Delacombe Primary School

Volunteer Occupational Health and Safety (OHS) Induction Handbook

Information and required conduct
Thank you for volunteering at Delacombe Primary 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 the school on 53356103.

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.

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.

Site specific hazards
1- Asbestos

Delacombe Primary School has small traces of asbestos on site and has an Asbestos Management
Plan in place.

2- 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.

3- Animals/Wildlife

There is the potential to encounter domestic animals and wildlife while on this site. Do not reach 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 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.

4- Traffic Management

Volunteer’s vehicles are not permitted to enter school grounds. Parking is available in Greenhalghs
road, Warrina drive and at the Doug Dean Stadium

Emergency Management

In the event that an emergency is called, please follow the Delacombe Primary School Emergency
Procedures

e Emergency Management Procedures are in all learning areas (Red Folder) Please read to
make yourself more familiar with the school’s procedures.

e Evacuation Diagrams are clearly placed at all exits throughout the school

e 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.
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First Aid
The First Aid room is centrally located opposite the main office.
In the event of an injury:

e [f the injury is not serious, report or escort the injured party to the administration office for
assistance.

e If the injury is serious, call 000, do not wait for the first aid officer.

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

e [f no one else is available, ring the school number and inform the office that someone is
injured at your location

e If trained, apply first aid to the injured party

e Once the incident is over, fill in an incident report at the office.

Amenities
e Toilets, lunchroom and offsite parking

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:

e Notify the administration office either by calling or in person.

Relevant Delacombe policies can be viewed at
https://www.delacombeps.vic.edu.au/community/policies-and-documents
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