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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 and 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.  

 

Our School Profile 

Courtenay Gardens Primary school is a large and thriving learning environment for students. We have over 800 
students across 36 classes. 6 Prep classes, 5 classes in all other year levels. 
 

Our staff consists of over 80 staff staff members completing a wide variety of roles, including: 
- Classroom teachers 
- Specialist teachers 
- Wellbeing and Inclusion team 
- Leading Teachers, Learning Specialists and Principal Class Team 
We also have a large group of staff members working in Education Support roles, including: 
 
- Intervention staff and Education Support staff, including 
- Integration aides 
- Office staff 
- School librarian 

  
Classroom and Parent helpers 

Working with students  

Courtenay Gardens Primary School values the many volunteers that assist in our classrooms/with sports 
events/camps/excursions/school concerts/other events and programs. To ensure that we are meeting our legal 
obligations under the Working With Children Act 2005 (Vic) and the Child Safe Standards, Courtenay Gardens 
Primary School  is required to undertake suitability checks which may include a Working With Children Check, proof 
of identity, work history involving children and/or reference checks. 

Considering our legal obligations, and our commitment to ensuring that Courtenay Gardens Primary School is a child 
safe environment, we will require volunteers to obtain a WWC Check and produce their valid card to a member of 
the office team, who will photocopy the WWCC for school records.   

• Volunteers who are not parent/family members of any student at the school are required to have a WWC Check if 
they are engaged in child-related work regardless of whether they are being supervised.   
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• Parent/family volunteers who are assisting with any classroom or school activities involving direct contact with 
children in circumstances where the volunteer’s child is not participating, or does not ordinarily participate in, the 
activity.   

• Parent/family volunteers who assist with excursions (including swimming), camps and similar events, regardless of 
whether their own child is participating or not.  

• Parent/family volunteers who regularly assist in school activities, regardless of whether their own child is 
participating or not. 

 
Non child-related work 

On some occasions, parents and other members of the school community may volunteer to do work that is not child-
related. For example, volunteering on the weekend for gardening, maintenance, working bees, Parents’ Association, 
school council, participating in sub-committees of school council, fete coordination, other fundraising groups that 
meet in the evenings, during which children will not be, or would not reasonably be expected to be, present.  
Volunteers for this type of work are not required to have Working with Children or other suitability checks as they 
are not engaged in child-related work and children are not generally present during these activities. However, 
Courtenay Gardens Primary School  reserves the right to undertake suitability checks,  including proof of identity, 
Working with Children Checks, at its discretion if considered necessary for any particular activities or circumstances. 
 

Classroom Helpers 

If you would like to help out in a classroom, please speak to you child’s classroom teacher.  

The role of parent helpers and the type of help that is required across different year levels varies, and whether 
parent helpers are required for different activities and events is at the discretion of teachers and the school 
leadership. 
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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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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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Child Safety Induction Pack - Volunteers 
PURPOSE 

Thank you for your interest in volunteering at our school. The purpose of this induction pack is to ensure Courtenay 
Gardens Primary School volunteers are familiar with our policies and procedures relating to child safety and 
understand the important role they play in maintaining and promoting the safety of our students. 

Volunteers must read the suite of policies and procedures in the links below before commencing any work where 
children are likely to be present. 

KEY MESSAGES 

• Courtenay Gardens Primary School is committed to the safety and wellbeing of all children. We want 
children attending our school to be safe, happy and respected. 

• We are committed to creating inclusive environment where diversity is supported and students feel safe to 
bring their whole selves to school. 

• Allegations and concerns relating to the safety and wellbeing of our school community will be treated very 
seriously and consistently with our policies and procedures.  

• We are committed to preventing child abuse, identifying risks early and removing and reducing these risks. 
• Everyone has a role to ensure children are safe – if something doesn’t feel right, speak up. If you have any 

concerns about any inappropriate behaviours in the school community you should speak to the Principal 
(Alison Lough) or one of the Assistant Principals (Amy Jewell, Liam Flanagan or Belinda Harrington). If this 
would not be appropriate in the circumstances, you can contact the Southy Eastern Regional Office of the 
Department of Education and Training on 1300 338 691. 

INDUCTION MATERIALS – MUST READ 

This induction pack contains the following documents that all new volunteers must read and familiarise themselves 
with. Please click on the hyperlinks to access each document. If you would prefer a hard copy of this pack, please 
contact the team in the office who will happily provide you with one. 

• Courtenay Gardens Primary School Volunteers Policy  
• Courtenay Gardens Primary School Child Safety Policy 
• Courtenay Gardens Primary School Child Safety Responding and Reporting Obligations Policy and Procedures  
• Courtenay Gardens Primary School Child Safety Code of Conduct 
• PROTECT: Four Critical Actions for Schools – Responding to incidents, disclosures and suspicions of child 

abuse 
• PROTECT: Identify child abuse 

CONTACT 

We value your feedback on ways we can continue to improve and strengthen our child safety approach and 
encourage you to contact Principal (Alison Lough) or one of the Assistant Principals (Amy Jewell, Liam Flanagan or 
Belinda Harrington), with any comments or questions.    

 
  

https://www.cgps.vic.edu.au/source/CGPS%20Volunteers%20Policy%202022.pdf
https://www.cgps.vic.edu.au/source/CGPS%20Child%20Safety%20Policy%20July%202022.pdf
https://www.cgps.vic.edu.au/source/CGPS%20Child%20Safety%20Responding%20and%20Reporting%20Obligations%20Policy%20and%20Procedures%20July%202022.pdf
https://www.cgps.vic.edu.au/source/CGPS%20Child%20Safety%20Code%20of%20Conduct%20July%202022.pdf
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/report.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/report.aspx
https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/identify.aspx
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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: 

 
 
 
 
 
 

 

 

Traffic Management 

Volunteers driving vehicles are to enter and exit the school grounds via the following locations:  

• Staff Carpark Gate located on Rosebank Drive 
• Staff Carpark Gate located on Rosebank Drive 

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: 

• Drop off: 8.30am-9.00am 
• Recess: 11.00am-11.30am 
• Lunch:  1.30pm-2.30pm 
• Pick up: 3.30pm-3.45pm 
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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. 
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Site specific hazards 
Asbestos – Based on department advise, there is no asbestos containing materials located at 
Courtenay Gardens Primar School 

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 
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: 

• 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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Emergency Management 
Emergency Procedures 

Hard copies of all core emergency procedures are located in EMP Door cadies in all classrooms, specialist 
spaces, and meeting areas, including: 

• Evacuation Procedure 
• Off-site Evacuation Procedure 
• Lockdown Procedure 
• Medical Emergency Procedure 

Please ensure you have read through all procedural documents before commencing volunteer work on site. 

 

For evacuations, on hearing evacuation alarm: 

• switch off all equipment 

• proceed to the advised assembly area (centre of oval) 

• 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 the school oval; refer to On-Site Evacuation Map (Appendix A). 

  



Volunteer Occupational Health and Safety (OHS) 
Induction Handbook 

Page | 10  
 

Volunteer OHS Induction Handbook 

Emergency Contacts 
 

School contacts- Please see the school phone list located in all office spaces 

For all emergencies, please contact the school office on  

Extension – 111, 112, or 113 

 

 
 

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- located near front office/first aid room. Accessible toilet available. 
• Lunchroom- staff room available near main office. 
• Parking- car parks located on street outside the front gate of the school. 
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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. 

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