if bleeding continues, apply additional pressure using either a hand or firm 
bandage. 

6 Remove any linen stained with blood or body fluids and substances. Place them in leak-
proof plastic bags until they can be cleaned by a commercial laundry or linen cleaning 
service or dispose of. 

7 Remove gloves and place them in an appropriate biohazard container 
8 Wash hands in warm soapy water and rinse before pat-drying thoroughly 

Source: https://www.education.vic.gov.au/school/principals/spag/health/Pages/blood.aspx 
(last updated 12 June 2020) 
 
 
 
 
  

https://www.education.vic.gov.au/school/principals/spag/health/Pages/blood.aspx
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Appendix D:  Occupational Health and Safety – First Aid Management 
 
Managing Blood Spills 
 
Steps Description 

Note: Blood spills are treated as if the blood is potentially infectious 
1 Put on single-use gloves and avoid direct contact with blood or other body fluids. 
2 Use paper towels to mop up the spill. Dispose of the paper towels in an appropriate 

biohazard container 
Alternatively, using gloves, staff may saturate a disposable towel with bleach, 
cover the spill with the towel, leave it for ten minutes then wash the area with hot 
water and detergent. Place towel and gloves into a disposable plastic bag, seal 
and dispose of the bag, then rewash hands. Never use, touch or breathe the 
fumes from bleach. 

3 Wash the area with warm water and detergent, then rinse and dry the area. Note: Take 
care not to splash. 

4 Remove gloves and place them in an appropriate biohazard container, which should be 
a part of the school first aid kit. 

5 Wash hands, arms or other body parts that have been in contact with blood in warm 
soapy water and rinse thoroughly before pat-drying. 

6 If re-usable items were used such as scissors or single-use tweezers, then an 
assessment must take place to consider how the item was used and determine the 
appropriate decontamination method. Example: If re-usable items are contaminated 
with blood of other body substances, they should be disposed of in a sharps of 
biohazard container. If they are not contaminated, they should be washed and dried. 
Single use items should be disposed of appropriately and replaced 

Source: https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx 
(last updated 12 June 2020) 
 
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-
Operation-Guide.pdf 
(May 2019) 
 
Needle and Syringe Disposal  
 
Steps Description 

 
1 If the discarded syringe or needle is accessible, continue with the disposal procedure 

If the discarded syringe or needle is not accessible: 
• mark the area so that others are not at risk  
• supervise area 
• contact the Syringe Disposal Helpline on 1800 552 355. 

2 Put on single-use gloves. 
3 Place the disposal container on the ground next to the syringe. 
4 Using tongs, pick up the syringe from the middle keeping the sharp end away from 

yourself and place it in the disposal container, needle point down. 
Note: 
a) Never try to recap a needle, even if the cap is also discarded. 
b) Long metal tongs can be used to reach difficult to access places 

5 Repeat step 4 for each individual needle or syringe. 
6 Screw the lid of the disposal unit on firmly. 

https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf
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7 Remove gloves and place them in a plastic bag. Seal the bag and dispose of it in a 
rubbish bin. 

8 Wash hands in warm soapy water and dry thoroughly. 
9 To dispose of the sharps disposal container, contact the  

• Syringe Disposal Helpline on 1800 552 355 for  
o advice about handling syringes  
o the location of the nearest local council syringe program or public disposal 

bin. 
o Local general practitioner 
o Local hospital 

Note: Disposal containers or syringes must not be put in normal waste disposal. 
 
Source: https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx 
(last updated 12 June 2020) 
 
Needle-Stick Injury Actions 
The risk of infection from needle stick injury is low and should not cause panic. If an injury occurs, 
the following procedure should be observed: 
 
Steps Description 

 
1 Gently squeeze area to make it bleed a little. Flush the injured area with flowing 

water. 
2 Wash the affected part with warm soapy water, then pat dry. 
3 Cover the wound with waterproof dressing. 
4 Report the injury to the principal 
5 Ensure the injured person sees a doctor as soon as possible for: 

• assessment of the risk  
• treatment, if required. 
An adult should accompany the student to the nearest doctor/medical centre. 
Note: Research indicates the risk of infection from needle stick injury is low and 
should not cause alarm. 

Source: https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx 
(last updated 12 June 2020) 
 
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-
Operation-Guide.pdf 
(May 2019) 
 
Body Fluid Contact 
 
Principals and teachers must take reasonable steps to protect students and staff from contact with 
bodily fluids so as to avoid a reasonably foreseeable injury to a person or persons taking the form of 
a disease. Open cuts or weeping sores on hands or lower arms should always be covered. Staff 
members with such cuts or sores should not treat students at all. 
 
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-
Operation-Guide.pdf 
(May 2019) 
 

https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx
https://www.education.vic.gov.au/school/principals/spag/health/Pages/syringe.aspx
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf
https://cevn.cecv.catholic.edu.au/Melb/Document-File/CSOG/Index/Catholic-Schools-Operation-Guide.pdf

