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P-56 Accident and First Aid Policy and Procedure 

 
Purpose 

This policy provides guidelines for Diamond Valley Learning Centre (DVLC) staff in the event of an accident 
or emergency. Other relevant policies include: 

• Critical Incident and Emergency Management; 
• Bullying, Harassment and Discrimination; 
• Mandatory Reporting; 
• Occupational Health and Safety Policy; 
• Anaphylaxis Management;  
• Asthma Management; and 
• Pandemic Policy. 

Scope 

This policy applies to all DVLC staff, students, participants and volunteers. 

Definitions 

Term Definition 

Accident An unexpected or unintentional event that may cause injury or ill health in 
a DVLC staff member, student, volunteer or visitor, and may involve 
damage to property. 

Accident and Injury 
Register 

A document that records accidents and injuries and any preventative 
measures or strategies put in place to reduce the impact of a future 
recurrence. 

Action plan A plan drawn up by a medical practitioner which prescribes the 
emergency medical treatment or care for a student with an identified 
health care need. Examples include ASCIA Anaphylaxis Action Plans or 
Asthma Action Plans. 

Child/children Anyone under the age of 18 years, unless otherwise stated in legislation. 
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Term Definition 

Critical incident Any extraordinary and unexpected circumstances that may cause a 
traumatic reaction. They may be sudden, overwhelming, threatening or 
protracted. 

Examples include but are not limited to: 

• Illness (epidemic or pandemic), death or serious injury; 
• threatening behaviour with a weapon or firearm; 
• criminal events including assaults (physical, sexual or psychological), 

aggression, theft, and robbery or the threat of harm (including 
domestic violence, stalking, bullying and cyberbullying); 

• natural disasters (such as earthquake, flood, bushfire, grass fire, 
cyclones, severe weather events); 

• hospitalisation; 
• suicide attempts; 
• witnessing an event (such as a serious road accident or violent event); 
• emergency evacuation (due to fire, explosion, bomb threat, hostage 

situation, chemical hazard or spill, gas or water leak); 
• public health alert (such as pandemics and communicable diseases); 
• drug or alcohol abuse and other social issues; and 
• missing staff or students. 

Duty of care A non-delegable, legal duty held by teachers to take reasonable steps to 
minimise the risk of reasonably foreseeable harm including: 

• providing suitable and safe premises; 
• providing an adequate system of student supervision; 
• undertaking risk assessments for activities and events, especially if 

students under 18 years are involved; 
• implementing strategies to prevent reasonably foreseeable injuries, 

whether physical or psychological, to students (including injuries 
suffered as a result of bullying); 

• ensuring that appropriate medical assistance is provided to a sick or 
injured student; 

• ensuring that DVLC complies with the Child Safe Standards; 
• taking other reasonable precautions to minimise the risk of child 

abuse by an individual associated with DVLC; 
• implementing relevant policies and processes; and 
• managing employee recruitment, conduct and performance. 

Emergency services Police, fire services or ambulance. 

First aid kit A properly stocked and organised kit of medical items for use in a medical 
emergency.  

First Aid Register A document that records the names and roles of DVLC staff trained in first 
aid, the type of training and the renewal date of their training. 
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Term Definition 

Incident Any actual or alleged situation that: 

• causes harm or creates a risk of causing harm to someone’s health, 
safety and wellbeing, either directly or indirectly while at DVLC; 

• affects or risks affecting the continuity of DVLC operations, including 
matters of security, property damage and emergencies; 

• requires police notification or involves matters of serious conduct; or 
• is a WorkSafe Notifiable Incident. 

Incident Report An internal report completed by DVLC staff involved in the accident or 
incident after the event. It records the basic details of the event and forms 
the basis of an investigation into the impact of the event, and how the 
likelihood of a future recurrence can be avoided or reduced. 

Medical information 
form 

A detailed record of a student’s health care needs if the student is under 
18 years. If the student has an identified health care need, the relevant 
Action Plan must be attached or kept with it.  

Parent Anyone with long term parental responsibility or guardianship of a child 
under 18 years. 

Spill kit Equipment used to clean and disinfect a site where blood or body fluids 
have been spilled.  

WorkSafe Notifiable 
Incident 

A requirement under the Occupational Health and Safety Act 2004 (Vic), 
for all employers to report workplace incidents resulting in: 

• death; 
• medical treatment within 48 hours of being exposed to a substance; 
• immediate treatment as an in-patient at a hospital; 
• immediate medical treatment for amputation, serious head injury, 

serious eye injury, separation of skin from underlying tissue, electric 
shock, spinal injury, loss of a bodily function, or serious lacerations; 

• any of the following dangerous occurrences if they expose a person in 
the immediate vicinity to an immediate health and safety risk, 
regardless of whether or not an injury has occurred: 
o collapse, overturning, failure, malfunction of or damage to plant 

that is required to be licensed; 
o collapse or failure of an excavation or supporting shoring; 
o the collapse or partial collapse of a building or structure; 
o an implosion, explosion or fire; 
o escape, spillage or leakage of any substance; 
o the fall or release from a height from any plant, substance or 

object. 

Contact WorkSafe on 13 23 60 for further advice. Failure to report a 
workplace incident is an offence. 
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Policy Guidelines 

DVLC is committed to providing a safe learning environment for students and staff, and to establishing 
processes and protocols for dealing with illnesses, injuries or accidents and medical emergencies. 

DVLC has a duty of care obligation to take reasonable steps to ensure the safety and wellbeing of students, 
especially those under 18 years, and is responsible for the safety of staff and volunteers when onsite. 
Visitors who bring children onsite remain responsible for their children’s safety and wellbeing. 

In the event of an accident or medical emergency, DVLC will: 

• provide first aid; 
• manage emergency processes to prevent any exacerbation; and  
• secure medical treatment for the person/s involved.  

All injured or ill persons will be supervised until they recover, emergency services arrive, or their emergency 
contact person collects them from DVLC.  

Please note that DVLC staff will not administer non-prescribed medicines such as paracetamol or analgesics 
to any person. 

First aid training 

DVLC will ensure that a sufficient number of staff members will receive first aid training in HLTAID011 
Provide first aid (or its successor) and record the details of trained staff members in the First Aid Register. 
Clearly identifiable first aid kits will be maintained in a prominent and accessible space at each DVLC-
managed delivery site, including the use of portable first aid kits for excursions and events. 

Accident reporting 

After the accident, injury or illness, DVLC will ensure that the following reporting requirements are 
completed: 

• students requiring medical treatment will have their treatment recorded in their student file; 
• all students under the age of 18 years or anyone with an identified health care need and a medical 

Action Plan will have their medical information record updated; 
• parents will be notified if a student under 18 years has been given first aid treatment; 
• Notifiable incidents will be reported to WorkSafe by the CEO; 
• all accidents or incidents will be recorded in an Incident Report; 
• details of major accidents, injuries or illness such as broken bones, burns, bites, asthma attacks, or an 

anaphylactic episode will be recorded in the Accident and Injury Register; and 
• the CEO will report all incidents, accidents and injuries to the Board for review. 
 
Accident or incident review process 

The CEO and management team will review all Incident Reports in order to determine suitable preventative 
strategies and monitor actions taken. 

 

Procedure Guidelines  

Please note: the following types of emergencies require additional procedures to be followed after 
emergency first aid has been provided. These emergency procedures can be found in the relevant DVLC 
document listed below.  
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Emergency type Procedure found in 

Accidental death Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Anaphylactic incident Anaphylaxis Management Policy 

Asthma incident Asthma Management Policy 

Bullying, cyberbullying or harassment incident Bullying, Harassment and Discrimination Policy 

Bomb or chemical threat Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Child abuse incidents, suspicions or disclosure Mandatory Reporting Policy 

If you believe a child or young person is at 
immediate risk of abuse or harm call Emergency 
000. 

Earthquake Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Emissions, spills or leaks Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Evacuation or relocation Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Fire and bushfires Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Intruder or personal threat Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Lockdown, lockout or shelter-in-place Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Public health issue Pandemic Policy  
Critical Incident and Emergency Management Policy 
Emergency Management Plan 

Severe weather event Critical Incident and Emergency Management Policy 
Emergency Management Plan 

 

Procedure: Accident, injury or medical emergency 

DVLC staff members must follow the following emergency response procedure if a staff member, student, 
volunteer or visitor has an accident, receives an injury or becomes seriously ill: 



 
P- 56 Accident and First Aid Policy  Version Date: 10/12/25 
Approved by: Board Next Review Date: 31/12/29 
 Page 6 of 8 

 

Step Action 

1.  Respond to the immediate needs of staff, students, volunteers or visitors: 

• provide first aid as required and remain with the patient until further help 
arrives; 

• call emergency services on 000 if required; 

• stay calm and offer reassurance; 

• follow the student’s Action Pan (if applicable) and/or check their medical 
information form if the student is under 18 years; 

• follow any additional procedures depending on the emergency type (see above); 

• preserve site evidence (WorkSafe Notifiable Incident) unless there is an 
immediate need to make the site safe or protect health and safety; 

• only contact nominated emergency contacts where advised by emergency 
services or the police, or as directed by the CEO. 

2.  Seek assistance from others as necessary: 

• contact the CEO for assistance or advice; 

• request support for staff and students; 

• separate ill or injured students from the others; 

• do not leave students under 18 years unsupervised; 

• if concerned contact the patient’s medical practitioner or emergency contact; 

• request ongoing support where needed. 

3.  When it is safe to do so, compile an incident report: 

• complete a DVLC internal incident report; 

• if the incident involves child abuse, make a mandatory report; 

• if the incident is a WorkSafe Notifiable Incident, ensure the CEO reports the 
incident immediately to WorkSafe on 13 23 60; 

• if required, make a report to Victoria Police. 
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Step Action 

4.  Assist in the incident investigation where required: 

• the CEO will appoint someone to investigate the incident and identify possible 
causes, potential hazards and preventative measures or controls; 

• the CEO will update the Accident and Injury Register, arrange for a review of 
processes and procedures, including risk assessment processes, and prepare a 
report for the Board; 

• the CEO will arrange staff training as required.  

 

Procedure: Maintaining and replenishing First Aid and Spill Kits 

The basic first aid kit must include: 

• a list of emergency phone numbers, including a number for the local hospital and nearest doctor or 
medical clinic; 

• a list of items to be kept in the kit at all times; 
• a list of current first aiders (e.g. on the wall next to it); 
• first aid booklet or notes; 
• notepad and permanent marker for recording details; 
• disposable gloves; 
• antiseptic handwash; 
• re-usable resuscitation mask; 
• alcohol swabs, gauze swabs, non-allergenic band aids, un-medicated non-adhesive dressings (small, 

medium and large), combine pads, steri strips, non-allergenic adhesive tape, non-stick gel burns 
dressing; 

• conforming bandages, triangular bandages, crepe bandages; 
• Ventolin puffer and spacer; 
• general use auto injection device; 
• medicine measure; 
• sterile eye pads, eyewash, sterile saline ampoules; 
• sharps/biohazard container for contaminated waste; 
• safety pins, stainless steel scissors, stainless steel tweezers; 
• gel packs, shock (thermal) blanket; and 
• plastic bags for disposal of waste. 

The basic spill kit must contain: 

• bacterial wipes; 
• disinfectant surface spray; 
• cleansing wipes; 
• surgical masks; 
• safety eyewear; 
• disposable gloves; 
• bio-hazard waste bin; 
• large plastic bags for waste disposal; 
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• vomit clean-up kit; and  
• detergent. 

The Training Manager must ensure that: 

• first aid kits and spill kits are audited or checked and replenished on a schedule (e.g. once a term or 
immediately after use); 

• a portable first aid kit will be available for excursions, including an asthma first aid kit containing 
asthma medication;  

• kit users advise admin staff when items are running low and must be replenished; and 
• first aid training is made available to staff members. 

 


