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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.

Volunteer OHS Induction Handbook

Page | 1

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:
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Foster Primary School is committed to the safety and wellbeing of children and young people. Our school
community recognises the importance of, and a responsibility for, ensuring our school is a safe, supportive
and enriching environment which respects and fosters the dignity and self-esteem of children and young
people, and enables them to thrive in their learning and development.
This Code of Conduct aims to protect children and reduce any opportunities for child abuse or harm to
occur. It also assists in understanding how to avoid or better manage risky behaviours and situations. It is
intended to complement child protection legislation, Department policy, school policies and procedures
and professional standards, codes or ethics as these apply to staff and other personnel.
The Principal and school leaders of Foster Primary School will support the implementation and monitoring
of the Code of Conduct, and will plan, implement and monitor arrangements to provide inclusive, safe and
orderly schools and other learning environments. The Principal and school leaders of Foster Primary
School will also provide information and support to enable the Code of Conduct to operate effectively.
All staff, contractors, volunteers, school councillors and any other member of the school community
involved in child related work are required to comply with the Code of Conduct by observing expectations
for appropriate behaviour below. The Code of Conduct applies in all school situations, including school
camps and in the use of digital technology and social media.
Acceptable Behaviours
As staff, volunteers, contractors, school councillors and any other member of the school community
involved in child related work individually, we are responsible for supporting and promoting the safety of
children by:
● upholding the school’s statement of commitment to child safety at all times and adhering to the
school’s Child Safe policy.
● treating students and families in the school community with respect both within the school
environment and outside the school environment as part of normal social and community
activities.
● listening and responding to the views and concerns of students, particularly if they are telling you
that they or another child has been abused or that they are worried about their safety/the safety
of another child.
● promoting the cultural safety, participation and empowerment of Aboriginal and Torres Strait
Islander students.
● promoting the cultural safety, participation and empowerment of students with culturally and/or
linguistically diverse backgrounds.
● promoting the safety, participation and empowerment of students with a disability.
● Promoting the safety, participation and empowerment of vulnerable students.
● reporting any allegations of child abuse or other child safety concerns to the school’s leadership or
Child Safety Officer.
● understanding and complying with all reporting or disclosure obligations (including mandatory
reporting) as they relate to protecting children from harm or abuse.
● if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and
protected from harm.
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Unacceptable Behaviours
As staff, volunteers, contractors, school councillors and any other member of the school community
involved in child related work we must not:
● ignore or disregard any concerns, suspicions or disclosures of child abuse.
● develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’
behaviour (for example, offering gifts).
● exhibit behaviours or engage in activities with students which may be interpreted as abusive and
not justified by the educational, therapeutic, or service delivery context.
● ignore behaviours by other adults towards students when they appear to be overly familiar or
inappropriate.
● discuss content of an intimate nature or use sexual innuendo with students, except where it occurs
relevantly in the context of parental guidance, delivering the education curriculum or a therapeutic
setting.
● treat a child unfavourably because of their disability, age, gender, race, culture, vulnerability,
sexuality or ethnicity.
● communicate directly with a student through personal or private contact channels (including by
social media, email, instant messaging, texting etc) except where that communication is reasonable
in all the circumstances, related to school work or extra-curricular activities or where there is a
safety concern or other urgent matter.
● photograph or video a child in a school environment except in accordance with school policy or
where required for duty of care purposes*.
● in the school environment or at other school events where students are present, consume alcohol
contrary to school policy** or take illicit drugs under any circumstances.
If you believe a child to be at risk, please contact the Principal or DHHS. If you feel a child is at immediate
risk of abuse phone 000.
Evaluation:
This policy will be reviewed annually or in the event of an incident.
*SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/photoandfilm.aspx.
**SPAG: http://www.education.vic.gov.au/school/principals/spag/safety/pages/alcohol.aspx.
For further information and training on Child Safety and Mandatory Reporting
Elearning module from Department of Education and Training for Mandatory Reporting
http://www.elearn.com.au/det/earlychildhood/
I agree to adhere to this Code of Conduct:
Name:

……………………………….............

Signature: ………………………………………..
Date:

…………………

TO BE SIGNED AND RETURNED
TO SCHOOL

Ratified by School Council February 2019.
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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 Workplace Manager or relevant
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 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
School/Workplace:

Foster Primary School

Workplace Manager/Management OHS Nominee:

Scott Moorhouse

Health and Safety Representative:

Kylie Mitchell

Person completing TMP:

Kylie Mitchell

Date of Plan:

November 2021

Date of Plan Review:

November 2022

Pick up and drop off points for students (e.g. private vehicles, buses etc):
The following safety features are in place to ensure that the picking up or dropping off of
students is undertaken in a safe manner:
▪

▪

Entry and exit to the school/workplace is located at
- Pioneer Street (x4 vehicle entry/exit points)
- Pedestrian entry by footpath in Pioneer Street and from Reserve connecting to
Station Road
Entry and exit signage to the school/workplace is located at:
- There is no regular vehicle access to site - gates are closed between 9:30am and
3:20pm
- Entry and exit signage for staff & visitor parking is painted on asphalt in parking
area.
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▪

Designated pick up and drop off areas for students are located at:
- Pick up and drop offs occur on Pioneer Street adjacent to the onsite car park, or in
the bus parking zone if no buses are present.
▪ Pick up and drop off areas for students are clearly marked by:
- There is currently no signage marking the pick-up and drop off areas
▪ Designated pedestrian crossings are:
- There are no designated pedestrian crossings adjacent to the school.
- There is a designated pedestrian crossing used to cross Station Road, between the
Bowls Club and Football Oval.
▪ Traffic/crossing controllers utilise the following safety aids and personal protective
equipment (PPE):
- Crossing supervisor, flags, high-vis clothing, lollipop signage, whistle
▪ Pedestrian walkways are physically protected from designated roadways by:
- Within the school they are protected by barriers and/or landscaping to car parking
area
- Pedestrian walkways are not currently physically protected from designated
roadways
▪ Pedestrian walkways are clearly marked/indicated by:
- A concrete footpath aligns the East side of Pioneer Street
▪ Speed restriction signage is clearly displayed in the workplace at the following locations:
- There are currently no signs restricting speed in the workplace as there is no
vehicular access to the site without prior permission
- Pioneer Road is 40kms/hour adjacent to the school
▪ Speed controlling devices are in place to restrict vehicle speed on site:
- There are currently no speed controlling devices in place to restrict vehicle speed
on site
▪ Other considerations or risk controls that need to be documented?
Courier and/or delivery drop off points
The following safety features are in place to ensure that deliveries of various items to the
workplace is undertaken in a safe manner:
▪

▪
▪

▪
▪

Designated courier and/or delivery drop off points are located at:
- Parking in the Bus Drop Off Zone
- Access via pedestrian walkways to office or via prior arrangement
Courier and/or delivery drop off points are clearly marked by:
- Lay by
Worksite speed limits are set at (5 km/hr) with clearly displayed signage located at:
- There is currently no speed limited signage within the school
- A member of staff will walk the vehicle onsite
Speed controlling devices are in place to restrict vehicle speed on site:
- There are currently no speed controlling devices are in place within the workplace.
Other considerations that may need to be documented?
- Post person delivers postage using internal road by prior approval
- Road ways are one way only, except Maintenance/Staff routes as per the Site Map
below (this is not currently signed)
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Safe passage of vehicles in Foster Primary School (large vehicles, buses, 4WD, mobile plant etc)
The following safety arrangements and features are in place when large vehicles or mobile plant such as
tractors, fork lifts or ride on mowers are required to move around the worksite:
▪

▪

▪
▪
▪
▪

Vehicles are not allowed to move around the Foster Primary School unassisted between 8:15am and
4:00pm and during special events such as fetes and sporting events:
- Gates are closed between these hours, access by prior approval only
Prior to entering Foster Primary School, drivers of large vehicles must report to the Workplace Manager
or Admin support staff to arrange for a member of staff to act as a “spotter” to supervise vehicle
movements whilst on site
Fork lifts are only to be used in clearly marked areas as designated on the site map; and
Worksite speed limits are set at 5 km/hr and relayed to the driver by a staff member
Witches hats should be used to cordon off areas of constant use such as contractor work
Other considerations or risk controls that may need to be documented?
- Road ways are one way only, except Maintenance/Staff routes as per the Site Map below (this is
not currently signed)

Parking arrangements
The following safety arrangements and features are in place to minimise the risks associated
with vehicle parking:
▪

There are 24 car parks available for employees and visitors and 1 car park available for
people with disabilities. Additional car parking is available as parallel parking
▪ Car parking areas are clearly designated with marked parking bays and signage displayed in
the following areas:
- Parking bays are marked out on ground
▪ Signage identifying the whereabouts of the Office/Reception is clearly visible from the car
park and is located at:
- On the wall of the Hub/Library Building and between the Science and Admin
buildings.
- On the front lawn a clear sign directing visitors to the office
- Consideration to pedestrian entry gate and further parking area signage directing
people to office
▪ Other considerations or risk controls that may need to be documented?
- Pathways lead from the car park to the main buildings
- Pedestrian from vehicles parked in Pioneer Street enter via vehicle pedestrian
gates in Pioneer Street, bus duty staff member supervises this
Special Events (e.g. Fetes, Sporting Events etc)
Traffic control requirements for special events may vary. Specific control measures will need to
be determined through a risk assessment process taking into consideration learning’s from
previous special events.
The following broad safety arrangements and features are in place to minimise the risks
associated with special events in conjunction with previously documented control measures:
▪

Appropriate numbers of traffic controllers will be in place for all special events to
restrict/direct traffic to and from the workplace;
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▪

▪

Additional car parking areas are clearly designated with marked parking bays and signage
displayed in the following areas:
- Unmarked parallel parking along Pioneer Street is available for overflow car parking
- Further overflow parking available in Station Road and enter via reserve
Other considerations or risk controls that need to be documented:
-

WORKPLACE LAYOUT – Foster Primary School

N

Bus
Shelter

Map Created 15 October 2013

Vehicle Routes for parking on site

Bus Drop Off Zone

Pedestrian Entry Points

Staff and Visitor Parking

Maintenance/Staff Only Routes on Site
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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:
•

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 Scott Moorhouse must be consulted prior to the
commencement of work.

•

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

The mastic
between the
brick work
contains
asbestos

The mastic
around the glass
may contain
asbestos
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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:
•

the provision of Material/Safety Data Sheets (MSDS/SDS)

•

correct labelling of containers

•

correct storing and handling of containers

•

correct disposal of any waste

•

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:
•

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

•

report the sighting of any domestic animals or dangerous wildlife to the Workplace
Manager, the Management OHS Nominee.

•

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
Workplace Codes
In the event that a code is called, please obey the instructions given at the time.
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 contractors 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 points refer to Evacuation Map (Appendix A).

Emergency contacts
School contacts
Workplace Manager

Scott Moorhouse

56822370

Assistant Principal

Sue Duggan

56822370

Asbestos Co-ordinator

Kylie Mitchell

56822370

Business Manager

Jenny Voros

56822370

Office Manager

Jenny Voros

56822370

General Office Number

56822370

School after hours contacts
Workplace Manager:

Scott Moorhouse 0487 001 374

Business Manager:

Jenny Voros 0428 822 755

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. 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.
Amenities
•

Toilets and amenities

•

Lunch room

•

Parking – welcome to use the staff car park, otherwise heed the parking
restrictions along Pioneer Street
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First Aid Officers – Completed Provide First Aid (HLTAID003)
Stephanie Boudoutsis
Integration Officer – all
areas

Nat Oudyn
Garden Specialist

Craig Couper
PE Teacher

Marion Paulet
Teacher Room 7

Tim Davis
Teacher Room 11

Jane Power
Teacher Room 6

Laara Eames
Integration Aide – all
areas

Carolyn Tonkin
Integration Aide – all areas

Katie Jones
Teacher Room 12

Jenny Voros
Business Manager – office

Kristie Moore
Teacher Room 3

Jenny Young
Teacher Room 2

Kylie Mitchell
Administration - office

Jo Moloney
Wellbeing office

Fiona Moldrich
Teacher Room 15
Scott Moorhouse
Principal Office
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Warden/Incident Controllers
Name:

Chantelle Wanklyn Work location:

Junior Area – Room 10

Name:

Jenny Young Work location:

Middle School – Room 2

Name:

Marion Paulet Work location:

Senior School – Room 7

Nearest Medical Centre
Telephone:
Address:

5682 2600
Station Road FOSTER 3960

Nearest Hospital
Telephone:5683 9777
Address: Station Road FOSTER 3960

Emergency and Security Services Unit
Available 24 hours a day, 7 days a week on 03 9589 6266

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.

•

Workplace Manager is to report the incident on eduSafe.
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APPENDIX A

Emergency Evacuation Map
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