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Introduction

To comply with the requirements of the Victorian Occupational Health and Safety (OHS) Act
2004 and the Victorian OHS Regulations 2017 the Department of Education and Training
(the Department) has implemented an OHS Management System (OHSMS) in all Victorian
Government schools.

The OHSMS requires all volunteers to:
e report to the general office or designated site contact upon arrival at site
e complete an OHS induction using the Volunteer OHS Induction Checklist

e sign in and out and ensure their visitors pass is worn at all times whilst on
Department or other premises

¢ have a current Working with Children Check, where applicable.
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Department Health, Safety and Wellbeing (HSW) Policy

The Department has the Health, Safety and Wellbeing Policy, which has been endorsed by

the Department Secretary and can be seen below:

Health, Safety and Wellbeing Policy

Seape: This Policy applies to all employess, vigibors, valunteers and contractors in Department of Education and
Training (DET) workploces and octivities, and instances when performing work offsite. The Department commits,

so far as reasonably practicable, to:

Hnmgen\ent pport ond volue It people and recognise a begal ond moral commitment to bullding a pe
Coammitment encsuFing healthy and safe working and learning environments by:
» prevding ond inegrating «  providing ond » ennlining
O a ekt ond cradibia, enaintaining o P ber s @ned
- Oecupational Haalth rrciusive ettt and
g‘f"@ and Salety (OHS) warkpkaces thet arrprmering laoders
Moragemant Systamthal  miligate rsks and amplowes o
ks with leg ke s physacal and prkry o S tive el in
requiramants and tha payehaleagical enaintaining heaklhy
Depanrrat s stralege health ond safety  and sofe werkplocas
Aracion ored o plana Do

Consultation
Coammitrment .

lantibyirg hetires, o haclth, ssluty, = provise of hasith,
bicing riaks, arel ared vallbasirg sesuty el woalBiieng
@ meking decisions shout sl paca st inlormation,
‘-.f-J e e i L anlrel Lrizi i g, e Ll i,
O O riskes e hvissiith el Sahaty N i pariEsn
ared propered g
L W s wrkplaea et My

affect tha haalth, sofuty,
arad wallBarg of parsans

bty and
prernaling a el al
shiared i pend o ras,
ik,
erunarship, relating

3 repanting, and
addnasiing health,
salaty and wellbsbng
risks

weill

itive workplace culture,

provading and
apgling o rabust

Tedter and buld a
strang culure of
warky inbersernlion,

1w impartoncs of givierg « Maeible wark

amphoyies o reasanabl

tirrsedrame 1 axpric

Lwir wiines ofed Corelr

e Ehit e o

Lk inlS oo et whien

frileirgy chiinicrs thit
frviry cafdise. thaer Frisa R,
sttty ard welloaing

errangernants and

ire lusivi, d aras,
st adigilie,
worklorea

Diriwe continwal health, safety and wellbeing improvement by
el Wrgreing e sulobiity s ntablimbing ord monilering  « wbEing data LS pravide o alocating adedaals
HEW and afMectimneis of the prog ricis Dowands a1 i i i -boreed it o el anthy

Improvement

Commitrment

OHS Meragarsnt Syaterm
thraugh regular manitering

etsirable et s ond
Lt o e O Pinclue g

epproach Tor salting the
Cepanrset's sErategic

rilagrabe ord mainbain U
OHT Monageirent Syl Lo

and i i of polcias wiotk-roted injury ofd 8l e tion o deiifying eerrgly with riskiremt kgpal ored
and pristiacdiric hisalth ond Fnproviesg salety v L bl ok gl k o
parformonos o et
Bullding
Capabllity o srrisedvieg ircviduel o wrnbedden o rreasivg « Ereridineg Cecess o [ T e
Commitment Fralth, saluty, o gt eaeed ereeareriicas are trarsgarent ol reoust eadur ship capabilly
weidlbaing eceurckalites Owpartemel rgrening utiisation Fraltby, safety ord oy rtgErErirg
{l' L Hor ol emplinpies Geross Fsalth ored safety o the Solaty el Baing infermatian, umrstering
] tha Dagartemant ruprramants in aupper s e training, irstructen, and ol apgphing oo
\;} 1 all pelizas ond rusturces avaikable daoamentalicn implumarting healte,
[P sty el wil Eviieg
Ir SLgperts and
PR P erveliale.

Risk
Hnnnwment = Gbrareyt ey sl e = proact ek = prometig and s Eravederg an OHE irrg kel ng rok
Cammitment il warrk few iduntilyiFg, ai rrarg ba ey Fnpraving tha Managirenl Syibeemn conbnals 1 sk
Asckiriirg, coetraling, hizards ars i g al Ut i Pl ke el irrgrered mantal
e Lew iy, and i ey wbrrerrate fif P, Fear adaptabho W e rik Faimaith arad wel g
harands ard e iabed Nl graskia PP, profike of Dapsarrsst caflEaimas o rachEs
riskes arisirg freemn ok | and hazards ond workpkase pryeFenacial harards
e ey in T merkakaes Fraustigoting i i werk placa
Loy el ey stare copropriale
contreli ina L prisrd
Lty frcirese LU g

The Department employees, visitors, volunteers and contractors ore required to toke recsonoble core for their own health, safety and
wellbeing aond others that moy be affected by their octions or omissions. These parties will cooperate with the Department in odhering to
heolth ond sofety reguirements including following the Department’'s policies, procedures ondfor instructions ond porticipoting in

consultation ond broining.

This Department’s OHS Management System sets out how this policy is to be implemented.
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Required conduct/behaviour

All volunteers are expected to abide by the workplaces code of conduct while on site.

This includes:

No smoking on school grounds or within four metres of an entrance to all Department
workplaces.

No alcohol or drugs are to be consumed on any Department premises. Any volunteer
under the influence will be dismissed.

No offensive language is permitted on any Department premises.

Noise must be kept to a minimum. If this is not practicable, then non-urgent work
should be scheduled outside of school hours, where possible.

Possessions, materials, and equipment should be secured and not left unattended.
Abide by the workplaces traffic management procedures.

Entrance to other areas of the Department workplace aside from the work area is
prohibited, unless otherwise agreed to.

Remove all litter and debris from the workplace.
Report any problems, hazards, or incidents to the principal or their delegate.
Dress appropriately and wear the correct personal protective equipment suitable.

No pets are permitted on Department premises.
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Access arrangements

Access

All volunteers must report to the general office or site contact and sign in upon arrival at the
workplace.

Traffic Management

Volunteers driving vehicles are to enter and exit the school grounds via the following
locations:

¢ Entry and exit via Nepean Hwy Service Road staff car park
e Entry and exit via gates on Morgan Street. Gate to be opened on request.

Vehicles entering school grounds must adhere to a strict speed restriction of 5-kilometres an
hour. If a vehicle has limited visibility or mobility, a spotter must be used when the vehicle is
in motion.

Contractors are not to operate vehicles on, or around, school grounds during designated
drop off/pick up times or during break times:

e Drop off: 8:00am — 9:30am

e Recess: 11:30am — 12:00pm
e Lunch: 1:50pm — 2:40pm

e Pick up: 2:30pm — 4:00pm
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Child Safety Induction Pack - Volunteers

Purpose

Thank you for your interest in volunteering at our school. The purpose of this induction pack
is to ensure Parkdale Primary School volunteers are familiar with our policies and
procedures relating to child safety and understand the important role they play in maintaining
and promoting the safety of our students.

Volunteers must read the suite of policies and procedures in the links below before
commencing any work where children are likely to be present.

Key messages

e Parkdale Primary School is committed to the safety and wellbeing of all children. We
want children attending our school to be safe, happy and respected.

e We are committed to creating inclusive environment where diversity is supported,
and students feel safe to bring their whole selves to school.

e Allegations and concerns relating to the safety and wellbeing of our school
community will be treated very seriously and consistently with our policies and
procedures.

e We are committed to preventing child abuse, identifying risks early and removing and
reducing these risks.

e Everyone has arole to ensure children are safe — if something does not feel right,
speak up. If you have any concerns about any inappropriate behaviours in the school
community, you should speak to the Principal or Assistant Principal. If this would not
be appropriate in the circumstances, you can contact the South Eastern Victoria
Regional Office of the Department of Education on 1300 338 691.

Induction materials — must read

This induction pack contains the following documents that all new volunteers must read and
familiarise themselves with. Please click on the hyperlinks to access each document. If you
would prefer a hard copy of this pack, please contact the team in the office who will happily
provide you with one.

e Volunteers Policy

e Child Safety and Wellbeing Policy

e Child Safety Responding and Reporting Obligations Policy and Procedures

e Child Safety Code of Conduct

e PROTECT: Four Critical Actions for Schools — Responding to incidents, disclosures
and suspicions of child abuse

e PROTECT: Identify child abuse

Contact

We value your feedback on ways we can continue to improve and strengthen our child
safety approach and encourage you to contact email with any comments or questions.
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https://www.parkdaleps.vic.edu.au/uploaded_files/media/volunteers_policy_nov_2024_expires_nov_2026.pdf
https://www.parkdaleps.vic.edu.au/uploaded_files/media/parkdale_primary_school_child_safety_policy_june__2024.pdf
https://www.parkdaleps.vic.edu.au/uploaded_files/media/1685323735child_safety_responding_and_reporting_obligations_policy_and_procedures_july_2022.pdf
https://www.parkdaleps.vic.edu.au/uploaded_files/media/child_safety_code_of_conduct_policy_june_2024_expires_june_2026.pdf
https://www.schools.vic.gov.au/report-child-abuse-schools
https://www.schools.vic.gov.au/report-child-abuse-schools
https://www.schools.vic.gov.au/identify-child-abuse

Site specific hazards

Asbestos

All schools are expected to have a Schools Asbestos Management Plan in the event of the
discovery of suspected asbestos containing material (ACM) or the accidental disturbance of
existing ACM.

If ACM has been identified in the school, the following process must be followed prior to the
commencement of works:

e Asbestos Register MUST be checked at the time of sign-in when the proposed work
involves drilling, scraping, sanding, sawing or any other destructive process.

e if work is to be carried out in the vicinity of Asbestos Containing Material, the
Asbestos Coordinator [Leanne Bradney, Principal, Ph: (03) 9580 1451] must be
consulted prior to the commencement of work.

e asbestos containing material may only be removed by a licensed removalist.

Hazardous Substances and Dangerous Goods

A copy of the Chemical Register and corresponding Material Safety Data Sheets (MSDS)
are kept at reception and should be referred to in an emergency. All MSDS sheets can also
be found on the Parkdale PS OHS Portal.

Animals/Wildlife

There is the potential to come into contact with domestic animals and wildlife while on this
site. Should this occur, you must:

e do not approach any domestic animals (e.g., dogs) or dangerous wildlife

e report the sighting of any domestic animals or dangerous wildlife to the principal or
their delegate

e do not reach into any holes or gaps in the buildings without first checking to see if it is
safe.
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Emergency Management

Emergency Procedures

On hearing the alarm:
¢ switch off all equipment
e proceed to the advised assembly area
e report to one of the wardens

e do not leave the assembly area until advised.

Leaving Site in an Emergency

All volunteers are required to proceed to the evacuation point and remain there until given
clearance to leave by the Incident Controller or principal or their delegate.

Evacuation Point

The evacuation point is located at the School Oval and sign posted. Our offsite evacuation
point is Gerry Green Reserve please refer to Evacuation Map for directions (Appendix A).

Warden/Incident Controller

Name: Leanne Bradney (Principal) — Ext: 103
Name: Tracy Richards (Assistant Principal) - Ext: 104

Name: Helen Bradnam (First Aid Co-ordinator) — Ext: 144
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Emergency contacts

School contacts

Principal Leanne Bradney Ext 103
Assistant Principal Jarrod Bainbridge Ext 108
Asbestos Coordinator Leanne Bradney Ext 103
Business Manager Helen Teasdale Ext 144
General Office Number Helen Teasdale (03) 9580 1451

Emergency contacts

Police: 000
Fire: 000
Ambulance: 000
Poisons: 13 11 26
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First Aid and Amenities

First Aid
In the event of an injury:

1. if the injury is not serious, report or escort the injured party to the administration office
for assistance

2. ifthe injury is serious ring 000, do not wait for first aid officer

3. stay with injured party. Send someone else to find the first aid officer or workplace
manager

4. if no one else is available, ring the school number and inform the office that someone
is injured at your location

5. if trained, apply first aid to the injured party

6. once incident is over, fill in an incident report at the office.

First Aid Officers — Completed Provide First Aid (HLTAIDO11)

Helen Bradnam Casey Blacklaw Tracy Richards Jarrod Bainbridge
Office Ext: 144 Class Ext: 118 Office Ext: 104 Office Ext: 108

Steph Strong Lauren Macafee Sam Opie Michelle Pieters
Office Ext: 136 Class Ext: 130 Office Ext: 129 Office Ext: 139
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Hazard and Incident Reporting

Any hazard or incident that poses a risk to the safety of a student, parent, visitor, volunteer
or employee must be reported.

¢ Call 000 immediately to report any incident threatening life or property. This number
will connect you to the following emergency services:

o police for crime, injury that may not be accidental, or assault
o ambulance for injury and medical assistance

o fire brigade for fires, gas leaks and incidents involving hazardous and
dangerous materials.

¢ Notify the administration office in person, or, if unable or unsafe to do so, notify
someone via the emergency contact list.

e Principal is to report the incident on eduSafe Plus.
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Appendix A: Emergency Evacuation Map
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Evacuation Diagram
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Evacuation Diagram
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Appendix 2 b — Evacuation Routes and Off-Site Assembly Areas

Off-site (Secondary Assembly)
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