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Purpose 
This policy will define the: 
• procedures to be followed if a person is ill, or is involved in a medical emergency or an 

incident at the service that results in injury or trauma 
• responsibilities of staff, parents/guardians and the Approved Provider when a person 

is ill, or is involved in a medical emergency or an incident at the service that results in 
injury or trauma 

• practices to be followed to reduce the risk of an incident occurring at the service. 
Policy Statement 
Values 
East Preston Islamic College Early Learning Centre (EPIC ELC) is committed to: 
• providing a safe and healthy environment for all children, staff, volunteers, students on 

placement and any other persons participating in or visiting the service 
• responding to the needs of an injured, ill or traumatised person at the service 
• preventing injuries and trauma 
• preventing the spread of illness through simple hygiene practices, monitoring 

immunisation records and complying with recommended exclusion guidelines 
• 
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• Details that must be entered in the Incident, Injury, Trauma and Illness Record include 
the following: 

• the name and age of the child 
• the circumstances leading to the incident, injury or trauma, or relevant circumstances 

surrounding the child becoming ill (including any symptoms) 
• the time and date the incident occurred, the injury was received or the child was 

subjected to the trauma, or the apparent onset of the illness 
• the action taken by the service, including any medication administered, first aid 

provided or medical personnel contacted 
• details of any person who witnessed the incident, injury or trauma, or the apparent 

onset of illness 
• the name of any person the service notified, or attempted to notify, of any incident, 

injury, trauma or illness that a child suffered while being educated and cared for by the 
service, and the time and date of the notifications/attempted notifications 

• the name and signature of the person making an entry in the record, and the time and 
date that the entry was made 

• signature of a parent/guardian to verify that they have been informed of the occurrence. 

All information will be included in the Incident, Injury, Trauma and Illness Record as soon 
as is practicable, but not later than 24 hours after the incident, injury or trauma, or the 
onset of the illness. 

Medical emergencies may include serious health issues such as asthma, anaphylaxis, 
diabetes, fractures, choking and seizures. Such emergencies generally involve only one 
child, however they can affect everyone in the children’s service. In some cases it will be 
appropriate to refer to specific policies for guidance, such as the Dealing with Medical 
Conditions Policy, Asthma Policy,  Anaphylaxis Policy, Diabetes Policy and Epilepsy 
Policy. 

Legislation and standards 
Relevant legislation and standards include but are not limited to: 
• Australian Standards AS3745–2002, Emergency control procedures for buildings, 

structures and workplaces 
• Education and Care Services National Law Act 2010: Section 174(2) 
• Education and Care Services National Regulations 2011: Regulations 77, 85–87, 103, 

177, 183 
• Public Health and Wellbeing Act 2008 (Vic) 
• Public Health and Wellbeing Regulations 2009 (Vic) 
• Occupational Health and Safety Act 2004 (Vic) 
• Occupational Health and Safety Regulations 2007 
• WorkSafe Victoria Compliance Code: First aid in the workplace (2008) 
• National Quality Standard, Quality Area 2: Children’s Health and Safety 

− Standard 2.1: Each child’s health is promoted 
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− Element 2.1.1: Each child’s health needs are supported 
− Element 2.1.3: Effective hygiene practices are promoted and implemented 
− Element 2.1.4: Steps are taken to control the spread of infectious diseases and 

to manage injuries and illness, in accordance with recognised guidelines 
• National Quality Standard, Quality Area 3: Physical Environment 

− Standard 3.1: The design and location of the premises is appropriate for the 
operation of a service 
− Element 3.1.2: Premises, furniture and equipment are safe, clean and well 

maintained 
• National Quality Standard, Quality Area 7: Leadership and Service Management 

− Standard 7.3: Administrative systems enable the effective management of a quality 
service 
− Element 7.3.1: Records and information are stored appropriately to ensure 

confidentiality, are available from the service and are maintained in accordance 
with legislative requirements 

− Element 7.3.2: Administrative systems are established and maintained to ensure 
effective operation of the service 

• Therapeutic Goods Act 1989 (Cth) 
The most current amendments to listed legislation can be found at: 

• Victorian Legislation – Victorian Law Today: http://www.legislation.vic.gov.au/  
• Commonwealth Legislation – ComLaw: http://www.comlaw.gov.au/  

Definitions 
The terms defined in this section relate specifically to this policy. For commonly used 
terms e.g. Approved Provider, Nominated Supervisor, Regulatory Authority etc. refer to 
the General Definitions section of this manual. 

AV How to Call Card: A card that 

http://www.legislation.vic.gov.au/
http://www.comlaw.gov.au/
http://www.ambulance.vic.gov.au/Education/Calling-Triple-0.html
http://www.acecqa.gov.au/qualifications/approved-first-aid-qualifications
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Incident, Injury, Trauma and Illness Record:  The Approved Provider must ensure an 
Incident, Injury, Trauma and Illness Record is kept in accordance with Regulation 87 of 
the Education and Care Services National Regulations 2011. A sample is available on 

http://www.acecqa.gov.au/sample-forms-and-templates-now-available
http://www.acecqa.gov.au/sample-forms-and-templates-now-available
http://www.worksafe.vic.gov.au/
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• ACECQA sample forms and templates:  
http://www.acecqa.gov.au/sample-forms-and-templates-now-available  

• AV How to Call Card (Ambulance Victoria:): 
http://www.ambulance.vic.gov.au/Education/Calling-Triple-0.html  

• 
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• ensuring that completed medication records are kept until the end of 3 years after the 
child’s last attendance (Regulation 92, 183) 

• ensuring that a parent/guardian of the child is notified as soon as is practicable, but not 
later than 24 hours after the occurrence, if the child is involved in any incident, injury, 
trauma or illness while at the service (Regulation 86) 

• ensuring that Incident, Injury, Trauma and Illness Records are kept and stored securely 
until the child is 25 years old (Regulations 87, 183) 

• ensuring that there is a minimum of one educator with a current approved first aid 
qualification on the premises at all times (refer to Administration of First Aid Policy) 

• ensuring that there are an appropriate number of up-to-date, fully equipped first aid kits 
that are accessible at all times (refer to Administration of First Aid Policy) 

• ensuring that the orientation and induction of new and relief staff include an overview 
of their responsibilities in the event of an incident or medical emergency 

• ensuring that children’s enrolment forms provide authorisation for the service to seek 
emergency medical treatment by a medical practitioner, hospital or ambulance service 

• ensuring that an incident report (SI01) is completed and a copy forwarded to the 
regional DEECD office as soon as is practicable but not later than 24 hours after the 
occurrence. 

The Nominated Supervisor, Certified Supervisors and other educators are 
responsible for: 
• ensuring that the AV How to Call Card (refer to Sources) is displayed near all 

telephones 
• ensuring that volunteers and parents on duty are aware of children’s medical 

management plans (refer to Definitions) and their responsibilities in the event of an 
incident, injury or medical emergency 

• responding immediately to any incident, injury or medical emergency 
• implementing individual children’s medical management plans, where relevant 
• notifying parents/guardians immediately after an incident, injury, trauma or medical 

emergency, or as soon as is practicable 
• requesting the parents/guardians make arrangements for the child or children involved 

in an incident or medical emergency to be collected from the service, or informing 
parents/guardians if an ambulance has been called 

• notifying other person/s as authorised on the child’s enrolment form when the 
parents/guardians are not contactable 

• recording details of any incident, injury or illness in the Incident, Injury, Trauma and 
Illness Record (refer to Definitions) as soon as is practicable but not later than 24 hours 
after the occurrence 

• ensuring that regulatory and legislative responsibilities are met in relation to any 
incident, injury or medical emergency 

• maintaining all enrolment and other medical records in a confidential manner (refer to 
Privacy and Confidentiality Policy) 

• regularly checking equipment in both indoor and outdoor areas for hazards, and taking 
the appropriate action to ensure the safety of the children when a hazard is identified 
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• assisting the Approved Provider with regular hazard inspections (refer to Attachment 
1 – Sample hazard identification checklist) 

• reviewing the cause of any incident, injury or illness and taking appropriate action to 
remove the cause if required, for example, removing a nail found protruding from 
climbing equipment or retraining staff to adhere more closely to the service’s Hygiene 
Policy 

• notifying DEECD in writing within 24 hours of an incident involving the death of a child, 
or any incident, illness or trauma that requires treatment by a registered medical 
practitioner or admission to a hospital 

• ensuring that the following contact numbers are displayed in close proximity of each 
telephone: 
− 000 (also keep an AV How to Call Card close to each telephone – refer to Sources)) 
− DEECD regional office 
− Approved Provider 
− Asthma Victoria: (03) 9326 7055 or toll free 1800 645 130 
− Victorian Poisons Information Centre: 13 11 26 
− local council or shire. 

When there is a medical emergency, educators will: 
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Kitchen appliances are clean and in 
good working order 

   

3. Emergency evacuation    

Staff have knowledge of fire drills and 
emergency evacuation procedures 

   

Fire drill instructions are displayed 
prominently in the service 

   

Regular fire drills are conducted    
Extinguishers are in place, recently 
serviced and clearly marked for type of 
fire 

   

Exit signs are posted and clear of 
obstructions 
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They are used appropriately to access 
equipment stored above shoulder 
height 

   

8. Chemicals and hazardous 
substances 

   

All chemicals are clearly labelled    
All chemicals are stored in locked 
cupboard 

   

Material Safety Data Sheets (MSDS) 
are provided for all hazardous 
substances 

   

9. Storage (internal and external)    

Storage is designed to minimise lifting 
problems 

   

Materials are stor 527.6 0.tb-16..3 d 0.006 Pur ly
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Electrical equipment has been checked 
and tagged 

   

Use of extension leads, double 
adaptors and power boards are kept to 
a minimum 

   

Plugs, sockets or switches are in good 
repair 

   

Leads are free of defects and fraying    
Floors are free from temporary leads    
There are power outlet covers in place 
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Soft-fall and grass areas are free of 
hazards 

   


