INCIDENT, INJURY, TRAUMA AND ILLNESS POLICY SUMMARY

Ensure 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)
— 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: Moreland City Council

Phone: 9240 1111 Monday to Friday, 8.30 am - 5 pm
Emergency after hours: Phone 9240 1111. If not a touch tone phone 9236 0771 directly.

When there is a medical emergency, educators will:

e call an ambulance, where necessary

e administer first aid, and provide care and comfort to the child prior to the parents/guardians or
ambulance arriving

e implement the child’s current medical management plan, where appropriate

e notify parents/guardians as soon as is practicable of any serious medical emergency, incident or
injury concerning the child, and request the parents/guardians make arrangements for the child to
be collected from the service and/or inform the parents/guardians that an ambulance has been
called

¢ notify other person/s as authorised on the child’s enrolment form, if the parents/guardians are not
contactable

e ensure ongoing supervision of all children in attendance at the service

e accompany the child in the ambulance when the parents/guardians are not present, provided that
staff-to-child ratios can be maintained at the service

e notify the Approved Provider of the medical emergency, incident or injury as soon as is practicable

e complete and submit an incident report to DEECD, the Approved Provider and the service’s public
liability insurer following a serious incident.

When a child develops symptoms of ililness while at the service, educators will:

e ensure that the Nominated Supervisor, or person in day-to-day care of the service, contacts the

parents/guardians or authorised emergency contact for the child to outline the signs and symptoms

observed

e request that the child is collected from the service if the child is not well enough to participate in the

program

e ensure that they separate the child from the group and have a staff member remain with the child
until the child recovers, a parent/guardian arrives or another responsible person takes charge

o call an ambulance (refer to definition of medical emergency) if a child appears very unwell or has a

serious injury that needs urgent medical attention

e ensure that the child is returned to the care of the parent/guardian or authorised emergency
contact person as soon as is practicable

e ensure that, where medication, medical or dental treatment is obtained, the parents/guardians are
notified as soon as is practicable and within 24 hours, and are provided with details of the illness
and subsequent treatment administered to the child

e ensure that the Approved Provider is notified of the incident

e ensure that the Incident, Injury, Trauma and lliness Record is completed as soon as is practicable
and within 24 hours of the occurrence.



