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The Administration of First Aid - Policy 



POLICY STATEMENT
We are committed to providing a safe and supportive environment that promotes the health, safety and wellbeing of every child in our care. This policy outlines educators' responsibilities when responding to illness, injury and medical emergencies, including providing first aid, communicating with families and documenting first aid provided. It also ensures first aid equipment is maintained, readily accessible and educators hold the relevant current first aid qualifications.

BACKGROUND
Our first aid practices align with the Education and Care Services National Regulations, our service philosophy and our responsibility to protect the health, safety and wellbeing of children. We recognise that children may experience illness or injury while attending OSHC and ensure educators are prepared to respond promptly and appropriately. Children are supported to develop independence and resilience while knowing educators are available to provide assistance when needed.

LEGISLATIVE REQUIREMENTS
	Regulation 
	Description 
	Implementation 

	85
	Incident, injury, trauma and illness policies and procedures 
	There are appropriate policies and procedures in place relating to incident, injury, trauma, and illness.

	86
	Notification to parent of incident, injury, trauma, and illness
	The director and/or educators notify families of children who have been involved with an incident, injury, trauma, or illness.  

	87
	Incident, injury, trauma, or illness record
	All educators record any incidents, injuries, trauma, and illnesses that occur at the service in the ‘Accident and Injury’ folder. These records are counter signed by the family of the child when notifying them.

	89
	First aid kits 
	First aid kids are suitably equipped relative to the number of children at the service and are easily recognisable and accessible to educators.

	94
	Exception to authorisation requirement – anaphylaxis or asthma emergency 
	Educators are able to administer medication without authorisation in the case of an anaphylaxis or asthma emergency. If this occurs the director must notify the family of the child and emergency services as soon as practicable. 

	136
	First aid qualifications 
	Within our service all qualified educators hold a relevant and in date first aid qualification.

	137
	Approval of qualifications 
	Our service recognises educators with the following as being qualified: a university-level teaching qualification, a teaching registration, or an approved diploma level education and care qualification. 

	161
	Authorisations to be kept in enrolment record 
	Authorisations obtained by the service are kept in the individual child’s enrolment record.

	167
	Offence relating to protection of children from harm and hazards
	Reasonable and appropriate risk assessments and hazard checks are conducted by staff on a regular basis to protect children from harm and hazards.

	168
	Education and care services must have policies and procedures 
	The service has policies and procedures that reflect the needs of the service. These are reviewed as necessary.

	170
	Policies and procedures to be followed 
	Policies and procedures created by the service are followed by all educators, at all times. 

	171
	Policies and procedures to be kept available 
	Policies and procedures are kept available to all educators and families and are located in the OSHC office cupboard. 

	183
	Storage of records and other documents 
	The service stores and archives records and documents as necessary. 



POLICY
Our service supports the health, safety and wellbeing of all children in our care. Educators have a duty of care to respond appropriately to illness, injury and accidents and maintain current first aid qualifications relevant to their role.

All first aid provided is documented in the Accident and Injury record, with families notified and acknowledging the record where required. First aid equipment is kept well stocked and readily accessible, including portable first aid bags when children are using different areas of the service or attending excursions.

Educators are familiar with their responsibilities for providing first aid, notifying families and completing required documentation. First aid policies and procedures are accessible to educators and families on the Mawson Lakes School website and in TR 9 on the sign out bench.

FIRST AID KITS 
A first aid kit is kept in each area that the children are supervised in, portable first aid kits are brought with educators into the area that they are monitoring
· A main first aid kit with additional supplies is stored out of children's reach but remains readily accessible to educators
· It is the responsibility of the medication officer to regularly check first aid kits and re-stock them as necessary
· The first aid kit with extra supplies is taken on excursions, as well as our portable orange first aid bags with basic supplies that is carried by qualified educators with children’s medication
· An emergency asthma kit and a spare epi-pen is carried in the Nominated Supervisors trolley during excursions or outings 
· All injuries or illnesses that require first aid are recorded by educators in the ‘Accident and Illness record’, these must be signed off by a family or guardian on pick-up of their child
· Cold packs are kept in the freezer for use in first aid incidents 
· First aid is provided by educators who hold the appropriate current first aid qualification. Educators respond according to the child's needs, relevant medical management plans and the circumstances of the injury or illness, seeking further medical assistance when required

KEY TERMS
	Key Term
	Meaning 

	Approved first aid qualification 
	A first aid qualification that includes training relevant to children and is approved by ACECQA.

	First aid 
	The immediate care provided to a person who is injured or unwell to support their health and wellbeing until further medical assistance is provided or the person recovers.

	Qualified educator 
	An educator who is actively working towards an approved teaching qualification and has completed at least 50% of that qualification, or who holds an approved education and care diploma.

	Equipped first aid kit 
	A first aid kit that is fully stocked, contains in-date supplies and is regularly checked and replenished as required.

	Injury 
	Physical harm or damage to the body resulting from an accident, incident or other cause.

	Accident & Injury folder 
	A folder containing records used by educators to document incidents, injuries, trauma and illness. Records include relevant details such as the child's name and age, date and time, what occurred, and the response provided by educators. Families are notified and asked to read and acknowledge the record where required.






ADMINISTRATION OF FIRST AID
When a child requires first aid, educators will:
· Assess the child and establish what has happened
· Provide appropriate first aid based on the child's needs and the nature of the injury or illness
· Provide a quiet space for a child who is unwell or injured and monitor them while their family is contacted, where they are unable to remain at the service
· Check in with the child following first aid to ensure they are comfortable and recovering appropriately
· Record the first aid provided in the Accident and Injury folder
· Inform the family of the incident at collection and ask them to read, acknowledge and sign the record where required
FIRST AID ON EXCURSOINS 
If a child requires first aid while on an excursion, educators will:
· Assess the child and establish what has happened
· Provide appropriate first aid using the portable first aid kit
· Maintain appropriate supervision of the excursion group while first aid is being provided. Use the walkie-talkie to seek assistance from another educator where additional support or supervision is required
· Continue to monitor the child and determine whether they can safely participate in the excursion or require further care, rest or collection by their family
· Record the first aid provided in the Accident and Injury folder
· Inform the family of the incident at collection and ask them to read, acknowledge and sign the record where required. Depending on the nature of the injury or incident, educators may contact the family by phone as a courtesy to provide an earlier update
· Contact 000 and provide first aid while awaiting emergency medical assistance when required
· Restock the first aid kit after use

INCIDENT, INJURY, TRAUMA, AND ILLNESS - FIRST AID PROCEDURE
When a minor incident, injury, trauma or illness occurs at the service, educators will:
· Assess the child and provide appropriate first aid, such as cleaning a minor wound, applying a bandage or providing a cold pack
· Use appropriate personal protective equipment when providing first aid
· Use the portable first aid kit when providing first aid in outdoor or other areas away from the main first aid kit
· Record the incident, injury, trauma or illness in the Accident and Injury folder
· Inform the family of the incident at collection and ask them to read, acknowledge and sign the record where required. Depending on the nature of the injury or incident, educators may contact the family by phone as a courtesy to provide an earlier update
· Contact 000 and provide first aid while awaiting emergency medical assistance when required

INCIDENT, INJURY, TRAUMA, AND ILLNESS - BLOOD NOSE PROCEDURE
When a child has a nosebleed, educators will:
· Remain calm and reassure the child
· Have the child sit upright and lean slightly forward
· Encourage the child to breathe through their mouth and gently pinch the soft part of their nose
· Maintain pressure for approximately 10 minutes and monitor the child
· Use appropriate personal protective equipment when providing first aid
· Place used tissues, gloves and other contaminated materials into a sealable zip-lock bag to contain the waste before disposal
· Seek medical assistance if the bleeding is heavy, does not stop, the child becomes unwell, or the injury requires further assessment
· Contact the family where required based on the nature of the nosebleed and provide information about any follow-up care
· Record the incident in the Accident and Injury folder where first aid is provided or documentation is required



ROLES AND RESPONSIBILITIES
	Roles 
	Responsibilities 

	Approved Provider/Nominated Supervisor
	· Ensure that obligations under the Education and Care Services National Law and National Regulations are met
· Take reasonable steps to ensure that the director and educators follow all policies and procedures
· Ensure that there are an appropriate number of first aid kits in relation to the number of children at the service
· Ensure that information regarding the administration of first aid from an incident is recorded in the ‘Accident and Injury’ folder
· Ensure families are notified of incidents requiring first aid as soon as possible
· Ensure incidents, injuries, trauma and illnesses are documented and reported in accordance with legislative requirements and the service's procedures
· Ensure the relevant authorities are notified within the required timeframe when an incident, injury, trauma or illness is a notifiable incident
· Ensure the Approved Provider and relevant members of management are informed of incidents requiring further reporting or follow-up
· Take reasonable steps to ensure educators follow the Administration of First Aid policy and procedures 
· Ensure that copies of the policy and procedures are readily accessible to educators and are available for inspection 
· Implement the Administration of First Aid policy and procedure 
· Ensure a current and approved first aid qualified educator is always available at the service
· While attending to a child requiring first aid, ensure that other children are adequately supervised
· Ensure that an appropriate number of well-equipped first aid kits are taken on excursions
· Monitor and maintain stock in first aid kits 
· Support educators to maintain their current first aid qualifications

	Educators, Volunteers 
and Students
	· 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
· Ensure families are notified of incidents requiring first aid as soon as possible
· Ensure incidents, injuries, trauma and illnesses are documented and reported in accordance with legislative requirements and the service's procedures
· Ensure the relevant authorities are notified within the required timeframe when an incident, injury, trauma or illness is a notifiable incident
· 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 that other children are adequately supervised

	Families
	· Provide the required authorisations for the service to seek medical treatment for their child from a registered medical practitioner, hospital or ambulance service, including ambulance transport where required
· Understand that medication may be administered without prior family authorisation in an anaphylaxis or asthma emergency, in accordance with legislative requirements and the child's emergency response plan. Regulation 94 - Allows medication to be administered without authorisation in an anaphylaxis or asthma emergency
· Inform the service of their child's health care needs, including medical conditions, allergies and relevant medical management plans
· Provide current medical management plans and notify the service of any changes to their child's health needs or treatment
· Remain contactable, either directly or through the emergency contacts listed on the child's enrolment form, if an incident occurs that requires first aid or medical attention
· Inform educators of any changes to their child's health, or of recent accidents or incidents that may affect their child's care
· Read, acknowledge and sign the Accident and Injury record at collection when first aid has been provided



SOURCES
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 
Australian Children's Education and Care Quality Authority (ACECQA) – The Administration of First Aid: Policy and Procedure Guidelines 
ACECQA – First Aid Qualifications & Training
ACECQA – Element 2.1.2: Health Practices and Procedures 
South Australian Education Department – Medication Management in Education and Care Services 
Education Standards Board of South Australia – First Aid Qualifications 
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