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20/12/2023 

 

Dear Contractor, 

The Department of Education and Training (the Department) has implemented an OHS 

Management System (OHSMS) in that requires all contractors engaged to provide 

maintenance, repair work, or services in [workplace] be approved prior to the 

commencement of any works. 

Please read the attached Contractor OHS Induction Handbook and familiarise yourself with 

its contents. Upon arrival to the site, please report to the general office to sign in and be 

issued with a visitor’s pass that is to be always worn whilst on Department premises. You will 

also be required to undergo a site specific OHS induction. 

The following information is to be provided:  

• copy of current public liability insurance certificate (Note: $10 million minimum cover 

required) 

• copy of current workers compensation insurance certificate (if company)1. 

• copy of trade licenses and bring original for sighting 

• current Working with Children Check (where applicable) 

• copy of Safe Work Method Statement /Job Safety Analysis for the high-risk tasks to be 

undertaken or as mandated by the Department. 

• Please follow the link to our online induction information here. 

This information is to be returned to us prior to commencing works.  

Note: If you are assessed as non-compliant you will be advised to submit further evidence. 

If you any questions, please do not hesitate to contact Scott Moorhouse or Alison Hodgson 

on 56822370 email foster.ps@education.vic.gov.au. 

Yours Sincerely, 

Scott Moorhouse 

Principal 

  

 
1 If the contractor is a sole trader they will not have Workers Compensation Insurance, but may have income protection. Ensure 

that details are supplied to Foster Primary School. 

https://fosterps.vic.edu.au/wp-content/uploads/2022/06/2022-June-contractor-handbook.pdf
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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 engaged contractors and sub-contractors to: 

• report to the general office upon arrival at site 

• complete an OHS induction using the Contractor OHS Induction Checklist 

• sign in/out and ensure their visitors pass is always worn whilst on Department 

premises. 

• provide the following information: 

o licence numbers and/or qualification details 

o Public Liability Insurance Certificate of Currency (minimum $10 million sum 

insured) 

o Workers Compensation Insurance Certificate of Currency (if not a sole trader) 

o current COVID-19 vaccination information 

o Safe Work Method Statement (SWMS) or Job Safety Analysis (where 

applicable, see page 10). 

• complete a Confined Space Entry Permit in consultation with the principal and/or 

their delegate for confined space entry. 
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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 
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Child Safe Code of Conduct 

Purpose 
Our Child Safety Code of Conduct sets out the expected behaviour of adults with children and young 

people in our school.  

All Foster Primary School staff, volunteers, contractors, service providers, school council members 

and any other adult involved in child-connected work must follow the Child Safety Code of Conduct.  

The Child Safety Code of Conduct applies to all physical and online environments used by students. It 

also applies during or outside of school hours and in other locations provided by the school for 

student use (for example, a school camp). 

ACCEPTABLE BEHAVIOURS 

At Foster Primary School, staff, volunteers, contractors, and any other member of our school 

community involved in child-connected work, we are responsible for supporting and promoting the 

safety of children by: 

• Upholding our Foster Primary School commitment to child safety and always adhering to our 
Child Safety and Wellbeing Policy.  

• treating students and families in our school community with respect in our school 
environment and outside our school environment as part of normal social and community 
activities 

• listening and responding to the views and concerns of students, particularly if they disclose 
that they or another child or student has been abused or are worried about their safety or 
the safety of another child or student 

• promoting the cultural safety, participation and empowerment of Aboriginal and Torres 
Strait Island students, students with culturally and/or linguistically diverse backgrounds, 
students with a disability, international students, students who are unable to live at home 
and lesbian, gay, bisexual, transgender and intersex (LQBTIQ+) students 

• ensuring, as far as practicable, that adults are not alone with a student – one-to-one 
interactions between an adult and a student are to be in an open space or in line of sight of 
another adult. 

• reporting any allegations of child abuse or other child safety concerns to the Principal, 
Assistant Principal, or wellbeing staff. 

• understanding and complying with all reporting and disclosure obligations (including 
mandatory reporting) in line with our child safety responding and reporting policy and 
procedures and the PROTECT Four Critical Actions. 

• if child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and 
protected from harm. 

UNACCEPTABLE BEHAVIOURS 

As Foster Primary School, staff, volunteers, contractors, and member of our school community 

involved in child-connected work we must not: 

• ignore or disregard any concerns, suspicions or disclosures of child abuse or harm 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/FourCriticalActions_VETHIGHERED_PDF.pdf
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• develop a relationship with any student that could be seen as favouritism or amount to 
‘grooming’ behaviour (for example, by offering gifts) 

• display behaviours or engage with students in ways that are not justified by the educational 
or professional context  

• ignore an adult’s overly familiar or inappropriate behaviour towards a student  

• discuss intimate topics or use sexualised language, except when needed to deliver the 
school curriculum or professional guidance  

• treat a child or student 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 schoolwork or extra-curricular activities or 
where there is a safety concern or other urgent matter 

• photograph or video a child or student in a school environment except in accordance with 
the Photographing, Filming and Recording Students policy or where required for duty of care 
purposes 

• consume alcohol against school policy or take illicit drugs in the school environment or at 
school events where students are present  

• have inappropriate contact with any student outside of school hours except when needed to 
deliver the school curriculum or professional guidance and parental permission has been 
sought.  

BREACHES TO THE CHILD SAFETY CODE OF CONDUCT 

All Foster Primary School staff, volunteers, contractors, and any other member of the school 

community involved in child-connected work who breach this Child Safety Code of Conduct may be 

subject to disciplinary procedures in accordance with their employment agreement or relevant 

industrial instrument, professional code, or terms of engagement. 

In instances where a reportable allegation has been made, the matter will be managed in 

accordance with the Department of Education and Training Reportable Conduct Scheme Policy and 

may be subject to referral to Victoria Police. 

All breaches and suspected breaches of the Foster Primary School Child Safety Code of Conduct must 

be reported to the principal.  

If the breach or suspected breach relates to the principal, contact the Assistant Principal.  

COMMUNICATION 
This policy will be communicated to our school community in the following way: 

• Included in staff induction processes and staff training 

• Available publicly on our school’s website 

• Hard copy available from school administration upon request 
 

To see our Child Safe Standards Policies and Procedures, please visit the school webpage.   

https://www2.education.vic.gov.au/pal/photographing-students/policy
https://fosterps.vic.edu.au/child-safe-standards/
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Required conduct/behaviour 

All contractors 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 

contractor 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 be left 

unattended. 

• Abide by the workplaces traffic management procedures. 

• Entrance to other areas of Department workplaces 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 contractors must report to the general office and sign in upon arrival at the workplace. 

This requirement is indicated on signage located at all entrances to the school, see below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contractors are to restrict their movements and activities within the school to those areas 

and times approved/agreed to. 
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Traffic Management 
 
 

School/Workplace: Foster Primary School 
Workplace Manager/Management 

OHS Nominee: 
Scott Moorhouse 

Health and Safety Representative:  Chantelle Wanklyn 
Person completing TMP:  Alison Hodgson 

Date of Plan: 30th November 2023 
Date of Plan Review: Before November 2024 

 

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 students is 
undertaken in a safe manner: 
▪ Entry and exit to the school/workplace is located at 

- Pioneer Street (x3 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 – boom gate entry only for staff. 
- Entry and exit signage for staff parking is painted on asphalt in parking area. 

▪ 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?   
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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 
- Boom gate access can be requested. 

▪ 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 in place within the workplace. 

▪ Other considerations that may need to be documented?   
- Package deliveries park outside school grounds and may request boom gate access to 

school grounds if required.  A staff member will walk the vehicle onto the grounds. 
- Roadways are one way only, except Maintenance/Staff routes as per the Site Map below 

(this is not currently signed) 
 

Safe passage of vehicles in (insert workplace name) (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, forklifts 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. 

▪ Forklifts 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?   

Roadways are one way only, except Maintenance/Staff routes as per the Site Map below (this 
is not currently signed) 
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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 1 car park available for people with disabilities.  

Visitor 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 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.  
▪ Boom gate installed at front driveway in Pioneer Street to regulate traffic movement and cease delivery 

trucks driving onto school grounds unsupervised. 
 

 
 
 

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. 
▪ 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: 
 

Additional documentation 

Append any additional/relevant documentation e.g. site map to the TMP 
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WORKPLACE LAYOUT  
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OHS Induction 

Before arriving at the site, you will be required to complete an OHS Induction covering the 

site-specific risks.  These can be found online here. 

Contractor inductions are valid for 12 months, except where the provision of a SWMS 

is mandated for high-risk work. In this instance, the contractor must be re-inducted 

(see Chapters 3 and 4 of the Contractor OHS Management Procedure). 

 

Safe Work Method Statements (SWMS) 

A contractor is expected to supply a Safe Work Method Statement (SWMS) or equivalent 

template, prior to the commencement of works, based on the level of risk or as mandated 

by the Department for the following high risk work: 

• confined space entry 

• demolition works 

• hazardous manual handling 

• hot works (e.g., welding) 

• powered mobile plant (e.g., forklift) 

• removal or disturbance of asbestos  

• temporary supports for structural alterations 

• tilt-up or precast concrete. 

• trenches or shafts deeper than one and half metres 

• use of explosives 

• use of Hazardous Substances and Dangerous Goods 

• working at height (two metres or more) 

• works in tunnels 

• Work that is in, on or nearby: 

o artificial temperature extremes (e.g., work in an operating cool room or 

freezer) 

o chemical, fuel or refrigerant lines 

o contaminated or flammable atmospheres 

o electrical installations or services 

o pressurised gas distribution mains or piping 

o roads  

o telecommunications towers 

https://forms.office.com/pages/responsepage.aspx?id=N7Ns2Ycaz0S2mzzsM0pMH-ihEolfjiZEmmdQhXSe8jhUQUVPUEVIT0dYWVVENVJUVkVDUVExNzk4MS4u
https://www2.education.vic.gov.au/pal/contractor-ohs-management/procedure
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o water/liquids that pose a drowning risk 

If the proposed work requires a SWMS, the works cannot proceed until the principal and/or 

their delegate has reviewed and signed the SWMS, to verify it has been sighted. A new 

SWMS will be required if scope of works change.  See appendix B. 

Personal Protective Equipment (PPE) 

 

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 Scott Moorhouse 56822370 must be consulted prior to the 

commencement of work. 

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

 



Page | 14  
 

Contractor OHS Induction Handbook 
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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). 

Potential to fall two metres or more 

Where there is the potential to fall two metres or more including: 

• work at a height of two metres or above (measured from the ground to foot position 

on ladder rung/work platform) or 

• undertake excavation work (depth of one and a half metres or more)   

A Safe Work Method Statement or equivalent e.g., Job Safety Analysis must be supplied to 

the school demonstrating how you will manage the risks. 

Hot Work  

If a hot work task is to be undertaken (e.g., welding, burning, soldering, grinding) a Safe 

Work Method Statement or equivalent, must be supplied to the school, demonstrating how 

you will manage the risks. 

Cables 

[Edit this section to suit workplace or delete section if not applicable] 

There are overhead power lines [insert location]. Work in this area must be approved by 

the workplace manager. 

Various underground service cables are present throughout the site. Adequate controls must 

be implemented and discussed with the principal and/or their delegate or other Department 

site contact prior to performing works that could disrupt Department services. 

Prior to conducting works, please contact ‘Dial Before You Dig’ on ph. 1100 (toll Free) 

between 8am and 5pm. For further information access the Before you Dig Australia 

You can also call Energy Safe Victoria on (03) 9203 9700 or 1800 652 563 during normal 

business hours, or email ESV at info@energysafe.vic.gov.au.  

https://www.infrastructure.gov.au/department/media/publications/before-you-dig
mailto:info@energysafe.vic.gov.au
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Animals / Wildlife 

There is the potential to encounter 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 principal or 

their delegate. 

• 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: 

• 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 principal. 

Evacuation Point 

The evacuation points: refer to the Evacuation Map (Appendix A). 
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Emergency contacts 

School contacts  

Workplace Manager Scott 
Moorhouse 

56822370 

Assistant Principal Sue Duggan 56822370 

Asbestos Co-ordinator Scott 
Moorhouse 

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 

• Lunchroom 

• Parking 
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Hazard and Incident reporting 

Any hazard or incident which poses a risk to the safety of a student, parent, visitor, 

contractor, 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 (page 14). 

• Principal or their delegate is to report the incident on eduSafe Plus. 
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Appendix A: Emergency Evacuation Map 
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Appendix B: SWMS & PPE 

Name of Contractor responsible 

for compliance with SWMS: 

 
Date: 

 

Company name:  Workplace location:  

High risk job description 

 Completion of Confined 

Space Entry Permit? 

 

Yes   N/A  (n/a should only be selected when not 

working in a confined space) 

Personal Protective Equipment (PPE) required to complete the job 

 
Gloves 

 

 
Face mask 

 

 
Eye protection 

 

 
Welding mask 

 

 
Appropriate footwear 

 

 
Hearing protection 

 

 
Protective clothing 

 

What are the tasks involved? 

Describe the steps required to perform the task in 

the sequence they are carried out. 

What are the hazards and risks? 

Against each step list the potential hazards that could 

cause injury/damage when the task step is performed. 

How will hazards and risks be controlled? 

List the control measure required to eliminate or 

minimise the risk of injury arising from the identified 

hazard, see Contractor Hazard Identification and 

Control Table. 

   

   

http://www.education.vic.gov.au/Documents/school/principals/management/contractorhazardidcontrol.docx
http://www.education.vic.gov.au/Documents/school/principals/management/contractorhazardidcontrol.docx
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Sign off Name Signature Date 

I have provided site specific risk controls to manage the hazards identified above and will comply with the controls listed above.  

Contractor:    

I understand the risk controls listed above to be implemented to manage the identified hazards associated with the works to be undertaken. 

Workplace Manager 

and/or Management 

OHS Nominee: 

   

Steps for filling out SWMS 

1. Contractor to determine the tasks, and associated hazards, risks, and controls. 

2. In the ‘What are the tasks involved?’ column, list the work tasks in sequence to how they will be carried out. 

3. In the ‘What are the hazards and risks?’ column, list the hazards and risks for each work task. 

4. In the ‘How will the hazards and risks be controlled?’ column, select the hazard or risk and then work through the control levels 1 – 4 from top to bottom, as seen 
below. Choose a control measure (and how it is to be used) that is as close to level 1 as is reasonably practicable. 

 
Control levels 

1. Eliminate any risk to health or safety. 

2. Reduce the risk to health or safety by any one or any combination of the following: 

• Substituting a new activity, procedure, plant, process, or substance 

• Engineering controls, such as mechanical or electrical devices. 

3. Use administrative controls, such as changing the way the work is done.  

4. Provide appropriate personal protective equipment. 

5. All contractors should be briefed on the SWMS before commencing work. Ensure all contractors know that work is to immediately stop if the SWMS is not being 
followed. 

6. Observe work being carried out. If controls are not adequate, stop the work, review the SWMS, adjust as required and re-brief the team. 

7. Retain this SWMS for the duration of the high-risk work. 

 


