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Information and required conduct

Thank you for volunteering at our school.

This handbook is designed to give you all the information needed to help us maintain a safe environment for
you, other volunteers, our staff and students. If you have any questions, please do not hesitate to contact
Sue Osborne on 9370 6507 or ascot.vale.ps@educaiton.vic.gov.au

All volunteers must take reasonable care for their own health, safety and wellbeing and that of others who
may be affected by their actions or omissions while volunteering. They must also abide by the school’'s Code
of Conduct and Volunteers Policy while on site, as well as any relevant policies that may apply to the work
they’re undertaking for the school.

Volunteers must also report any problems, hazards or incidents to the principal or their delegate and dress
appropriately including wearing any suitable personal protective equipment.

POLICY LINK

AVPS

Volunteers Policy http://avps.vic.edu.au/uploads/9/5/6/5/9
5656824/volunteers-policy-jun-
2024.pdf

AVPS Child Safety

Code of Conduct http://avps.vic.edu.au/uploads/9/5/6/5/9
5656824/avps _css-code-of-
conduct 2024 .pdf

AVPS http://avps.vic.edu.au/uploads/9/5/6/5/9
Child Safety Induction = 5656824/6. child safety induction pa
Pack — Volunteers ck - volunteers 2022.pdf
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Access arrangements

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

Site specific hazards

Workplace
Hazards

m i
fo f

There are number of hazards associated with working on a school site and the Ascot Vale PS
has identified specific hazards on their Risk Register. In addition, Ascot Vale PS has specific
controls in place to mitigate or reduce the risk. However, this does not mean that all hazards
across the school have been identified or controlled. If you become aware of any potential
hazard within the school that may affect the health, safety and wellbeing of Staff, Students,
visitors and contractors on site, please report this to your OHS Team or report using internal
processes and EduSafe Plus.

These include Physical, biological, psychosocial (psychological & work-related violence) and
environmental. Examples include, but not limited to:

Chemicals (Science/Art/Classrooms and Cleaners):

Use of chemicals should be limited to the Preferred List of products as identified in the Chemical
Register.

Any new chemical to be brought onto site should be discussed with OHS Representatives.

The Chemical Register and SDS (Safety Data Sheets) are filed in the Admin Office.

Traffic Management:

Entry onto school property is limited to the car parks.

Vehicles are not allowed to move around Ascot Vale PS school hours. Prior to entering Ascot
Vale PS, drivers of large vehicles must report to main Administration Office to arrange for a
member of staff to act as a “spotter” to supervise vehicle movements whilst on site.

Manual Handling:

Manual handling tasks at the school can vary greatly and could include lifting or restraining a
student, carrying boxes of copy paper or files, transporting audio visual equipment around a
school, pushing a whiteboard into a meeting room or even using a keyboard.

There is no legislated weight limit that is considered “safe” for manual handling. Individuals have

different physical capabilities which must be considered when considering any manual handling
task. The weight of an object is not necessarily the only thing that makes a task hazardous.
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Plant & Equipment
There is a broad definition of “plant” under the OHS Act 2004 which can cover handheld power
tools, chain saws, workshop equipment, office equipment as well as blenders and coffee
ROTATING grinders. Each plant item presents its own hazards which can include:
BLADES e electrical.
e mechanical and moving parts.
e crushing or cutting.
o fire and explosion.
e hot parts of plant.
e noise.
e manual handling.
e chemical hazards.
Injuries resulting from incidents involving plant can range from:
e near misses.
o small cuts and bruises.
e serious injuries such as amputations, scalping, de-gloving and fatalities.
[ ]
Electrical
& Electrical hazards are located throughout the school. Examples include:
e electrical equipment in kitchens, offices, classrooms, gyms, toilets, workshops, computer
RISK OF rooms, libraries, and art rooms.
ot « installations such as switchboards and electrical circuits.

e restricted areas such as plant rooms.

Electrical risks can increase depending on the environment in which they are located. For
example, fixed equipment that is not moved is less risky than equipment used in hazardous
environments such as workshops. Ascot Vale PS has in place regular testing and tagging of all
electrical equipment annually or as required. This is performed by the schools Maintenance
person. In addition, Staff will conduct quarterly workplace inspections that will ask Staff to
inspect and check electrical equipment amongst other things.

Fall from Heights

No Department employee is to work at a height of 2 metres or above unless their role
specifically requires them to do so. Work at Heights that involves the following must be done
FALL 7/ ./// by trained Staff, using appropriate equipment and safe systems of work (i.e., SWMS):
HAZARD o Working on roofs and accessing ceiling cavities (including contractor works)

Working with ladders

Erecting signs in libraries and gymnasiums
Hanging posters and displaying student's work
Accessing high shelving including mezzanine areas
During construction work.

of Slips, trips and falls

Wi )
5 "‘",‘F' 5 ’5 Slips and trips are common causes of injury within the Department's workplaces. Slips mostly
and ralis

! occur when the heel of a person’s shoe slides forward and doesn’t grip with the floor. The floor
: surface, the type and the make-up of the shoe and the presence of contaminants, such as a
water spill, increase the risk of slipping. Trips are mostly caused by objects on the floor that
impede a person’s path. Various control strategies will decrease the risk associated with this
hazard including:
e good house-keeping practices.
e inspections.
e slip testing and correct maintenance of flooring.
e the provision of fit for purpose flooring in any wet areas such as shower facilities and
bathrooms.
o fixing holes and uneven surfaces in outside areas such as playgrounds, sports ovals, and
walkways.
placing nonslip matting at the entrances of buildings during inclement weather.
Keeping electrical cords needs to be kept out of foot traffic areas or securely covering them to
prevent tripping.
e ensure handrails are securely attached at the appropriate height.
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ﬁ Infectious Diseases

| = ’ It is important for all staff to be aware of the health and safety strategies and measures that may
‘Vp % be put in place by the State Government and Department of Education during pandemic and any
\
\

@

)

infectious disease (e.g., Covid-19) that may impact the school community.

The principal will consult with their local Health and Safety Representative(s) and other
appropriate forums to implement the health and safety guidance of the Department to the extent
reasonably practicable.

Task specific safe work procedures (SWP)
For high-risk tasks that have been identified on the school, specific SWP have been developed.

|
>

For example, if you are operating any plant, equipment or tools on school grounds, you will be

trained in their safe use.

SAFE WORK PROCEDURE
MUST BE READ AND
UNDERSTOOD BEFORE Asbestos

COMMENCING WORK Asbestos is present in some locations at the school. Refer to image below for current
locations.
Ascot Vale PS has in place an Asbestos Management Plan that includes the regular (quarterly)
inspections of asbestos containing materials.
The Principal and Assistant Principal are the Asbestos Co-ordinators for the school.

In the event c_:ontractors are \_Norking on sit_e they will follow appropriate procedures and
processes prior to commencing work on site.
THIS BUILDING CONTAINS ASBESTOS

o yoursaety and 5 031 of v ehesADs anagEmark sn:

This includes Prior to conducting any work on site:
e The 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.
o |f work is to be carried out in the vicinity of asbestos containing material the Asbestos
Coordinator must be consulted prior to the commencement of work.
o Asbestos containing material may only be removed by a licensed removalist.

Asbestos Locations
Ascot Vale PS has in place an Asbestos Management Plan that includes the regular (quarterly) inspections of asbestos
containing materials.
The Principal and Assistant Principal are the Asbestos Co-ordinators for the school.
In the event contractors are working on site they will follow appropriate procedures and processes prior to commencing
work on site.
This includes Prior to conducting any work on site:
e The 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 must be
consulted prior to the commencement of work.
e Asbestos containing material may only be removed by a licensed removalist.

AVPS Asbestos Locations/ Map

Block A: Porch ceiling Block B: Cement sheet Flue in Learning PE Shed: mastic door sealan
o o . to Cargo Door at end of
outside Unit 3 Studio ContainerE

£ SHADE SAIL

Cement Sheet
“i| Flue's concealed in

boxing behind wall

BLOCK A gl Tl o—— I
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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 (and have this
signed as sighted by the principal or their delegate) to outline the control 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 Safety Data Sheets (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 (PPE).
Animals / Wildlife
There is the potential to encounter domestic animals and wildlife while on this site. Do not reach

Q into any holes or gaps in the buildings without first checking to see if it is safe.

Should any contact with wildlife 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.

Traffic Management
Prior to entering Ascot Vale PS grounds, drivers must report to main Administration Office to
seek permission and access, arrange for a member of staff to act as a “spotter” to supervise
vehicle movements whilst on site. Vehicles entering school grounds are to always move at
walking pace.

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: 8:45am-9:15am

e Recess: 11:00am-11:30am
e Lunch: 1:30pm-2:30pm

e Pick up: 3:15pm - 4:00pm

High Risk Work

The following high-risk work must not be undertaken by parent volunteers:

e confined space entry e working at height (two metres or more)
e demolition works e works in tunnels
e hazardous manual handling e Work that is in, on or near:
e hot works (e.g. welding) o artificial temperature extremes (e.g. work in an
e powered mobile plant ( e.g. forklift) operating cool room or freezer)
e removal or disturbance of asbestos o chemical, fuel or refrigerant lines
e temporary supports for structural alterations o contaminated or flammable atmospheres
e tilt-up or precast concrete. o electrical installations or services
e trenches or shafts deeper than one and half metres o pressurised gas distribution mains or piping
e use of explosives o roads
e use of Hazardous Substances and Dangerous Goods o telecommunications towers
o water/liquids that pose a drowning risk
) he
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Child Safety Standards

STATEMENT OF COMMITMENT TO CHILD SAFETY

Ascot Vale Primary School is committed to child safety, preventing child abuse, identifying risks early,

removing, and reducing these risks; this is the primary focus of our care and decision-making. Children from

Ascot Vale Primary School are encouraged to become vital and active participants in our school. Training,

induction and education is important to ensure that everyone at Ascot Vale Primary School understands

that child safety is everyone’s responsibility. The school has specific, procedures and training in place
that support our leadership team, staff, contractors and volunteers to achieve these commitments. We have
legal and moral obligations to contact authorities and rigorously follow processes when we are concerned
about a child’s safety.

We have zero tolerance of child abuse, and all allegations and safety concerns will be treated very

seriously and consistently with our robust policies and procedures.

IMPLEMENTATION

e The AVPS Child Safe Standards and Policies outline the school’s commitment to child safety.

e These standards apply to all staff, volunteers and contractors, whether they work in direct contact
with children or young people, across a range of school forums (e.g., camps, online) and outside of
school hours.

e All staff, contractors, volunteers and any other member of the school community involved in child-
related work are required to comply with the AVPS Child Safety Code of Conduct — Acceptable
and Unacceptable Behaviour by providing signed agreement to adhere to the expectations for
appropriate behaviour.

e Please read the Code of Conduct at the end of this document. By signing the induction form, you
acknowledge and agree to follow these expectations on this Code.

Emergency Management

Ascot Vale PS has an Emergency Management Plan in place that deals with Emergency situations including
Evacuations (on site & off site) and Lockdowns.

The Incident Management Team (IMT) consists of a Chief Warden/Education Commander and Wardens.
These are appointed across the school to perform specific roles and responsibilities.

In the event of an emergency:
o follow the instructions of your Incident Controller and Area Wardens.
e 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, the principal or their delegate.

Evacuation Points
The primary evacuation point is located at the Oval, and the secondary evacuation point is located at the
Basketball Court refer to Evacuation Map
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Access for Emergency Vehicles and On-Site Assembly Areas
Area Map

| Building Name: Ascot Vale Primary

School Date Area Map Validated: February 2025

«, = AscotiVale |
," Primary School

A

i Primary On-Site
Assembly area: OVAL

: : Secondary On-Site
Moonee St o

Assembly area: Netball

M()Onee St

‘ Assembly points/areas

é Emergency Service
access point

Emergency Evacuation Map

Evacuation Diagram

ank St, Ascot Vale VIC 3032 Main Building
Nearest cross road - Mt Alexander Rd /2N

b
Sick
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Relevant Department of Education Policies (depending on work
undertaken)

Asbestos Management Policy

Confined Spaces Policy

Health, Safety and Wellbeing Policy

Hot Work Policy

Outdoor Activities and Working Outdoors Policy
Plant and Equipment Management Policy
Prevention of Falls when Working at Heights Policy
Testing and Tagging of Electrical Equipment Policy
Volunteer OHS Management Policy

First Aid and Amenities
The school’s first aid officers are in attendance for first aid during school hours. For access to first aid, report
to the administration office.

The First Aid Summary Sheet provides the names and photos of all First Aid Officers for Ascot Vale PS. The
Summary Sheet is in the Staff Room, First Aid room and where First Aid kits are located.
Please refer to Appendix 3 for First Aid Officers.

The Assistant Principal (AP) is the First Aid Coordinator for Ascot Vale PS. The AP coordinates appropriate
communications and information pertaining to students and Staff with medical conditions and/or allergies
(i.e., Anaphylaxis).

In the event of an injury:

if the injury is not serious, report or escort the injured party to the administration office for assistance
if the injury is serious call 000, do not wait for first aid officer

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

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.

NS

Amenities
o Toilets and amenities — toilet facilities are located adjacent to the Staff Room in the main
(Administration) building. Volunteers are not permitted to use or enter student toilet facilities.
o Staffroom — located in the main admin building. Tea and coffee facilities are available.
e Parking — as sign posted in adjacent streets

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:
= police for crime, injury that may not be accidental, or assault
= ambulance for injury and medical assistance
= 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 The principal or their delegate is to report the incident on eduSafe Plus.
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Emergency contacts

School contacts
Principal/delegate SUE OSBORNE 03 9370 6507
Asbestos Coordinator SUE OSBORNE 03 9370 6507
Business / Office Manager DAVID CAUCHI 03 9370 6507
General Office Number 03 9370 6507
Emergency contacts

Police: 000

Fire: 000

Ambulance: 000

Poisons: 1311 26
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Child Safe Standards — Code of Conduct

Ascot Vale Primary School

Child Safety Code of Conduct

June 2024

Help for non-English speakers

If you need help to understand this policy, please contact the Ascot Vale Primary School office in person
or on 9370 6507.

Interpreter

Purpose

Our Child Safety Code of Conduct sets out the expected behaviour of adults with children and young people in our
school.

All Ascot Vale PS 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

As Ascot Vale PS, 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:

e upholding our Ascot Vale PS commitment to child safety at all times and adhering to our Child Safety and
Wellbeing Policy.

e 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

e 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

e promoting the cultural safety, participation and empowerment of Aboriginal 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

e 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.

e reporting any allegations of child abuse or other child safety concerns to the Principal, Assistant Principal or
Child Safety Champions (members of the Wellbeing School Improvement Team)

e understanding and complying with all reporting and disclosure obligations (including mandatory reporting) in
line with our child safety responding and reporting policy and procedures https://avps.vic.edu.au/child-safe-
standards.html and the PROTECT Four Critical Actions.

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

Unacceptable Behaviours

As Ascot Vale PS staff, volunteers, contractors and member of our school community involved in child-connected work
we must not:
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e ignore or disregard any concerns, suspicions or disclosures of child abuse or harm

e develop a relationship with any student that could be seen as favouritism or amount to ‘grooming’ behaviour
(for example, by offering gifts)

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

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

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

e treat a child or student unfavourably because of their disability, age, gender, race, culture, vulnerability,
sexuality or ethnicity

e 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

e 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

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

e have 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 Ascot Vale PS 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 Reportable Conduct Scheme Policy and may be subject to referral to Victoria Police.

All breaches and suspected breaches of the Ascot Vale PS Child Safety Code of Conduct must be reported to the principal
and/ or assistant principal at 9370 6507 or ascot.vale.ps@education.vic.gov.au

If the breach or suspected breach relates to the principal, contact the Department of Education and Training, South
West Region at Phone: 1300 333 232, Email: swvr@education.vic.gov.au.

Approval and review

Created date 6t June 2024

Consultation School Council 17/6/2024
Staff 27/5-17/6/2024
Parent / Carer Community 11-17/6/2024

Endorsed by AVPS School Council
Endorsed on 17/06/2024
Next review date June 2026
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Volunteer OHS Induction Checklist

All the below information and instructions must be provided to the volunteer prior to works being undertaken.
These inductions are valid for up to 12 months.

See the Volunteer OHS Management policy and procedure for more information about completion and
record keeping requirements.

Ascot Vale PS

School name

e Parent assisting in a classroom e  School fetes
Brief description e Gardening/landscaping e Theatre performances or presentation days
of works e Painting e School excursions

e Clean-up of grounds e Canteen Volunteers

General OHS Induction — The principal or their delegate is to ensure that

volunteers have been provided with the following information and instructions. e EE
Required conduct/behaviour. All volunteer workers are expected to abide by the

workplaces code of conduct while on site. Refer to Appendix 1 for expected O Yes
behaviour whilst volunteering at AVPS

Introduction to First Aid Officer(s) and location of First Aid Room/Kits U Yes
Location of amenities [ Yes
Information on hazard and incident reporting process JYes
Security access arrangements / Traffic Management Plan O Yes ON/A
An overview of task(s) and relevant hazards, risks and controls including any Risk

Assessments, Risk Management Plans and Safe Work Procedures has been O Yes OON/A

provided to the volunteer

Safe Work Method Statements (SWMS) are completed by the volunteer for any
high-risk tasks (including but not limited to asbestos, hazardous substances and
dangerous goods, working at heights, hot work, or confined spaces) being JYes ON/A
undertaken at the time of induction. Note: SWMS must be completed each time a
high-risk task is undertaken by the volunteer

Location of Chemical Register and associated Safety Data Sheets [JYes [IN/A
Location of emergency evacuation plans for the relevant area [IYes [IN/A
Location of Emergency Exits [JYes [IN/A
Introduction to workplace Wardens / Incident Controller [JYes [IN/A
Child Safe Standards Code of Conduct — Agreement to code I Yes
Signatures

Principal or delegate

| certify that the below mentioned volunteer worker has completed an OHS induction and has received and understood
the relevant information and instruction. | have explained that induction is valid for 12 months only.

The principal or their delegate are to maintain completed forms and store in file or uploaded to eduSafe Plus where

available.
AVPS Principal or delegate Signature:
Name / Job Title
Date:
Volunteer Name: Volunteer Signature:
Volunteer Name: Volunteer Signature:
Volunteer Name: Volunteer Signature:
. he
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Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Volunteer Name:

Volunteer Signature:

Schools may add more signature boxes if inducting multiple volunteers
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