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First Aid Policy and Procedure 
 

St Bernard’s College is committed to a culture of “zero tolerance” for child abuse. We promote a 
culture that prioritises the safety and wellbeing of all young people, and continue to respond positively 
and proactively to Ministerial Order 1359 in relation to related policies, procedures, strategies, risk 
mitigation and our responsiveness to emerging issues. 

Purpose 

St Bernard’s College is committed to ensuring, so far as is reasonably practicable, the health, 
safety and welfare of all students, staff and others who are present in our College. In 
accordance with this commitment, provision for first aid facilities and treatment is provided 
by the College. 

It is the policy of the College that appropriately trained staff of the College will be 
responsible for providing first aid support and facilities to students who are injured or 
unwell.  The term ‘first aid’ refers generally to the initial care of the ill or injured.  

Principles 

The College will: 
• provide a duty of care to all students ensuring they are treated as soon as possible in a 

competent, appropriate and timely manner; 
• facilitate communication between home and the College regarding student’s health 

problems; 
• provide appropriate supplies, facilities and staff for administering first aid. 

Scope 

This policy applies to all employees, contractors, visitors and volunteers of St Bernard’s 
College and requires the full cooperation and assistance of all personnel. This policy will 
apply to all worksites where St Bernard’s College performs work. Any work that is carried 
out by St Bernard’s College or for St Bernard’s College must comply with the relevant 
sections of the Occupational Health and Safety Act 2004 and OH&S Regulations and the First 
Aid in the workplace Compliance Code 2021 

Definitions 

First Aid – the emergency treatment provided to students, employees and others who suffer 
injury or illness while at work/school, using the facilities or materials available at the time. 
In the case of severe injury or illness, members of staff are not required to diagnose or treat 
the condition apart from carrying out the appropriate first aid procedures. Diagnosis and 
treatment are the responsibility of the ambulance officer or medical practitioners. 

First Aid Officers – staff members who has a minimum, current level 2 First Aid 
qualification. have been trained in first aid and are designated to provide initial care of ill or 
injured students, staff or others. 

Level 2 First Aid Qualification - HLTAID003 Provide First Aid is the national competency-
based equivalent of a level 2 First Aid qualification. 
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Roles and Responsibilities  

First Aid Officers: 

• Administer emergency first aid treatment and provide initial care within their level of 
competence, to College students, staff and visitors and others; 

• Ensure that they are aware of the location of first aid kits and blood spill kits at their 
campus; 

• Ensure that they are aware of Emergency telephone numbers at their campus; 
• Arrange prompt and appropriate referral for patients who require further treatment; 
• Arrange appropriate transportation for the injured/ill person if required, e.g., contacting 

Emergency services; 
• Remain with the injured/ill person until medical assistance arrives, and if required 

comply with the instructions of Emergency services; 
• Record first aid treatment provided using the Incident Report Form on MySBC (the 

College Learning Management System).  These reports are received by the College 
Nurse, the College Property Manager and Business Manager; 

• Notify School Leadership Team (SLT) and the College Nurse of any incidents requiring 
transport to medical assistance; 

• Report hazards/risks to the College Health and Safety Representative or member of the 
SLT or Manager; 

• Report any deficiencies in the provision of first aid to the College Nurse 
• Ensure that there are no unauthorised items in First Aid kits (e.g.: sharps, medications, 

aspirin/paracetamol, tourniquets, disinfectant, and creams);  
• Provide the College Nurse with a copy of current first aid certificate for staff records (if 

first aid training is conducted outside of school arrangements). 
• First Aid officers are not required to diagnose or treat the condition apart from carrying 

out the appropriate first aid procedures.  Diagnosis and treatment are considered to be 
the responsibility of the ambulance officer or medical practitioner in attendance. 

All Staff: 

Ensure that they:  
• Know the first aid officers at their campus; 
• Know the location of first aid kits in their work area; 
• Know the Emergency telephone numbers at their campus; 
• Request the assistance of a first aid officer without delay, in any situation where first aid 

may be required; 
• In the absence of the College First Aid Officer, arrange medical assistance as required. 

(Including an Ambulance (000); 
• Remain with the person requiring first aid until a College first aid officer or medical 

assistance arrives; 
• Complete an online Incident Report Form on MySBC for incidents requiring first aid 

treatment; 
• Notify their area first aid officer or the College Nurse of the need for replacement first 

aid consumables, as identified following an incident; 
• Discuss with their supervisor the first aid equipment and first aid trained staff 

appropriate for off campus activities; 
• Report any deficiencies in the provision of first aid in the College, to their Health and 

Safety Representative and/or the College Nurse. 

College Nurse: 

• Undertake First Aid risk assessment at each campus to determine the first facilities and 
training requirements  

• Ensure there are adequate staff trained in first aid to meet the needs of each campus 
environment, population and the activities being undertaken. 
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• Maintain a register of all first aid officers and first aid training at each campus  
• Arrange or conduct First Aid training every 3 years for first aid officers and CPR training 

annually for staff   
• Arrange additional relevant training for staff depending on the student population, 

proximity to medical facilities, and the nature of activities being undertaken. 
• Arrange anaphylaxis management training for all staff annually.  
• Ensure there are adequate first aid kits at each campus in accordance with the First Aid 

Compliance Code 2021 minimum requirements (Appendix 1) 
• Check first aid kits (on-site kits and those used for off-site excursions) on a monthly 

basis and arrange for restocking of kits as required.  
• Supervise First Aid matters remotely at Resurrection House campus as required. 
• Attend the Resurrection House campus in person to review First Aid procedures and 

requirements on a twice monthly basis. 

Procedures 

First Aid Risk Assessment 

A first aid risk assessment must be undertaken to identify the minimum first aid 
requirements for all the campuses considering: 

• the size and layout of the campus – buildings, external areas 
• high risk areas – technology and science laboratories, health and physical education 

facilities, performing arts facilities, workshops or maintenance areas, chemical 
storage areas. 

• the number of campuses 
• the number of students, employees and others in the College 
• known medical conditions of students, staff and others. 
• previous incidents or trends in illness or injuries 
• the nature and location of camps, excursions and other off-site activities 
• school vehicles 
• proximity to medical facilities and access to emergency services 
• proximity of hazards in the school or local environment. 

This risk assessment will identify the following (see Appendix 1 for guidelines): 
• the number of designated first aid officers. 
• the location of first aid room, if required 
• the number, location and contents of first aid kits. 

The risk assessment is to be reviewed regularly (at least annually and following an incident) 
to ensure that the first aid resources in the school continue to meet the needs of the 
community. A first aid risk assessment will be completed by the College Nurse prior to 
camps and excursions. 

Location of First Aid 

The location of the first aid room (also known as the sick bay) and onsite First Aid Kits for 
each campus will be made known to all staff during induction and displayed on Campus Site 
Maps (Appendix 2 and 3) and Evacuation Maps. 

First aid facilities must be adequately signed and with the telephone number of emergency 
services and details to assist employees to locate first aid officers are provided.  

First aid rooms are easily accessible by the school community and emergency services, and 
readily identifiable with appropriate signage.  
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This room is not to be used for any other purpose and be well-lit and ventilated. The first 
aid facility is to be equipped in accordance with the Worksafe compliance code: First aid in 
the workplace. 

If it is not possible to provide a first aid room (e.g., on an excursion), an area must be 
provided for ill or injured students, staff or others to rest. This area should meet as many 
requirements as possible of those for first aid rooms. 

The first aid room or area at each campus is in a location that can be supervised by a staff 
member with first aid training at all times. A locked cabinet for the storage of medication 
must be available in the facility. 

First aid officer training 

It is the responsibility of the Principal and the College Nurse to ensure that designated first 
aid officers have completed the required training. The first aid risk assessment will 
determine the level of first aid training to be undertaken and the number of first aid officers 
required at each campus. 

The minimum training requirement is HLTAID003 – Provide First Aid. This certificate will be 
renewed every three years. In addition, the refresher in Cardiopulmonary Resuscitation (CPR) 
HLTAID001 will be completed each year. 

General first aid training for staff 

All staff are to complete the refresher in Cardiopulmonary Resuscitation (CPR) HLTAID001 
each year. 

All staff are to attend two briefings on anaphylaxis management conducted at the school by 
the College Registered Nurse. In compliance with Ministerial Order 706, the College 
Registered Nurse provides training on the usage of EpiPens.  

Training in the management of asthma is to be undertaken annually. Depending on the 
student population each year, additional training in other medical conditions, such as 
diabetes or epilepsy is provided following the first aid risk assessment and consultation with 
the student’s parents.  

A register of all first aid officers and first aid training is maintained by the College Nurse. 

Provision of First Aid Treatment 

College first aid officers are to treat the injured/ill person according to accepted protocols 
and within their level of first aid competency. 

If it is a medical emergency and there is any doubt about the health of the person, Emergency 
Services, Phone: 000 must be contacted. 

Infection Control/Standard Precautions 

First aid officers are required to follow Standard Precautions to minimise the transmission 
of infection. Standard Precautions apply to all patients regardless of their presumed infection 
status, and in the handling of: 

• Bodily fluids, blood, secretions and excretions (except sweat), regardless of whether they 
contain visible blood; 

• Non-intact skin; 
• Mucous membranes; and 
• Dried blood and other body substances, including saliva 

https://www.worksafe.vic.gov.au/resources/compliance-code-first-aid-workplace
https://www.worksafe.vic.gov.au/resources/compliance-code-first-aid-workplace
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Infectious waste associated with first aid treatment must be disposed of appropriately, 
according to the guides from Environmental Protection Authority (EPA). 

Initial Incident Response 

The initial incident response will vary according to the nature of the incident, particularly 
the severity: 

Relatively minor incidents  
• To be treated initially by the first aid officer; 
• Refer involved person for further medical assistance if appropriate. 

Incidents requiring immediate medical advice   
• To be treated initially by the first aid officer;  
• The first aid officer is to arrange contact with emergency medical assistance without 

delay.  
• Complete an incident report on MySBC. 

Major Incident during work hours  
• Immediately contact Emergency Services and clearly state building location;  
• Ensure that Campus Reception is notified of the incident and at least one College first 

aid officer is called to the scene;  
• Reception to ensure that a staff member is sent to meet the Ambulance at the entrance 

to the building or another agreed meeting point. 
• A member of SLT or delegate is to ensure a notifiable incident is reported to WorkSafe 

within 24 hours (refer to Appendix 3 for notifiable incidents). 

After Hours Incidents (after 5.00pm)  
• Minor incidents to be treated initially by the first aid officer if available.  
• If no first aid officers are available, contact nearest medical services for medical advice.  
• Contact Emergency Services Phone: 000 for major incidents that occur after hours. 
• Incidents must be immediately reported to the relevant member of the SLT or Manager 

or liaison at the College and notification to the relevant authority such as WorkSafe if 
emergency services is required. 

Transport of Injured/Ill Persons and communication with Parents, Guardians 
and/or Carers 

If a student under 18 years of age is unwell, The College should contact the 
parents/guardians to make arrangements for the student to be transported to medical 
assistance or home safely. 

Where possible, the student or their emergency contact should organise transport home or 
to medical assistance. If this is not possible, it may be appropriate that a College staff 
member accompany the student to medical treatment using a College vehicle.  

If the College is unable to contact the student’s relevant emergency contacts in an 
emergency medical situation, a College staff member should remain with the student until 
they receive medical attention, or their emergency contact arrives. 

The College staff members should not transport students home or to seek medical advice 
in their personal vehicles. 

When a parent cannot be contacted, the Principal or the Principal’s delegate will contact the 
emergency contact nominated by the parent, guardian and/or carer. 

In emergency medical situations, The College needs to respond appropriately and in a timely 
fashion. Ideally the student should be in agreement with contacting Emergency Services 
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(Ambulance); however, there may be occasions when seeking their agreement is not 
possible.  

If it is a medical emergency and there is any doubt about the health of the person, Emergency 
Services Phone: 000 must be contacted.  

For medical emergencies involving students, a College staff member must remain with the 
student until they receive medical attention, or their emergency contact arrives. 

In emergency medical situations involving staff, it is recommended that a College staff 
member remains with the staff member until they receive medical attention, or their 
emergency contact/a family member arrives. 

External Activities 

Risk assessments are to be conducted prior to taking students on external activities and it 
should highlight the first aid requirements and communication requirements (e.g., by radio, 
telephone, mobile telephone). 

It is not essential, but desirable, that external activities within the local area are conducted 
with a currently certified Level 2 first aider. 

All external activities to regional areas where there are identified hazards/risks within the 
environment, or the activity must include as many first aiders as practicable. These first 
aiders should be trained to Level 2 as a minimum with additional first aid training as 
appropriate. 

Hazardous Activity/Environment excursions in areas more than 25km from medical 
assistance should include at least one trained Level 2 first aider or immediate access to first 
aid assistance. 

Related Documents  

• Anaphylaxis Management Policy 
• Occupational Health & Safety Policy 
• Medical Health Care Plans High Risk Students Policy 
• Medication Administration Policy  

Policy Review 

First Approved:  September 2019 

Last Amended: April 2022/Nov 2022 

Principal’s Approval for Rectification & Date:    

Next Review Date: April 2024 
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Appendix 1  

The table below is based on the Compliance Code First Aid in the workplace 2021 (VIC). The 
College is responsible for the health and safety of all students, employees, visitors, 
volunteers including on site contractors.  The College has the duty of care to administer 
initial First Aid when injury occurs. 

Note, the number of first aid rooms required will be determined by the total number of students and staff at 
each campus (i.e., equivalent to the number in Table 2 below), the total number of personnel on site will include 
the consideration of the average number of daily visitors, volunteers, CRTs, pre-service teachers and contractors 
at each campus. 

Based on Prescribed approach – summary of first aid officers, kits and rooms 

 Up to 10 people 10-50 people 51-100 people 101-200 people More than 200 
people 

First aid 
officers 

Not required One first aid 
officer 

Two first aid 
officers 

Three first aid 
officers 

Three first aid 
officers for 200 
people plus one 
officer for every 
additional 100 
people 

First aid 
kits 

One first aid kit One first aid kit Two first aid kits Two first aid kits 
for the first 100 
people and one 
additional kit for 
every additional 
50 people 

Four first aid 
kits for 200 
people and one 
additional kit for 
every additional 
100 people 

First aid 
rooms 

Not required Not required Not required Not required  Required 
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Appendix 2 
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Appendix 3 

Key 
First Aid Kit    

EpiPens 

 AED Defibrillator 
 
3 Reception 

• First Aid Kit 

• EpiPens 

• AED Defibrillator 
7 Science  

• First Aid Kit 
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Appendix 4 

Report an incident: Criteria for notifiable incidents 

Adapted and Abstracted from WorkSafe Victoria  
If you are unsure, contact WorkSafe on 13 23 60. 

COVID-19 reporting 

From 14 January 2022, employers and self-employed persons are no longer required to 
notify WorkSafe if they become aware on or after that date of a confirmed COVID-19 
diagnosis attending the workplace (College), even if the attendance was before that date. If, 
before 14 January 2022, they became aware of a confirmed COVID-19 diagnosis attending 
the workplace (College), please notify WorkSafe by contacting WorkSafe Advisory. Employers 
and self-employed persons must also continue to notify WorkSafe immediately after 
becoming aware that a notifiable incident has occurred. 

An obligation to notify 

Under the Occupational Health and Safety Act 2004 (OHS Act), employers and self-employed 
persons must notify WorkSafe immediately after becoming aware a notifiable incident has 
occurred. Failure to report an incident to WorkSafe is an offence and may result in 
prosecution. 

You must report incidents resulting in 

• death of a person 
• a person needing medical treatment within 48 hours of being exposed to a substance 
• a person needing immediate treatment as an in-patient in a hospital 
• a person needing immediate medical treatment for one of the following injuries: 

amputation, serious head injury or serious eye injury, removal of skin (example: de-
gloving, scalping), electric shock, spinal injury, loss of a bodily function, serious 
lacerations (example: requiring stitching or other medical treatment) 

Medical treatment means treatment by a person registered under the Health Practitioner 
Regulation National Law to practice in the medical or nursing or midwifery profession 
(doctor, nurse, midwife etc.). 

You must also report the following incidents if they expose a person to a 
serious risk to their health or safety emanating from an immediate or 
imminent exposure to: 

• an uncontrolled escape, spillage, or leakage of any substance, including dangerous 
goods within the meaning of the Dangerous Goods Act 1985, or 

• an implosion, explosion, or fire, or 
• electric shock, or 
• the fall or release from a height of any plant, substance, or thing, or 
• the collapse, overturning, failure, or malfunction of, or damage to, any plant, 

including plant in relation to a mine, that is prescribed by the Occupational Health 
and Safety Regulations 2017 (OHS Regulations), or the design of which must be 
registered in accordance with the OHS Regulations, or 

• the collapse or partial collapse of a building or structure, or 
• the collapse or failure of an excavation or mine or of any shoring supporting an 

excavation or mine, or 
• the inrush of water, mud, or gas in workings in a mine, underground excavation or 

tunnel, or 
• the interruption of the main system of ventilation in a mine, underground excavation, 

or tunnel. 

https://www.worksafe.vic.gov.au/report-incident-criteria-notifiable-incidents
https://www.worksafe.vic.gov.au/report-incident-criteria-notifiable-incidents
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Dangerous goods incidents 

Under the Dangerous Goods Act 1985 all accidents involving dangerous goods must be 
reported to the nearest fire authority or police station, including: 

• fire 
• explosion 
• spills 
• leakage 
• escape 

This does not apply to prescribed dangerous goods or prescribed quantities of dangerous 
goods. 

Explosive incidents 

Under the Dangerous Goods (Explosives) Interim Regulations 2021 the following must be 
reported: 

• incidents relating to explosives involved in explosions, fire or other incidents causing: 
o injury to any person or immediate risk to their health or safety 
o property damage 

• theft or loss of explosives, break in or attempted break in. 
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