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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 Osbornes Flat 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 Osbornes Flat 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 a role to ensure children are safe — if something doesn’t feel right, speak up. If
you have any concerns about any inappropriate behaviours in the school community, you
should speak to the Principal or Business Manager. If this would not be appropriate in the
circumstances, you can contact the Regional Office of the Department of Education and
Training 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.

Osbornes Flat Primary School Volunteers Policy

Osbornes Flat Primary School Child Safety and Wellbeing Policy

Osbornes Flat Primary School Child Safety Responding and Reporting Obligations Policy and

Procedures

Osbornes Flat Primary School Child Safety Code of Conduct

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 the following staff below with any comments or questions:

e Kade Livermore (Principal) - Kade.Livermore@education.vic.gov.au
e Bec Davis (Business Manager) - Bec.Davis@education.vic.gov.au
e School Email: osbornes.flat.ps@education.vic.gov.au

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Road, Osbornes Flat VIC 3691


https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/report.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/report.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx
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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:

report to the general office or designated site contact upon arrival at site
complete an OHS induction using the Volunteer OHS Induction Checklist

sign in/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.

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:

02 6027 1415

osbornesflatps.vic.edu.au

osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691


http://www.education.vic.gov.au/hrweb/safetyhw/Pages/hswpolicy.aspx
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Human Resources

Health, Safety and Wellbeing Policy

Scope: This Policy applies to all employess, students, visitors, volunteer workers and confractars in Department of Education
and Training (DET) workplaces and activities, and instances when performing work offsite.

Commitment and Principles: DET values and suppaerts its people and is legally and merally committed to ensuring healthy
and safe working and lzarning environments. DET recognises thatemployze health, safety and wellbeing (HSW) is integral to
achieving excellent educational and work performance gutcomes and commits, so far as reasonably practicable to:

Prevent workplace injuries and

illnesses:
by identifying, assessing,
contrelling, monitaring and
reviewing hazards and
associated risks under the
control of, or 35 3 result of
undertakings conducted by
DET
by promoting the reporting of
incidents and hazards and
investigating where
appropriate, to prevent re-
OCCUrrence

» by providing and maintaining
workplaces that are safe and
healthy without risks to mental
health.

Enhance workplace culture:
by actvely demaonstrating and
pramoting a positive, inclusive
and suppaortive working
environment
promoting an HEYW reporting
and lzaming culture
by recognising the importance
of flexible wark arrangements
and family fnendly work
practices in maintaining a
diwerse, adaptive and high
perfarming workforce.

Consult, collaborate and
communicate with employees
including health and safety
representatives and other
groups within DET:

on identified hazards and
propased decisions and changes
that may affect the health and
safety of persons, including: job
rale, systems of work, plant and
substances and workplace
facilities

on issue resolution processes

on provision of information,
instruction, supervision and
training

by providing employees with a
reasonable opportunity to express
their views and concerns and
taking account views expressed
during consultation.

Allocate adequate resources:
by providing an Occupational
Health and Safety
Management System that is
sustainable and consistent
with the risk profile of DET
operations
by promoting sccess to
support services, information
and training
by providing and maintaining
physically safe and healthy
workplaces.

Provide transparent and robust
information, training, instruction
and documentation:
on individual health and safety
accountabilities for all
employees across DET
on legislative and DET HEW
requiremenis.

Drive continuous HESW improvement:

by using evidenced bazed dats to
inform DET strategic direction and
measureable objectives

by monitaring and reporting on
HSW performance outcomes

by strengthening leadership
capability

by maintaining, menitaring and
rewiewing the OHS Management
System

DET employees, visitors, students, volunteer workers and contractors are required to take reasonable care far their own
and others’ health and safety and will co-operate with DET in adhering to health and safety requirements including following
DET policies. procedures or instructions and participating in consultation and training.

DET's OHS Management System ssis out how this policy is to be implemented.

JCald N

Katy Hair=
Acting Secretary
ol P

osbornes.flat.ps@education.vic.gov.au

ar-es

osbornesflatps.vic.edu.au

Last Lipdatsd: June 2018

354 Osbornes Flat Read, Osbornes Flat VIC 3691
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Required conduct/behaviour

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

This includes:

02 6027 1415

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 Workplace Manager or relevant delegate.
Dress appropriately and wear the correct personal protective equipment suitable.

No pets are permitted on Department premises.

osbornesflatps.vic.edu.au

osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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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
or designated point where not on Department premises. This requirement is indicated on signage
located at all entrances to the school, see below:

ATTENTION

ALL PERSONS MUST

complete an induction BEFORE undertaking
any works or disturbing materials on this
school site

Traffic Management

Volunteers driving vehicles are to enter and exit the school grounds via the following locations:
e One-way access onto school grounds via Osbornes Flat Road
e One-way exit off school grounds via Osbornes Flat Road
e Access can be granted onto school grounds via two available access gates (front and rear) —
access only granted if a spotter is available to escort the vehicle on site and/or utilise an
Osbornes Flat Primary School employee

Designated pedestrian crossings are:
e Un-manned pedestrian crossing located at the front of the school — signage and line markings
are available — CAUTION for pedestrians at all times
Vehicles entering school grounds must adhere to all traffic signage. Where there is no signage,

vehicles are to move at walking pace at all times. If a vehicle has limited visibility or mobility, a spotter
should be used when the vehicle is in motion.

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

e Drop off: 8:15am to 8:50am
e Recess: 11:00am to 11:30am
e Lunch: 1:30pm to 2:10pm

e Pick up: 3pm to 3:20pm

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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OHS Induction

Upon arrival at the site, you will be required to complete an OHS Induction covering the site-specific

risks.

02 6027 1415

The volunteer OHS induction is valid for 12 months.

Volunteer OHS Induction Checklist

The Volunteer OHS Induction Handbook can be used fo assist in conducting an OHS

induction.
Workplace
Brief description of works
General OHS Induction — The Workplace Manager is to ensure that volurteers hawe
been provided with the following mformation andior mstrucfions.
Department Health and Safety and Wellbeing (HZW) Policy
Reguired conductbehaviour O%es
Security sccess amangaments [ Traffic Management Plan O'Yes
Introduction to First Akd Cfficer(s) and lacation of First Aid Room/Kits OYes
Location of emergency evacuation plans for your area OYes
Location of Emergency Exitz OYes
Introduction o workplsce Wardens [ Incident Condroller OYes
Locstion of amenities O%Yes
Locstion of Chemical Repister and aszocisted Safety Data Shests O%Yes
Infarmation on hazard and incident reporting process O%es
Currant School Asbestos Management Plan and Civision 5 Audit Report O%es
Flant and equipment Safe Work Procedures & personal profective equipment O'Yes
{hiote: all elasmicaly pawersd pisnt snd eguipment are fo e dested and iSgged priar to use)
An overview of task{s) and relevant hazards and risks confrols are communicated o OYes
woluntesr workers as detailed in the Risk Asseszment
Signatures
Workplace Manager
I ceriify that ihe below meniionad woluntesr workers have compieted an OHS noucian.
Mame: Signature:
Diate:

Voluntesrs
I have been provived Wit 3nd mrerstam {7 nlcatan shove) amd Wil Gomply with abl safedy sincions.
Mame: Signature:

Diate:

Last Lipdaded: 15 July 2070

osbornesflatps.vic.edu.au

osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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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 Bec Davis (02) 6027 1415 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

If transporting hazardous substances or dangerous goods onto site, the Workplace Manager/
Management OHS Nominee must be informed. You must complete a Safe Work Method Statement or
equivalent to outline the controls methods you will use to ensure that the risks of the hazardous
substances and/or dangerous goods are managed.

Such controls may include, but are not limited to:
e the provision of Material/Safety Data Sheets (MSDS/SDS)
e correct labelling of containers
e correct storing and handling of containers
e correct disposal of any waste
e provision of Personal Protective Equipment.

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 Workplace Manager,
the Management OHS Nominee.

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

Emergency Management
Emergency Procedures

On hearing the alarm:

e switch off all equipment

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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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 Workplace Manager.

Evacuation Point

The evacuation point is located at School Oval; refer to Evacuation Map (Appendix A).

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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Emergency contacts

School contacts

Workplace Manager / Kade Livermore (02) 6027 1415
Asbestos Coordinator

Business Manager Bec Davis (02) 6027 1415
General Office Number (02) 6027 1415

School after hours contacts
Workplace Manager: 0418184678
Business Manager: 0437969447

Emergency contacts

Police: 000
Fire: 000
Ambulance: 000
Poisons: 1311 26

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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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. if the 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.

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.

e 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
o0 ambulance for injury and medical assistance

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

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

e Workplace Manager is to report the incident on eduSafe.

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691
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Appendix A

Osbornes Flat

PRIMARY SCHOOL

354 Osbornes Flat Road
Osbornes Flat, VIC, 3691
02 6027 1415
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1. 5chool Oval

Secondary

Assembly Area:
2. Osbornes Flat Hall

IN AN
EMERGENCY DIAL
000

x REMOVE people from
immediate danger

A ALERT others, call
emergency services
000

C CONTAIN or isolate
the threat if safe to do
30

E evacuATE to the

designated evacuation
assembly location

Legend

Evacuation Diagram

Date Issued: 22/05/2024
Admin Buildi

OSBORMES FLAT ROAD

Assembly Area - School Oval

‘

Secondary Assembly Area
Osbornes Flat Hall, 315 Osbornes Flat Road

ARTS
GAZEBD

osbornesflatps.vic.edu.au

354 Osbornes Flat Read, Osbornes Flat VIC 3691

Secondary
Assembly Area
©sbornes Flat Hall,
315 Osbormes Flat

Road,
Osbarnes Flat, VI,
3681

bl K

Designated Evacuation Pprimary Assembly
Exit Path Point

2 ® = § 1

Secondary Alternative Shelter-In- Powder Water

Assembly Point _Evacuation Path Place  First Aid Kit Extinguisher Extinguisher _Fire Blanket

Solar Isolation

® = @

Switchboard  Mmanual call Point

Point

EVACUATION DIAGRAM TMPLATE | Reviewed August 2022

osbornes.flat.ps@education.vic.gov.au

)
&
s
M~
o
o
(]
o
o




‘i\‘.y‘,:!' OSborneS FIQt Fostering creativity in a

g PRIMARY SCHOOL calm, nurturing environment

osbornesflatps.vic.edu.au

02 6027 1415 osbornes.flat.ps@education.vic.gov.au 354 Osbornes Flat Read, Osbornes Flat VIC 3691



	 
	Child Safety Induction Pack - Volunteers 
	Purpose 
	Key messages 
	Induction materials – must read 
	Contact 
	Table of Contents 
	Introduction 
	Required conduct/behaviour 
	Access arrangements  
	Access 
	 
	Traffic Management 
	OHS Induction 
	Site specific hazards 
	Asbestos 
	Hazardous Substances and Dangerous Goods 
	Animals/Wildlife 
	 
	Emergency Management 
	Emergency Procedures 
	Leaving Site in an Emergency 
	Evacuation Point 
	First Aid and Amenities 
	First Aid 
	Hazard and Incident Reporting 
	Appendix A 
	Emergency Evacuation Map 

