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First Aid Procedures
· On becoming aware of an accident/incident, staff should, so far as they are able, render first aid to the injured student/s.
· Where a qualified first aid officer is available, that officer should help as soon as possible.
· For a non-serious accident (for example, where no first aid intervention is required) a student can be encouraged to continue as normal.
· For a less serious accident/incident (for example, where minor first aid intervention is required) students are to be given a First Aid Card and encouraged to come to the Front Office for first aid. The first aid officer will render aid and return the child to class or ask the parent to pick them up.  
· For a serious accident/incident (for example, where professional medical services are required or if the injury is a head knock or injury above the shoulders) a parent must be informed immediately. 
· If the child is unable to be moved Staff are asked to call for assistance of the First Aid team in the Front Office and notify their SLC
· If the child is conscious and able to walk teachers will be asked to notify their SLC and ensure an Adult accompanies the student to the Front Office and provide a full handover to the First Aid officer
· The first aid officer and a member of the executive team will assess and monitor the student 
· If the injury is minor the parent is to be informed by the front office but student can be returned to class 
· If the injury is moderate the parent will be notified by the front office and asked to pick the child up for concussion watch
· If the injury is severe an Ambulance will be called, and the parent notified by the front office.

· For children in Early Childhood Schools or Pre-Schools, parents of a child must be notified of any incident, injury, trauma or illness while the child is being educated and cared for by the education and care service. 
· Where a parent cannot be reached, the person nominated as an emergency contact should be contacted. 
· Except where the accident/incident is considered minor, a first aid officer or other staff member attending to the student must remain with the student until no further treatment or assistance is required, or until the student is placed in the care of ambulance officers or other medical personnel, unless the employee’s personal safety is at risk.
· An ambulance is to be called at the earliest suggestion that it may be required.
· Schools will endeavour to contact parents within 24 hours following a serious accident/incident to enquire about the well-being of the student and to hear any parent concerns.


Student Accident/Incident Reports
· As a guide schools will prepare a Student Accident/Incident Report when:
· a student breaks a bone or suffers an injury to the eyes, head, or mouth 
· a student is injured at school or in a school organised activity and first aid and/or medical attention is provided or such treatment is reported by the student or a parent at a later date 
· a student has to leave school early as a consequence of an accident/incident 
· a parent or other emergency contact is advised by the school of an accident/incident 
· in other instances when a principal or his/her delegate considers it appropriate to do so.
· The Student Accident/Incident Report will record details identifying the student who was injured, together with the date and location of the accident/incident, a description of any injuries sustained and a brief factual account of how the accident/incident occurred. It should also include information on how any hazard has been controlled to prevent further injuries/incidents.
Recording and reporting of accidents and incidents
· All accidents/incidents must be recorded by the Directorate and must be notified to the ACT Insurance Authority (ACTIA) within 10 business days of the event.
· A Student Accident/Incident Report is to be completed.
· When a critical incident happens and there is an injury to a student, a Student Accident/Incident Report should be completed. 
· A significant student accident/incident which is also a critical incident must be reported to the Director, School Improvement immediately.
· An incident report will be uploaded in Sentral (SAS) within 24 hours.
· Schools’ operations are to be informed of any serious incidents as soon as practicable.
Reporting Preschool Incidents to Children’s Education and Care assurance (CECA)
· The Education Directorate, as the approved provider of public preschools, has an obligation under the Education and Care Services National law (ACT) Act 2011 to notify the Regulatory Authority (Children’s Education and Care Assurance) of any serious incident at the approved education and care service.
· The notification must be in writing and provided within the following timeframe: 
· In the case of the death of a child, as soon as practicable but within 24 hours of the death, or the time that the provider becomes aware of the death; 
· In the case of any other serious incident, within 24 hours of the incident or the time that the provider becomes aware of the incident.
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