
 

Rationale 
All Catholic primary and secondary schools are committed to providing a safe and supportive 
environment 
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Principles  
• Schools have a duty of care to administer first aid to students when in need in a competent 

and timely manner.  
• It is important for student learning and wellbeing that parents communicate student health 

problems to staff when considered necessary and in accordance with privacy requirements.  
• The school does not administer any form of medication unless the medication is provided by 

the parent and has appropriate documentation outlining the dosage and times or 
circumstances  

• The first aid room will have appropriate first aid supplies and facilities to cater for the 
administering of first aid, student medications and the short term caring for members of the 
school community who are ill. 

• Staff are provided relevant training in first aid and specific medical conditions as required by 
legislation and school context. 
 

Implementation 
Duty of Care 

• Teachers have 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) 

• 
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First Aid Room  

• The school has a dedicated first aid room. Students and staff or visitors will be cared for in this 
space until arrangements for them to be collected are made.  

• The first aid room will be unlocked and available for use at all times. This room is not to be 
used for any other purpose.  

• 
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Specific Student Medical Requirements 

Medications 

• The principal will designate suitably trained staff (Administration and Learning Support 
Officers) to be responsible for the appropriate storage and administration of prescribed and 
non-prescribed medication to students.  

• Teachers are required to send students to the office at the required time so that the medicine 
can be administered. 

• All student medications must be in the original containers, must be labelled, must have the 
quantity of tablets confirmed and documented, and must be stored in either the locked office 
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• At the commencement of each year, requests for updated first aid information will be sent 
home including requests for any asthma, diabetes, anaphylaxis and epilepsy management 
plans.  

• Parents will be reminded of the policies and practices used by the school to manage first aid, 
illnesses and medications throughout the year.  

• General organisational matters relating to first aid will be communicated to staff at the 
beginning of each year.  

• Policy will be available on school website and school app. 
 
Care of Ill Students 

• Students who become ill whilst at school will be cared for in the classroom or in the first aid 
room (depending on the nature of the illness). 

• Parents of ill children will be contacted to take their child home. In the case of students, if 
parents / carers cannot be contacted then those listed as emergency contacts for that student 
will be called.  

• If contact cannot be made with parents/emergency contact or they cannot come within a 
reasonable time to collect their child, the child will be cared for in the first room. The school 
will refer the child to external medical providers if required. This may include the use of an 
ambulance. It is the parent responsibility to cover the cost of the ambulance or to have 
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• Employees or persons who require either:  
o medical treatment by a doctor (e.g. fractures, administration of a drug or medical 

treatment) 
o immediate treatment as an in-patient in a hospital 

 

Worksafe must be notified immediately by calling 132 360 and then in writing within 48 hours using 
one of the following forms: 

• Online Incident Notification Form 
• Incident Notification form 

 

Implementing Critical Incident Process 

If a student or any other person in the school community has suffered a serious injury or has died in 
the school environment, it important that the impact on others is treated as a critical incident and 
appropriate process will be implemented. 

 

Risk Management 

The first aid coordinator and risk management leader in conjunction with the principal will identify 
any risk management issues and follow the processes for risk management to ensure that risks are 
recorded, monitored and minimised. 

 

Related Polices and Documents 

• DOBCEL  Duty Care: Supervision of Students 
• DOBCEL  Anaphylaxis Policy 
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APPENDIX 1 

ADMINISTRATION OF MEDICATION RECORDS 

PRESCRIPTION MEDICATIONS – including Asthma Medications 

Permission note to be filed in Student’s records 

 
STUDENT NAME: PHOTO 

CONDITION: 

DOCTOR: PHONE NO: 

NAME OF MEDICATION: 

PHARMACIST: PHONE NO: 

METHOD OF ADMINISTERING THE MEDICATION: EXPIRY DATE: 

Parent/Guardian who requested the medication administration. 

Name: 

Relationship: Contact Phone No. 

Unused medication returned to parent:  YES / NO  (circle one when applicable) 
 
Parent’s Signature: 

 
Parent’s Signature: 
QUANTITY 
DISPENSED 

DATE TIME New Balance (e.g. 
number of tablets) 

PERSON WHO DISPENSED / 
ADMINISTERED MEDICATION 

Opening balance of medication received:   

1.     

2.     

3.     

4.     

5.     

6.     

7.   


	

