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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

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

e have a current Working with Children Check, where applicable.
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

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

Seope: This Policy opplies to all employees, visitors, volunteers and contractors in Department of Education and
Training {DET) workploces and octivities, and instances when perfarming work offsite. The Department comrmits,
=0 for as reasanably practicable, te:

Management
Commitrment

Coansultation
Cammitrment

32

f""""\rg‘\

Drive
Continuous

Support and volue its people and recognise a legal and moral commitment to building a positive workplace culture,
suring healthy ond safe waorking and learming erdronments by

preniding ord inegratineg
& riskt crvd e b,
Decispatinal Health

and Salety (OHS)
Horagemant System that
g with b lertiven
requiramants and tha
Dapartrant s shralegie
dirsction ond apanabens

e iy and "
Fnaintaining
reiusive
warkplaces thet
Fnitigeate rsks

s plysacal and
payehakegizal
Fraalth ofd salety

play o eetive el in
AnaifbaFfing Fisaby
and sofe werkphecas

arnbadcieeg and
prernaling a culbun af
ahared redponah s,
wlliFvgnasd, and

addrasaing health,
sty and wallsbng
risks

provading and
apgling o robust
injury rEanagerrEeL
Trareswerk o
Tedter and buld a
strang oulure of
warky inbereerlion,

Consult, collaborate, and communicote with employees including heolth and safety representotives on:

il yireg Fazords,
cirsirg ks, ore
froking ducisians ool
e Friiu ri L Sanleel
risk 1 hrealth ord salety
ard propeed S @
Lw wisrk ghaci et oy
affact the haalih, solaty,
ard walkaing of prons

haalth, sclety, =
ared vl Baing
i i olutin

proviscs of Resalth,
sctaty and walkEwieg
nlermatian,
i i i, L,
ard wperisen

Support continual health, safety and wellbeing improvement by

= i impsarieree of giviery = Mesibla werk

aimployis O reasanakde
L e i 1 s
Lsir wirars ol ComSarns
ard thot thecia or

Lok kS Socoust whan
il Py chic il ohd thet
sy alfect thwier Fraahls,
sty and wal e ing

Errarsgrants and
Tarmily friandly wark
e tlid 10 supsarl
ol mdirkain an

i b, o e,
rispsretlul od b,
wirklorsi

v wrgrenang B suitebiity s amtablnking ord monilceing = wbing doba s peovida s aloeating adeuale

HSW

Improvement

Commitrment

and alfectwnes of tha
AHE Mg arset Syt
thrsugh regular maniteeing

progricis lesards
ey ra bla el e orel
Liwirts iurrwind 00 i ey

1 evidunce - bired
maproach for satting the
Crapsarirse s stralagic

rasEane s & afeianthy
Filiggrabi o Fhai n
OHE Mg rse Syl Lo

and riviie of poksian weirr k-raletod injury oo dl chraelen e mdeili B rg eorrgly wilh rokieard kgpal orel
and proceduris hasalth o Fnpraversy walaty rramasurabila ol gl k i
parfermorniss e L pets
Bullding
Cﬂpﬂbmtf = arEredchineg iy iducl = arnbadceg = ICrEIEG = preniding Gocaks 1 = EbrEreglFerireg
Commitrment Frnalith, saluty, ored Iagralonive ol P P v e Rransgarent o rebusl haderibip capabity
il B vy U obalites Degraririvant rgnering ubiisaticn Frnalth, safety and by i ng
- Hor all employees Gerais Frisalh o salety o th sty wellbwing infermatian, urdrslornding
l:r 1 the Degsartrnant TRl in AU e nraining, irstructsn, and al apghying and
all policas and Gt E available el 11 implamanting health,
e stuty and welEaing
IF sugperta and
U r vkl

Rizk @oe injuries ond i
Management o Gl SRl ¢ ProacChaky « prometing and « provakeg ai OHI i kA risk
Commitment al wark far idurtityie, airerg L keeflify  Piprawrg Cha P gurimrL & yabern GieLnali T G
asirsirg, corftraling, hizands ard rapsarting al Lot i M b el i mantal
i Lerirg, Gidl iy abiearta i1 P, Fratir ackapiabli ot rak Fainslth dird wel Evia vy
harrards ard masssiabed sk greriiekiu, - prarfibe iof Dupsartesen Gl ored rushci
i dxrierng fraen Tesk. ! i e i) ke, ard beazards e e — Erisnc Frerisse pal boazaarda
izt b et i Lt it o misrkgibasi Fraastigisting i v werk placi
Ly eenphirtaneeg wlniare o s,
saitrili ina Lis rranr
Lty e e

The Department employees, visitors, volunteers and contractors ore required to toke recsonable core for their own health, safety and
wellbeing and cthers that may be affected by their octions or omissions. These parties will cooperote with the Department in odhering to
heolth ond sofety requirements including following the Departrment's policies, procedures ondjor instructions ond porticipoting in
consultation and broining.

The Department's OHS Maonagement System sets out how this policy s to be implemented.
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Volunteer Occupational Health and Safety

(OHS) Induction Handbook

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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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

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 North Staff Carpark

e Southern Staff Carpark
Designated pedestrian crossings are:

e Front of school on Larcombe St

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: 8:30am - 9:15am
e Recess: 11am - 11:30am
e Lunch: 1:30pm - 2:30pm
e Pick up: 3:30pm - 4:00pm
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

OHS Induction

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

The volunteer OHS induction is valid for 12 months.

vt}ﬁlh

Volunteer OHS Induction Checklist

The Volunzeer OHS Inducton Handbook can be used 1o assistin conducting an OHS

imduczion.
‘Workplace
Brief deacription of works
Gensral OH S Induction — The principal o their delegas o Eneiine Bt vollinbaens
hawe been pravided with the following infarmation andlor instructions.
Department Health and Safety and Wellbeing (HEW) Policy O ves
Required candwctbehaviowr O Yes
Secunty access aranpemeants § Traffic Management Plan OYes
Introduction 1o First Aid Officen(s) and locagan of First Aid Room/Kits O Yes
Lezation of emenrgency svacuation plans for yaur anes OYes
Location of Emergency Exits OYes
Introdwction 1o warkplacs Wardens § Incident Candrallar O Yes
Location of amenities O¥Yes
Lecation of Chemical Register and associated Safety Data Sheets OYes
Infarmation on hazard and ncident reparing prooess O s
Current Schaol Asbesios Management Plan and Division 5 Audit Repart O¥es C1HA
Introduction 1o school Ashesios Coordinatar Oves CINA
Plart and aquipment Sads Work Pracedures and personal proteclive equipment Oyes OHN&
(Wote: &l electicay powered pant and equinment ane to be fested and dagged grar e wse)
An averview af taskis) and nelevant hacards and risks controls are communicated 1o Oves CONA
waluriteer workers as detaled in the Risk Assessment
Slgnatures
Principal or dedagate
1 certilyr fhaf fie defow menfioned volomissr worrers fave compleied an OHS induction.
e Sigratuna:

Diale

Lust UpSwied: 30 Worembar 2027
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Volunteer Occupational Health and Safety

(OHS) Induction Handbook

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:

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.

if work is to be carried out in the vicinity of Asbestos Containing Material, the
Asbestos Coordinator Cathy McHenry 0421 426 477 must be consulted prior to the
commencement of work.

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 principal or their
delegate 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:

the provision of Safety Data Sheets (SDS)
correct labelling of containers
correct storing and handling of containers
correct disposal of any waste

provision of personal protective equipment (PPE).

Animals/Wildlife

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

Volunteer OHS Induction Handbook

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

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

do not reach into any holes or gaps in the buildings without first checking to see if it is
safe.
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

Emergency Management

Workplace Codes
In the event that a code is called, please obey the following instructions:
e Code Continuous Ringing of Sirens: Emergency, proceed to evacuation point.

e Code Short Blasts of Siren: Lockdown, follow instructions.

Emergency Procedures

On hearing the alarm:

switch off all equipment

proceed to the advised assembly area

report to one of the wardens

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 Bellaire PS Oval refer to Evacuation Map (Appendix A).
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

Emergency Contacts

School contacts

Principal Suzanne Prendergast Office EXT 300
Assistant Principal Ben Raidme Office EXT 301

Abbey Loney Office EXT 302
Asbestos Coordinator Suzanne Prendergast Office EXT 300
Business Manager Cathy McHenry Office EXT 203
First Aid Officer Kylie Stacey Office EXT 201
Facilities Coordinator =~ Cathy McHenry Office EXT 301

School after hours contacts

Principal: Suzanne Prendergast 0400 288 768

Business Manager: Cathay McHenry 0421 426 477

Emergency contacts

Police: 000
Fire: 000
Ambulance: 000
Poisons: 13 11 26
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

First Aid and Amenities

First Aid

In the event of an injury:
if the injury is not serious, report or escort the injured party to the administration office

1.
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.

Amenities
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Volunteer Occupational Health and Safety
(OHS) Induction Handbook

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 Principal is to report the incident on eduSafe Plus.
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Appendix A: Emergency Evacuation Map

Bellaire Primary Evacuation Diagram

L
\ Onsite m_...mn:m_zo:/

Assembly Points

Onsite:

Bellaire PS Oval _a_

Offsite:

McDonald Reserve e

IN CASE OF EMERGENCY

R REMOVE people from
immediate danger

A ALERT others, call

~ emergency services 000

C CONTAIN or isolate the
threat if safe to do so

E EVACUATE to the
designated evacuation

\ Legend //
g ] o W e

coz Water ﬂ Dry Pawdler
Extinguisher B Extinguisher B Extinguisher

Fire @ -
H
[ @ .
E Externalf _M_ Fire Main
Defibrillatar Water

____________

m_r_____m ._.”_._.mw_“_m.”h” =1~} ””n #id

.......... m

/ assembly location K :

[t
.........._....._.__._lm__h
i /8
A |
|,|.|.|.|,||

___. . 1t

___ ﬁﬂ__

| By

ﬂ. o |“||.m|_|....

Iy ﬁu

.:..___...‘__... 4
e

iy

uuuuuuuuuuuuuuuu

Page | 11

Volunteer OHS Induction Handbook
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Appendix B: Incident Management Team

1‘;\ I"|i_.“-‘:‘ /l
BELLAIRE

PRIMARY SCHOOL

Incident Management Team - 2023

The purpose of our Incident Management Team (IMT) is to direct and control the way Bellaire PS will respond to an emergency. The Chief

Warden will take charge during an emergency and delegate the other IMT responsibilities.

Incident Management Team

Chief Warden ®  Suzanne Prendergast (Principal)
Operations Officer ®  Suzanne Prendergast (Principal)
Logistics Officer e (Cathy McHenry (Business Manager)
Planning Officer * Ben Raidme (Assistant Principal)
Communications Manager * Lee Langston (Office Administration)

Alternate Incident Management Team — in absence of Principal

Chief Warden * Ben Raidme (Assistant Principal)

Operations Officer Ben Raidme (Assistant Principal)

Logistics Officer Cathy McHenry (Business Manager)

Planning Officer Abbey Loney (Assistant Principal)

Communications Manger * Lee Langston (Office Administration)
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