
 
STUDENT HEALTH POLICIES 

 
This document contains Mount Clear College policies relevant to 

the students’ health and includes: 

 

• First Aid Policy 
• Anaphylaxis Policy 
• Administration of Medication Policy 

o APPENDIX I - Medication Authority Form 
o APPENDIX 2 - Medication Administration Log 

• Health Care Needs Policy 



 

First Aid Policy 

Purpose 
To ensure the school community understands our school’s approach to first aid for students. 
 

Scope 
First aid for anaphylaxis and asthma are provided for in our school’s: 

 Anaphylaxis Policy 

 Asthma Policy  
 

Policy 
From time to time Mount Clear College staff might need to administer first aid to students at school 
or school activities.   
 
Parents/carers should be aware that the goal of first aid is not to diagnose or treat a condition. 
 
Staffing  
The Principal will ensure that Mount Clear College has sufficient staff with the appropriate levels of 
first aid training to meet the first aid needs of the school community. 
 
Mount Clear College have a number of trained staff, however the daily response trained first aid 
officers are: 

 Leanne Blasic 

 Jodie Handley 
 
First aid kits 
Mount Clear College will maintain: 
 Major first aid kits which will be stored in First Aid, SHAAC, Staffrooms, Earth Ed, the Language 

Centre and front office 
 Portable first aid kit/s which may be used for excursions, camps, or yard duty. The portable first aid 

kit/s will be stored:  
o First Aid 
o Leanne Blasic will be responsible for maintaining all first aid kits 

 
Care for ill students 
Students who are unwell should not attend school.  
 
If a student becomes unwell during the school day they may be directed to the First Aid office and 
monitored by staff. Depending on the nature of their symptoms, staff may contact parents/carers or 
an emergency contact person to ask them to collect the student.  
 
First aid management 
If there is a situation or incident which occurs at school or a school activity which requires first aid to 
be administered to a student: 

 Staff who have been trained in first aid will administer first aid in accordance with their training. In 
an emergency situation, other staff may assist in the administration of first aid within their level of 
competence. 
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 In a medical emergency, staff may take emergency action and do not need to obtain parent/carer 
consent to do so. Staff may contact Triple Zero “000” for emergency medical services at any time. 

 Staff may also contact NURSE-ON-CALL (on 1300 60 60 24) in an emergency. NURSE-ON-CALL 
provides immediate, expert health advice from a registered nurse and is available 24 hours a day, 
7 days a week. 

 If first aid is administered for a serious injury or condition, or in an emergency situation, school 
staff will attempt to contact parents/carers or emergency contacts as soon as reasonably practical.  

 If staff providing first aid determine that an emergency response is not required but that medical 
advice is needed, school staff will ask parents/carers, or an emergency contact person, to collect 
the student and recommend that advice is sought from a medical practitioner. 

 Whenever first aid treatment has been administered to a student Mount Clear College will: 
o record the incident on CASES21 and Worksafe if required  
o if first aid was administered in a medical emergency, report the incident to the Department’s 

Incident Management and Support Unit on 1800126126 
 
In accordance with guidance from the Department of Education and Training, analgesics, including 
paracetamol and aspirin, will not be stored at school or provided as a standard first aid treatments. 
This is because they can mask signs of serious illness or injury.  
 

Accidents & Incidents Register 
A register of all accidents and incidents (incidents classified by First Aid Officer as requiring further 

medical attention) that occur at our College is maintained in a hard copy register at the First Aid room. 

CASES 21 is utilised to record all accidents and incidents (as described above). 

Further Information and Resources 
Mount Clear College Asthma Policy 
Mount Clear College Anaphylaxis Policy 
Mount Clear College Administration of Medication Policy 
Mount Clear College Health Care Needs Policy 
Medication Log Template 
Medication Authority Template 
 

Review Cycle and Evaluation 

Version Date February 2018, additional update June 2020 with new PAL 
Hyperlinks 

Policy Date March 2021 

School Council Approval Date Not Required 

Person Responsible Student Services Coordinator 

Required Communication Methods Staff Handbook / Induction process 
Staff Briefing / Bulletin 
Student Information Pack 
Newsletter Annually  
School website  
Compass  

Next Review  Date March  2025 

References https://www2.education.vic.gov.au/pal/first-aid-students-and-
staff/policy 

 
 

https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/policy
https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/policy


 

Anaphylaxis Policy 

Purpose 
To explain to Mount Clear College parents, carers, staff and students the processes and procedures in 
place to support students diagnosed as being at risk of suffering from anaphylaxis. This policy also 
ensures that Mount Clear College is compliant with Ministerial Order 706 and the Department’s 
guidelines for anaphylaxis management. 
 

Scope 
This policy applies to: 

 all staff, including casual relief staff and volunteers 

 all students who have been diagnosed with anaphylaxis, or who may require emergency 
treatment for an anaphylactic reaction, and their parents and carers.   

 
Policy 
School Statement 
Mount Clear College will fully comply with Ministerial Order 706 and the associated guidelines 
published by the Department of Education and Training. 
 
Anaphylaxis  
Anaphylaxis is a severe allergic reaction that occurs after exposure to an allergen. The most common 
allergens for school-aged children are nuts, eggs, cow’s milk, fish, shellfish, wheat, soy, sesame, latex, 
certain insect stings and medication.  
 
Symptoms 
Signs and symptoms of a mild to moderate allergic reaction can include: 

 swelling of the lips, face and eyes 

 hives or welts 

 tingling in the mouth 
 

Signs and symptoms of anaphylaxis, a severe allergic reaction, can include: 

 difficult/noisy breathing 

 swelling of tongue 

 difficulty talking and/or hoarse voice 

 wheeze or persistent cough 

 persistent dizziness or collapse 

 student appears pale or floppy 

 abdominal pain and/or vomiting. 
 
Symptoms usually develop within ten minutes and up to two hours after exposure to an allergen, but 
can appear within a few minutes.  
 
Treatment 
Adrenaline given as an injection into the muscle of the outer mid-thigh is the first aid treatment for 
anaphylaxis. 
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Individuals diagnosed as being at risk of anaphylaxis are prescribed an adrenaline autoinjector for use 
in an emergency. These adrenaline autoinjectors are designed so that anyone can use them in an 
emergency. 
 
Individual Anaphylaxis Management Plans  
All students at Mount Clear College who are diagnosed by a medical practitioner as being at risk of 
suffering from an anaphylactic reaction must have an Individual Anaphylaxis Management Plan. When 
notified of an anaphylaxis diagnosis, the Principal of Mount Clear College is responsible for developing 
a plan in consultation with the student’s parents/carers.  
 
Where necessary, an Individual Anaphylaxis Management Plan will be in place as soon as practicable 
after a student enrols at Mount Clear College and where possible, before the student’s first day.  
 
Parents and carers must: 

 obtain an ASCIA Action Plan for Anaphylaxis from the student’s medical practitioner and provide 
a copy to the school as soon as practicable 

 immediately inform the school in writing if there is a relevant change in the student’s medical 
condition and obtain an updated ASCIA Action Plan for Anaphylaxis 

 provide an up-to-date photo of the student for the ASCIA Action Plan for Anaphylaxis when that 
Plan is provided to the school and each time it is reviewed 

 provide the school with a current adrenaline autoinjector for the student that has not expired; 

 participate in annual reviews of the student’s Plan. 
 
Each student’s Individual Anaphylaxis Management Plan must include:  

 information about the student’s medical condition that relates to allergies and the potential for 
anaphylactic reaction, including the type of allergies the student has 

 information about the signs or symptoms the student might exhibit in the event of an allergic 
reaction based on a written diagnosis from a medical practitioner 

 strategies to minimise the risk of exposure to known allergens while the student is under the care 
or supervision of school staff, including in the school yard, at camps and excursions, or at special 
events conducted, organised or attended by the school 

 the name of the person(s) responsible for implementing the risk minimisation strategies, which 
have been identified in the Plan 

 information about where the student's medication will be stored 

 the student's emergency contact details 

 an up-to-date ASCIA Action Plan for Anaphylaxis completed by the student’s medical practitioner. 
 
Review and updates to Individual Anaphylaxis Management Plans  
A student’s Individual Anaphylaxis Management Plan will be reviewed and updated on an annual basis 
in consultation with the student’s parents/carers. The plan will also be reviewed and, where 
necessary, updated in the following circumstances:  

 as soon as practicable after the student has an anaphylactic reaction at school 

 if the student’s medical condition, insofar as it relates to allergy and the potential for anaphylactic 
reaction, changes 

 when the student is participating in an off-site activity, including camps and excursions, or at 
special events including fetes and concerts.  

 
Our school may also consider updating a student’s Individual Anaphylaxis Management Plan if there 
is an identified and significant increase in the student’s potential risk of exposure to allergens at 
school.  
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Location of plans and adrenaline autoinjectors 
A copy of each student’s Individual Anaphylaxis Management Plan will be stored with their ASCIA 
Action Plan for Anaphylaxis at First Aid, together with the student’s adrenaline autoinjector. 
Adrenaline autoinjectors that is clearly labelled with the student’s name. 
 
Risk Minimisation Strategies 
To reduce the risk of a student suffering from an anaphylactic reaction at Mount Clear College, we 
have put in place the following strategies: 

 staff and students are regularly reminded to wash their hands 

 students are discouraged from sharing food 

 gloves must be worn when picking up papers or rubbish in the playground;  

 school canteen staff are trained in appropriate food handling to reduce the risk of cross-
contamination 

 a general use EpiPen will be stored at the school canteen, office, first aid, Earth Ed, Language 
Centre, staff rooms and SHAAC for ease of access. 

 Planning for off-site activities will include risk minimisation strategies for students at risk of 
anaphylaxis including supervision requirements, appropriate number of trained staff, emergency 
response procedures and other risk controls appropriate to the activity and students attending.  

 
Adrenaline autoinjectors for general use 
Mount Clear College will maintain a supply of adrenaline autoinjector(s) for general use, as a back-up 
to those provided by parents and carers for specific students, and also for students who may suffer 
from a first time reaction at school.  
 
Adrenaline autoinjectors for general use will be stored at and labelled “general use” – school canteen, 
Front Office, First Aid, Earth Ed, Language Centre, staffrooms and SHAAC.  
 
The Principal is responsible for arranging the purchase of adrenaline autoinjectors for general use, and 
will consider: 

 the number of students enrolled at Mount Clear College at risk of anaphylaxis 

 the accessibility of adrenaline autoinjectors supplied by parents 

 the availability of a sufficient supply of autoinjectors for general use in different locations at the 
school, as well as at camps, excursions and events 

 the limited life span of adrenaline autoinjectors, and the need for general use adrenaline 
autoinjectors to be replaced when used or prior to expiry.  

 
Emergency Response  
In the event of an anaphylactic reaction, the emergency response procedures in this policy must be 
followed, together with the school’s general first aid procedures, emergency response procedures and 
the student’s Individual Anaphylaxis Management Plan.  
 
A complete and up-to-date list of students identified as being at risk of anaphylaxis is maintained by 
the First Aid Attendant and stored at First Aid. For camps, excursions and special events, a designated 
staff member will be responsible for maintaining a list of students at risk of anaphylaxis attending the 
special event, together with their Individual Anaphylaxis Management Plans and adrenaline 
autoinjectors, where appropriate.  
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If a student experiences an anaphylactic reaction at school or during a school activity, school staff 
must: 

Step Action 

1 

 Lay the person flat 

 Do not allow them to stand or walk 

 If breathing is difficult, allow them to sit 

 Be calm and reassuring 

 Do not leave them alone 

 Seek assistance from another staff member or reliable student to locate the student’s 
adrenaline autoinjector or the school’s general use autoinjector, and the student’s 
Individual Anaphylaxis Management Plan, stored at First Aid and available electronically 
on Compass 

 If the student’s plan is not immediately available, or they appear to be experiencing a 
first time reaction, follow steps 2 to 5 

2 

Administer an EpiPen or EpiPen Jr (if the student is under 20kg) 

 Remove from plastic container 

 Form a fist around the EpiPen and pull off the blue safety release (cap) 

 Place orange end against the student’s outer mid-thigh (with or without clothing, 
avoiding seams) 

 Push down hard until a click is heard or felt and hold in place for 3 seconds 

 Remove EpiPen 

 Note the time the EpiPen is administered 

 Retain the used EpiPen to be handed to ambulance paramedics along with the time of 
administration 

3 Call an ambulance (000) 

4 
If there is no improvement or severe symptoms progress (as described in the ASCIA Action 
Plan for Anaphylaxis), further adrenaline doses may be administered every five minutes, if 
other adrenaline autoinjectors are available. 

5 Contact the student’s emergency contacts. 

 
If a student appears to be having a severe allergic reaction, but has not been previously diagnosed 
with an allergy or being at risk of anaphylaxis, school staff should follow steps 2 – 5 as above.  
 
Note: If in doubt, it is better to use an adrenaline autoinjector than not use it, even if in hindsight the 
reaction is not anaphylaxis. Under-treatment of anaphylaxis is more harmful and potentially life 
threatening than over-treatment of a mild to moderate allergic reaction. Refer to Frequently asked 
questions — Anaphylaxis]. https://www2.education.vic.gov.au/pal/anaphylaxis/guidance  

Communication Plan  
This policy will be available on Mount Clear College website so that parents and other members of the 
school community can easily access information about Mount Clear College’s anaphylaxis 
management procedures. The parents and carers of students who are enrolled at Mount Clear College 
and are identified as being at risk of anaphylaxis will also be provided with a copy of this policy.  
 
The Principal is responsible for ensuring that all relevant staff, including casual relief staff, canteen 
staff and volunteers are aware of this policy and Mount Clear College’s procedures for anaphylaxis 
management. Casual relief staff and volunteers who are responsible for the care and/or supervision 
of students who are identified as being at risk of anaphylaxis will also receive a verbal briefing on this 
policy by the Daily Organiser and their role in responding to an anaphylactic reaction and where 
required, the identity of students at risk. 
 

https://nginx-php-content-policy-det-vic-gov-au-production.lagoon.vicsdp.amazee.io/sites/default/files/2020-03/anaphylaxis-faqs.docx
https://nginx-php-content-policy-det-vic-gov-au-production.lagoon.vicsdp.amazee.io/sites/default/files/2020-03/anaphylaxis-faqs.docx
https://www2.education.vic.gov.au/pal/anaphylaxis/guidance
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The Principal is also responsible for ensuring relevant staff are trained and briefed in anaphylaxis 
management, consistent with the Department’s Anaphylaxis Guidelines. 
Staff training 
The Principal will ensure that the following school staff are appropriately trained in anaphylaxis 
management: 

 All School staff including teaching and education support will undertake the eLearning module 
annually and will be assessed as competent with an accredited person.  

 
The First Aid Attendant and one other person will be required to undertake additional training and 
must have completed: 

 an approved face-to-face anaphylaxis management training course in the last three years, or 

 an approved online anaphylaxis management training course in the last two years.  
 

Mount Clear College uses the following training course ASCIA eTraining course 22303VIC Course in 
Verifying the Correct use of Adrenaline Autoinjector Devices. 
 
Staff are also required to attend a briefing on anaphylaxis management and this policy at least twice 
per year (with the first briefing to be held at the beginning of the school year), facilitated by the Frist 
Aid Attendant who has successfully completed an anaphylaxis management course within the last 2 
years.  Each briefing will address: 

 this policy 

 the causes, symptoms and treatment of anaphylaxis 

 the identities of students with a medical condition that relates to allergies and the potential for 
anaphylactic reaction, and where their medication is located 

 how to use an adrenaline autoinjector, including hands on practice with a trainer adrenaline 
autoinjector 

 the school’s general first aid and emergency response procedures 

 the location of, and access to, adrenaline autoinjectors that have been provided by parents or 
purchased by the school for general use.  

 
When a new student enrols at Mount Clear College who is at risk of anaphylaxis, the Principal will 
develop an interim plan in consultation with the student’s parents and ensure that appropriate staff 
are trained and briefed as soon as possible.  
 
The Principal will ensure that while students at risk of anaphylaxis are under the care or supervision 
of the school outside of normal class activities, including in the school yard, at camps and excursions, 
or at special event days, there is a sufficient number of school staff present who have been trained in 
anaphylaxis management. 

Further Information and Resources 
 Policy and Advisory Library:  

o Anaphylaxis  

 Allergy & Anaphylaxis Australia: Risk minimisation strategies 

 ASCIA Guidelines:  Schooling and childcare 

 Royal Children’s Hospital: Allergy and immunology  

 Mount Clear College Asthma Policy 

 Mount Clear College First Aid Policy 

 Mount Clear College Administration of Medication Policy 

 Mount Clear College Health Care Needs Policy 

 Medication Log Template 

 Medication Authority Template 

https://www2.education.vic.gov.au/pal/anaphylaxis/policy
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/teachers/health/riskminimisation.pdf
https://allergyfacts.org.au/allergy-management/schooling-childcare
https://www.rch.org.au/allergy/about_us/Allergy_and_Immunology/


Mount Clear College 
Anaphylaxis Policy 

 

6 
 

Review Cycle and Evaluation 

Version Date October 2018, additional update June 2020 with new PAL 
Hyperlinks 

Policy Date March 2021 

School Council Approval Date Not Required 

Person Responsible Student Services Coordinator 

Required Communication Methods Staff Handbook / Induction process 
Staff Briefing / Bulletin 
Student Information Pack 
Newsletter Annually  
School website  
Compass 

Mandatory staff training (twice yearly) 

Next Review  Date March 2022 

References  Policy and Advisory Library:  

o Anaphylaxis  

 Allergy & Anaphylaxis Australia: Risk minimisation strategies 

 ASCIA Guidelines:  Schooling and childcare 

 Royal Children’s Hospital: Allergy and immunology  

 https://www2.education.vic.gov.au/pal/anaphylaxis/guidance   

 Mount Clear College Asthma Policy 

 Mount Clear College First Aid Policy 

 Mount Clear College Administration of Medication Policy 

 Mount Clear College Health Care Needs Policy 

 Medication Log Template 

 Medication Authority Template 

 https://www2.education.vic.gov.au/pal/anaphylaxis/resources 
Individual Anaphylaxis Management Plan 

 
 

https://www2.education.vic.gov.au/pal/anaphylaxis/policy
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/teachers/health/riskminimisation.pdf
https://allergyfacts.org.au/allergy-management/schooling-childcare
https://www.rch.org.au/allergy/about_us/Allergy_and_Immunology/
https://www2.education.vic.gov.au/pal/anaphylaxis/guidance
https://www2.education.vic.gov.au/pal/anaphylaxis/resources


 

 
Administration of Medication Policy 

 

Purpose 
To explain to parents/carers, students and staff the processes Mount Clear College will follow to safely 
manage the provision of medication to students while at school or school activities, including camps 
and excursions. 
 

Scope 
This policy applies to the administration of medication to all students. It does not apply to: 

 the provision of medication for anaphylaxis which is provided for in our school’s Anaphylaxis Policy 

 the provision of medication for asthma which is provided for in our school’s Asthma Policy  

 specialised procedures which may be required for complex medical care needs. 
 

Policy 
If a student requires medication, Mount Clear College encourages parents to arrange for the 
medication to be taken outside of school hours. However, Mount Clear College understands that 
students may need to take medication at school or school activities. To support students to do so 
safely, Mount Clear College will follow the procedures set out in this policy. 
 
Authority to administer 
If a student needs to take medication while at school or at a school activity: 

 Parents/carers will need to arrange for the student’s treating medical/health practitioner to 
provide written advice to the school which details: 
o the name of the medication required 
o the dosage amount 
o the time the medication is to be taken 
o how the medication is to be taken 
o the dates the medication is required, or whether it is an ongoing medication 
o how the medication should be stored 

 In most cases, parents/carers should arrange for written advice to be provided in a Medication 
Authority Form which a student’s treating medical/health practitioner should complete. 
(Appendix I) 

 If advice cannot be provided by a student’s medical/health practitioner, the principal (or their 
nominee) may agree that written authority can be provided by, or the Medication Authority Form 
can be completed by a student’s parents/carers. (Appendix I) 

 The principal may need to consult with parents/carers to clarify written advice and consider 
student’s individual preferences regarding medication administration (which may also be 
provided for in a student’s Student Health Support Plan). 

 
Parents/carers can contact the First Aid Office for a Medication Authority Form. 
 
Administering medication 
Any medication brought to school by a student needs to be clearly labelled with: 

 the student’s name 

 the dosage required 

 the time the medication needs to be administered. 
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Parents/carers need to ensure that the medication a student has at school is within its expiry date. If 
school staff become aware that the medication a student has at school has expired, they will promptly 
contact the student’s parents/carers who will need to arrange for medication within the expiry date 
to be provided. 
If a student needs to take medication at school or a school activity, the principal (or their nominee) 
will ensure that: 
1. Medication is administered to the student in accordance with the Medication Authority Form:   

 so that the student receives their correct medication 

 in the proper dose 

 via the correct method (for example, inhaled or orally) 

 at the correct time of day 

 as per the medication instructions unless otherwise specified by a treating practitioner 
2. A log is kept of medicine administered to a student - using the Medication Administration Log 

template. (Appendix II) 
3. Where possible, two staff members will supervise the administration of medication. 
4. The teacher in charge of a student at the time their medication is required: 

 is informed that the student needs to receive their medication 

 if necessary, release the student from class to obtain their medication. 
 
Self-administration 
In some cases it may be appropriate for students to self-administer their medication. The principal 
may consult with parents/carers and consider advice from the student’s medical/health practitioner 
to determine whether to allow a student to self-administer their medication. 
 
If the Principal decides to allow a student to self-administer their medication, the principal may require 
written acknowledgement from the student’s medical/health practitioner, or the student’s 
parents/carers that the student will self-administer their medication. 
 
Storing medication 
The Principal (or their nominee) will put in place arrangements so that medication is stored: 

 securely to minimise risk to others  

 in a place only accessible by staff who are responsible for administering the medication 

 away from a classroom (unless quick access is required) 

 away from first aid kits 

 according to packet instructions, particularly in relation to temperature 
 

For most students, Mount Clear College will store student medication in the First Aid Office. 
 
The Principal may decide, in consultation with parents/carers and/or on the advice of a student’s 
treating medical/health practitioner: 

 that the student’s medication should be stored securely in the student’s classroom if quick access 
might be required 

 to allow the student to carry their own medication with them, preferably in the original packaging 
if: 
o the medication does not have special storage requirements, such as refrigeration 
o doing so does not create potentially unsafe access to the medication by other students. 
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Warning 
Mount Clear College will not: 

 in accordance with Department of Education and Training policy, store or administer analgesics 
such as aspirin and paracetamol as a standard first aid strategy as they can mask signs and 
symptoms of serious illness or injury 

 allow a student to take their first dose of a new medication at school in case of an allergic 
reaction. This should be done under the supervision of the student’s parents, carers or health 
practitioner 

 allow use of medication by anyone other than the prescribed student except in a life threatening 
emergency, for example if a student is having an asthma attack and their own puffer is not readily 
available.  

 
Medication error 
If a student takes medication incorrectly, staff will endeavour to: 

Step Action 

1 If required, follow first aid procedures outlined in the student’s Health Support Plan or 
other medical management plan. 

2 Ring the Poisons Information Line, 13 11 26 and give details of the incident and the 
student. 

3 Act immediately upon their advice, such as calling Triple Zero “000” if advised to do so. 

4 Contact the student’s parents/carers or emergency contact person to notify them of the 
medication error and action taken. 

5 Review medication management procedures at the school in light of the incident.  

 
In the case of an emergency, school staff may call Triple Zero “000” for an ambulance at any time. 
 

Further Information and Resources 
 Departments Policy and Advisory Library 

https://www2.education.vic.gov.au/pal/medication/policy 

 Mount Clear College Asthma Policy 

 Mount Clear College Anaphylaxis Policy 

 Mount Clear College First Aid Policy 

 Mount Clear College Health Care Needs Policy 

 Medication Log Template 

 Medication Authority Template 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www2.education.vic.gov.au/pal/medication/policy
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Review Cycle and Evaluation 

Version Date February 2018, additional update June 2020 with new PAL 
Hyperlinks 

Policy Date March 2021 

School Council Approval Date Not Required 
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Required Communication Methods Staff Handbook / Induction process 
Staff Briefing / Bulletin 
Student Information Pack 
Newsletter Annually  
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Compass  

Next Review  Date March 2025 

References Departments Policy and Advisory Library 
https://www2.education.vic.gov.au/pal/medication/policy  
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www2.education.vic.gov.au/pal/medication/policy
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APPENDIX I 

MEDICATION AUTHORITY FORM 

For students requiring medication to be administered at school 

This form should, ideally, be signed by the student’s medical/health practitioner for all medication to 

be administered at school but schools may proceed on the signed authority of parents in the 

absence of a signature from a medical practitioner. 

 For students with asthma, Asthma Australia’s School Asthma Care Plan   

 For students with anaphylaxis, an ASCIA Action Plan for Anaphylaxis  

Please only complete the sections below that are relevant to the student’s health support needs. If additional 

advice is required, please attach it to this form. 

Please note: wherever possible, medication should be scheduled outside school hours, eg medication 

required three times daily is generally not required during a school day – it can be taken before and after 

school and before bed. 

Student Details 
 

Name of school: ____________________________________________________________________ 

Name of student:______________________________________Date of Birth: __________________ 

MedicAlert Number (if relevant): ______________________________________________________ 

Review date for this form:_____________________ 

Medication to be administered at school:  
Name of 
Medication 

Dosage 
(amount) 

Time/s to 
be taken 

How is it to 
be taken? 
(eg 
oral/topical/
injection) 

Dates to be 
administered 

Supervision 
required 

 
 
 
 

   Start:     /    /   
End:     /    /   
OR 
Ongoing 
medication 
 

 No – student 
self- managing 
 Yes 
 remind 
 observe 
 assist 
 administer 

 

    Start:     /    /   
End:     /    /   
OR 
Ongoing 
medication 
 

 No – student 
self- managing 
 Yes 
 remind 
 observe 
 assist 
 administer 
 

https://www.asthmaaustralia.org.au/vic/about-asthma/resources
https://allergy.org.au/health-professionals/ascia-plans-action-and-treatment
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Medication delivered to the school 
Please indicate if there are any specific storage instructions for any medication: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Medication delivered to the school 
Please ensure that medication delivered to the school: 
 
  Is in its original package 
  The pharmacy label matches the information included in this form 
 

Supervision required 
Students in the early years will generally need supervision of their medication and other aspects of 
health care management. In line with their age and stage of development and capabilities, older 
students can take responsibility for their own health care. Self-management should be agreed to by 
the student and their parents/carers, the school and the student’s medical/health practitioner. 
Please describe what supervision or assistance is required by the student when taking medication at 
school (e.g. remind, observe, assist or administer): 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Monitoring effects of medication 
Please note: School staff do not monitor the effects of medication and will seek emergency medical 
assistance if concerned about a student’s behaviour following medication.  
 

Privacy Statement 
We collect personal and health information to plan for and support the health care needs of our 

students. Information collected will be used and disclosed in accordance with the Department of 

Education and Training’s privacy policy which applies to all government schools (available at: 

http://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx) and the law.  

Authorisation to administer medication in accordance with this form: 
Name of parent/carer: _____________________________________________________________ 

Signature: _____________________________________________Date: _______________________ 

 

Name of medical/health practitioner:___________________________________________________ 

Professional role:___________________________________________________________________ 

Signature:_______________________________________________Date:______________________ 

Contact details:_____________________________________________________________________ 

 

http://www.education.vic.gov.au/Pages/schoolsprivacypolicy.aspx


APPENDIX II 
 

MEDICATION ADMINISTRATION LOG 

For students requiring medication to be administered at school  

This log should be completed by the staff member administering medication to any student at the school. 

 

Name of student:___________________________________________________Year level:_____________________________________________________ 

Date Time Name of 
Medication and 
Dose  

Tick when checked  Comments Staff member 
administering 
(print name and 
initial) 

Staff member 
checking* (print 
name and 
initial) 

Correct 
Child 

Correct 
Medication 

Correct 
Dose 

Correct 
Route  

   
 
 

      
 

 

   
 
 

      
 

 

   
 
 

      
 

 

*Cross-checking: It is recognised that in many school settings medication is administered using a system of two staff members checking that medication is 

correctly administered. This is an appropriate added safety measure and is seen as good practice.
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Health Care Needs Policy 
 

 

Purpose 
To ensure that Mount Clear College provides appropriate support to students with health care needs.   

 
Objective 
To explain to Mount Clear College parents, carers, staff and students the processes and procedures in 
place to support students with health care needs at school.  

 
Scope 
This policy applies to: 

 all staff, including casual relief staff and volunteers 

 all students who have been diagnosed with a health care need that may require support, 
monitoring or medication at school.   

 
Policy 
This policy should be read with Mount Clear College’s First Aid, Administration of Medication, 
Anaphylaxis and Asthma policies. 
 

Student health support planning 
In order to provide appropriate support to students at Mount Clear College who may need medical 
care or assistance, a Student Health Support Plan will be prepared by the First Aid Officer in 
consultation with the student, their parents, carers and treating medical practitioners.  
Student Health Support plans help our school to assist students with: 
 routine health care support needs, such as supervision or provision of medication 
 personal care support needs, such as assistance with personal hygiene, continence care, eating and 

drinking, transfers and positioning, and use of health-related equipment 
 emergency care needs, such as predictable emergency first aid associated with asthma, seizure or 

diabetes management. 
 
Note: Template health planning forms are available here: 
http://www2.education.vic.gov.au/pal/health-care-needs/resources  
 
Students with complex medical care needs, for example, tracheostomy care, seizure management or 
tube feeding, must have a Student Health Support Plan which provides for appropriate staff to 
undertake specific training to meet the student’s particular needs.  
 
At enrolment or when a health care need is identified, parents/carers should provide accurate 
information about the student’s condition or health care needs, ideally documented by the student’s 
treating medical/health care practitioner on a Medical Advice Form (or relevant equivalent)  
 
Note: Template health planning forms are available here: 
http://www2.education.vic.gov.au/pal/health-care-needs/resources  
 
Mount Clear College may invite parents and carers to attend a Student Support Group meeting to 
discuss the contents of a student’s Health Support Plan and assistance that the student may need at 
school or during school activities.  

 

http://www2.education.vic.gov.au/pal/health-care-needs/resources
http://www2.education.vic.gov.au/pal/health-care-needs/resources
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Where necessary, Mount Clear College may also request consent from parents and carers to consult 
with a student’s medical practitioners, to assist in preparing the plan and ensure that appropriate 
school staff understand the student’s needs.  
 
Student Health Support Plans will be reviewed: 
 when updated information is received from the student’s medical practitioner  
 when the school, student or parents and carers have concerns with the support being provided to 

the student 
 if there are changes to the support being provided to the student, or  
 on an annual basis.  

 
Management of confidential medical information  
Confidential medical information provided to Mount Clear College to support a student will be:  

 recorded on the student’s file 

 shared with all relevant staff so that they are able to properly support students diagnosed with 
medical conditions and respond appropriately if necessary.  
 

Further Information and Resources 
 the Department’s Policy and Advisory Library:  

o Health Care Needs 

o Health Support Planning Forms 

o Complex Medical Care Supports  

 Mount Clear College Student Medication Policy 

 Mount Clear College Asthma Policy 

 Mount Clear College Anaphylaxis Policy 

 Mount Clear College First Aid Policy 
 

Review Cycle and Evaluation 
Version Date February 2018, additional update June 2020 with new PAL 

Hyperlinks 

Policy Date March 2021 

School Council Approval Date Not Required 

Person Responsible Student Services Coordinator 

Required Communication Methods Staff Handbook / Induction process 
Staff Briefing / Bulletin 
Student Information Pack 
Newsletter Annually  
School website  
Compass 

Next Review  Date March  2025 

References http://www2.education.vic.gov.au/pal/health-care-
needs/resources  
Health Care Needs 
Health Support Planning Forms  
Complex Medical Needs  

 

https://www2.education.vic.gov.au/pal/health-care-needs/policy
https://www2.education.vic.gov.au/pal/health-care-needs/resources
https://www2.education.vic.gov.au/pal/health-care-needs/guidance/complex-medical-care-supports
http://www2.education.vic.gov.au/pal/health-care-needs/resources
http://www2.education.vic.gov.au/pal/health-care-needs/resources
http://www.education.vic.gov.au/school/principals/spag/health/Pages/healthcareneeds.aspx#link80
http://www.education.vic.gov.au/school/principals/spag/health/Pages/supportplanning.aspx
http://www.education.vic.gov.au/school/principals/spag/health/Pages/complexneeds.aspx
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