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FIRST AID, ILLNESS and  MEDICATION DISTRIBUTION POLICY 
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Kangaroo Ground Primary School has a duty of care and an obligation to students.  
The school is responsible for providing first aid facilities and sufficient staff trained in first aid.  
Teachers are required to administer first aid when necessary within the limits of their skill, 
expertise and training.  
In the case of serious illness and injury, diagnosis and treatment is the responsibility of trained 
professionals. At all times the school encourages preventative measures to minimise emergencies 
and promote safety.  
This policy complements Kangaroo Ground Primary School’s Sunsmart, Anaphylaxis and Asthma 
policies. 
 
 
Guidelines 

1. All staff have concern for the physical wellbeing of all students. 
2. Some staff will be First Aid trained to Level Two.  
3. Staff will be in-serviced on CPR and anaphylactic procedures regularly 
4. Ongoing professional development will be available to staff to complete First Aid Courses. 
5. Duties of all staff include: 

 The provision of first-aid duties commensurate with competency & training 

 Ongoing assessment of risk and provision of a safe school environment 

 Maintenance of the first aid, asthma and anaphylactic Register to be updated 
annually or as new students are enrolled.  

 All injuries and accidents should be recorded on the forms located in the First Aid 
Register in the office.  

 In the case of a life-threatening accident, the office of Emergency Management will 
be notified immediately. 

 The following injuries must be reported on CASES21: 
i. Injuries to students that were serious enough to require parents being notified 
ii. All injuries to the head, face, eyes and teeth 
iii. All injuries to visitors that were reported to the school 
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6. Duties of the first aid co-ordinator include: 

 Co-ordination of the first aid room, facilities and first aid kits. 

 A list of all first aid trained staff, and their levels, is to be posted in the Sick Bay and 
outside the Staff Room. 

 
 

7. First Aid cabinets / kits: 
i. Trained first aiders should normally access cabinets.  
ii. All staff should be made aware of the location of the cabinet and it should not 

be locked.  
iii. The cabinet should at all times be well stocked with appropriate first aid 

materials.  
iv. First aid kits are available to all groups who leave the school on an excursion 

or camp. 
8. Medications are to be handed into the Office and parents/carers are to complete the 

Medication Request Form giving the school consent to administer the medication. The 
dosage to be administered will be checked by another staff member before the medicine is 
given to the child. 
See appendix 2 

9. An attempt should be made to contact parents /carers before calling for medical attention, 
except in an emergency. Parents/ carers or emergency contacts will be contacted 
immediately in the event of any head or facial injury. A student will be under appropriate 
supervision. 

10. It is the responsibility of parents/ guardians/carers to inform the principal if their child has a 
serious illness. 

11. Students with asthma are responsible for their own medication and should carry their 
medication with them at all times.  

12. Students with a medical illness or conditions should have an individual management plan, 
which is attached to the student’s records, and their illness be recorded on the Medical 
Register which is updated annually, and as new students enter the school. 

 
Illness 

1. It is recommended that students who are ill should be absent from school. Sending an ill or 
sick child can create a difficult situation for the staff and child involved.  

2. Any child who is ill, or becomes ill, at school will be collected by a parent / carer where 
possible. 

 
 Exclusions 
The principal is required to exclude students from school if they have an illness that falls under 
Health (Infectious Diseases) Regulations (see the attached table appendix 1).  
The regulations also require the parent / carer to inform the principal as soon as is practicable if 
the child is infected with any of the diseases listed in the table. 
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Appendix 1: Exclusions from school 
 

Downloaded from DEECD website 2014 

 

School exclusion table 

Statutory rule 

A person in charge of a primary school or children's services centre must not allow a child to 
attend the primary school or children's services centre for the period or in the circumstances: 

A. specified in column 2 of the Table in Schedule 7 if the person in charge has been informed 
that the child is infected with an infectious disease listed in column 1 of the Table in 
Schedule 7; or 

B. specified in column 3 of the Table in Schedule 7 if the person in charge has been informed 
that the child has been in contact with a person who is infected with an infectious disease 
listed in column 1 of the Table in Schedule 7. 

The person in charge of a primary school or children's services centre, when directed to do so by 
the Secretary, must ensure that a child enrolled at the primary school or children's services centre 
who is not immunised against a vaccine preventable disease (VPD) specified by the Secretary in 
that direction, does not attend the school or centre until the Secretary directs that such attendance 
can be resumed. (NoteVPDs are marked in the table with an asterisk (*). Contact the Department 
on 1300 651 160 for further advice about exclusion and these diseases.) 

Schedule 7  

Minimum Period of Exclusion from Primary Schools and Children's Services Centres for 
Infectious Diseases Cases and Contacts (Public Health and Wellbeing Regulations 2009) 

In this Schedule, medical certificate means a certificate of a registered medical practitioner. 

 

 

 

 

Condition Exclusion of Cases Exclusion of Contacts 

Amoebiasis 
(Entamoeba 
histolytica) 

Exclude until there has not 
been a loose bowel motion for 
24 hours. 

Not excluded. 
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Condition Exclusion of Cases Exclusion of Contacts 

Campylobacter 
Exclude until there has not 
been a loose bowel motion for 
24 hours. 

Not excluded. 

Chickenpox 

Exclude until all blisters have 
dried. This is usually at least 5 
days after the rash appears in 
unimmunised children, but 
may be less in previously 
immunised children. 

Any child with an immune deficiency (for 
example, leukaemia) or receiving 
chemotherapy should be excluded for their 
own protection. Otherwise not excluded. 

Conjunctivitis 
Exclude until discharge from 
eyes has ceased. 

Not excluded. 

Diarrhoea 
Exclude until there has not 
been a loose bowel motion for 
24 hours. 

Not excluded. 

Diphtheria 

Exclude until medical 
certificate of recovery is 
received following at least two 
negative throat swabs, the 
first not less than 24 hours 
after finishing a course of 
antibiotics and the other 48 
hours later. 

Exclude family/household contacts until 
cleared to return by the Secretary. 

Hand, Foot and 
Mouth disease 

Exclude until all blisters have 
dried. 

Not excluded. 

Haemophilus 
influenzae type b 
(Hib) 

Exclude until at least 4 days 
of appropriate antibiotic 
treatment has been 
completed. 

Not excluded. 

Hepatitis A 

Exclude until a medical 
certificate of recovery is 
received, but not before 7 
days after the onset of 
jaundice or illness. 

Not excluded. 

Hepatitis B Exclusion is not necessary. Not excluded. 

Hepatitis C Exclusion is not necessary. Not excluded. 

Herpes ("cold 
sores") 

Young children unable to 
comply with good hygiene 
practices should be excluded 
while the lesion is weeping. 
Lesions to be covered by 

Not excluded. 
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Condition Exclusion of Cases Exclusion of Contacts 

dressing, where possible. 

Human immuno-
deficiency virus 
infection (HIV/AIDS) 

Exclusion is not necessary. Not excluded. 

Impetigo 

Exclude until appropriate 
treatment has commenced. 
Sores on exposed surfaces 
must be covered with a 
watertight dressing. 

Not excluded. 

Influenza and 
influenza like 
illnesses 

Exclude until well. 
Not excluded unless considered necessary 
by the Secretary. 

Leprosy 
Exclude until approval to 
return has been given by the 
Secretary. 

Not excluded. 

Measles* 
Exclude for at least 4 days 
after onset of rash. 

Immunised contacts not excluded. 
Unimmunised contacts should be excluded 
until 14 days after the first day of 
appearance of rash in the last case. If 
unimmunised contacts are vaccinated 
within 72 hours of their first contact with 
the first case, or received NHIG within 144 
hours of exposure, they may return to the 
facility. 

Meningitis (bacteria 
- other than 
meningococcal 
meningitis) 

Exclude until well. Not excluded. 

Meningococcal 
infection* 

Exclude until adequate carrier 
eradication therapy has been 
completed. 

Not excluded if receiving carrier 
eradication therapy. 

Mumps* 
Exclude for 9 days or until 
swelling goes down 
(whichever is sooner). 

Not excluded. 

Pertussis* 
(whooping cough) 

Exclude the child for 21 days 
after the onset of cough or 
until they have completed 5 
days of a course of antibiotic 
treatment. 

Contacts aged less than 7 years in the 
same room as the case who have not 
received three effective doses of pertussis 
vaccine should be excluded for 14 days 
after the last exposure to the infectious 
case, or until they have taken 5 days of a 
course of effective antibiotic treatment. 
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Condition Exclusion of Cases Exclusion of Contacts 

Poliomyelitis* 

Exclude for at least 14 days 
from onset. Re-admit after 
receiving medical certificate of 
recovery. 

Not excluded. 

Ringworm, scabies, 
pediculosis (head 
lice) 

Exclude until the day after 
appropriate treatment has 
commenced. 

Not excluded. 

Rubella (german 
measles) 

Exclude until fully recovered 
or for at least four days after 
the onset of rash. 

Not excluded. 

Salmonella, 
Shigella 

Exclude until there has not 
been a loose bowel motion for 
24 hours. 

Not excluded. 

Severe Acute 
Respiratory 
Syndrome (SARS) 

Exclude until medical 
certificate of recovery is 
produced. 

Not excluded unless considered necessary 
by the Secretary. 

Streptococcal 
infection (including 
scarlet fever) 

Exclude until the child has 
received antibiotic treatment 
for at least 24 hours and the 
child feels well. 

Not excluded. 

Tuberculosis 

Exclude until receipt of a 
medical certificate from the 
treating physician stating that 
the child is not considered to 
be infectious. 

Not excluded. 

Typhoid fever 
(including 
paratyphoid fever) 

Exclude until approval to 
return has been given by the 
Secretary. 

Not excluded unless considered necessary 
by the Secretary. 

Verotoxin producing 
Escherichia coli 
(VTEC) 

Exclude if required by the 
Secretary and only for the 
period specified by the 
Secretary. 

Not excluded. 

Worms (Intestinal) 
Exclude until there has not 
been a loose bowel motion for 
24 hours. 

Not excluded. 

The Public Health and Wellbeing Regulations 2009 are available from the Victorian Legislation 
and Parliamentary Documents website maintained by the Department of Premier and Cabinet 

 
 

http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/95daf3d8286def33ca256da4001bc4e8/a3b0a9845fd0980aca25768d002ab0b5!OpenDocument
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/95daf3d8286def33ca256da4001bc4e8/a3b0a9845fd0980aca25768d002ab0b5!OpenDocument
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Appendix 2     Medication Request Form 

 

MEDICATION REQUEST FORM 

 
Date commencing:………………………………..    Date finishing………………………………….. 

 or   ongoing for the duration of the year 

Name of Child………………………………………………. Grade…………………………. 

Name of Medication…………………………………………………………………………………. 

Medication – dosage ………………………………………….……………………………………… 

Medication to be given   before or   after food 

Time/s to be given    11.00am (Recess)      12.00pm      1.30pm (Lunchtime) 

       Other…………………………………  

Does the medication need to be refrigerated   YES    NO 

CONTACT NUMBERS: 

Parent Name:………………………………………………………………………………………….. 

Home:…………………………….. Mobile:………………………... Work:………………………… 

1. Emergency Name:…………………………………………………………………………………. 

 Contact No……………………………………………………………………………………………… 

2. Emergency Name:…………………………………………………………………………………. 

 Contact No.:…………………………………………………………………………………………….. 
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Doctor’s Name:………………………………….…………………     Ph:…………………………… 

Surgery/Address:………………………………………………………………………………………...…… 

Signed:…………………………………………………….(Parent/Guardian 

 

Review   2017 


