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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 us

yarragon.ps@education.vic.gov.au

From October 2026, Schools are required to use WWC Connect to notify the Social Services Regulators about the
volunteers in schools.

When schools engage contractors, volunteers or other workers to do child-related work, that are not engaged by
another organisation, the school is responsible for:

e ensuring they have a Working with Children Clearance (WWCC)
e checking that the WWCC is current

e connecting them to the school via WWC Connect.

Examples of volunteers engaged by schools to do child-related work include parent helpers supporting
classroom activities or attending camps and excursions (including at swimming, concerts, sports days, etc.).

Examples of a contractor engaged by schools to provide child related work include a music teacher, dance
instructor, and a sports coach where they directly work with children.

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.

Visitors Must

e report to the general office upon arrival at site
e sign in and out and ensure their visitors pass is worn at all times whilst on site
e have a current Working with Children Check

Access arrangements

All volunteers must report to the general office or site contact and ATTENTION
sign in upon arrival at the workplace or designated point where not

on department premises. This requirement is indicated on signage ALL PERSONS MUST
located at all entrances to the school, see below.

COMPLETE AN INDUCTION BEFORE
UNDERTAKING ANY WORKS OR DISTURBING
MATERIALS ON THIS SCHOOL SITE
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Site specific hazards

Asbestos — NO ASBESTOS at YPS

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:

e if work is to be carried out in the vicinity of Asbestos Containing Material, the Asbestos Coordinator Matt
Rowlings, must be consulted prior to the commencement of work.

e 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 (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)

correct labelling of containers

correct storing and handling of containers

correct disposal of any waste

e 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. 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 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.

e Contact Baw Baw Shire - 56242411

4 | Department of Education



Traffic Management
Volunteers driving vehicles are to enter and exit the school grounds via the following locations:
e Double Gate via Staff Car Park — Off Loch Street

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 ( wearing a fluro vest) 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:

e Drop off: 8.30am — 9.15am

e Recess: 11.00am — 11.30am
e Lunch: 1.30pm - 2.15pm

e Pick up: 3.30pm
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Emergency Management

Workplace Codes for YPS

Lockdown Lockdown . ; ;
Proced Proced Evacuation to the Offsite Evacuation Medical Emergency Alert
rocedure rocedure
Basketball Court Procedure
Moderate Danger Imminent Danger Dowton Park Medical Emergency for Student with Complex Medical
D i chool ds all iti
Moderate danger on schoal Imminent danger on school Danger is in or near the anger 50n S groundsa Condition
staff & students are to evacuate, Internal
grounds. grounds. (Intruder) buildings . ) ‘ . .
All staff & students are to offsite to D°""F?" Park « If two or more First Aid trained staff are available then staff
. ‘ + Evacuate the building will manage intemally
+ If you are outside proceed to « If you are outside proceed to evacuate to Basketball Court immediately & proceed ta the * ' . )
el . y & pl « If support is required, trained staff will request an urgent call
the nearest building. the nearest building. emergency evacuation point of ' ) ! '
+ Ensure all external doors are + Ensureall external doors are + Evacuate the building the Dowton Park. the office to issue a "’fje green stating thE‘ |°Eﬂt'°fl‘
locked locked immediately & proceed to + Ensure all students & staff are . W‘htlan the fode green is announcled‘ all av:"mab\e trained staff
+ Ensure all students are + Ensure all students and staff the emergency evacuation acvourited for willimmediately attend the location to assist
accounted for. are accounted for. If you have point on the Basketball . If all students & staff are « Students in the immediate area to be evacuated by the
+ Ensure all staff are accounted students or staff from Court . accourited for hold ug your closest teacher/adult
for. different class with you please « Ensure all students and staff Green Tick Card
+ I you have students or staff let their classroom know. are accounted for + If all students and staff are Eccernal ) ‘ ‘
from a different class with + Keep away from doors and + Ifall students & staff are NOT accounted for hold up + If supportisreq ”‘?d autside, staff to call office / send a
you please let their classroom windows accounted for hold up your your Red Cross Card runner to the office to request another staff member to
know. + If your are in room 1- 4 please Green Tick Card + Once all students & staff are Isstiean urgent code green and location o
+ Students continue to work as move to the library space. + If all stuclents and staff are accounted for follow the + When the code green is announced. all available First Aid
usual « Await further instructions from NOT accounted for hold up emergency management team trained staff willimmediately attend the location to assist
« Await further instructions the Office/ Emergency your Red Cross Card off site and across the road to = Students in the immediate area to be evacuated by other
from the Office/ Emergency Management team + Await further instructions the park. staff on duty ) ‘ ‘
Management Team + Leave phone lines open and from the office / Emergency + Onceat the Park ensure ** If office does not answer dial MU (internal phone lines only)
. Lea - awalt the office to make Management Team everyone is accounted for & and state Code Green and location.
contact. hold up the relevant cards *+ Admin staff to collect emergency medication bag and assist.
’ + Await further instructions from
the office/ Emergency School number: 5634 2375
Maniagement Team PA Announcement #40
\ J N J \ J J

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 Point

The ONSITE evacuation point is located at the undercover Basketball Court

The OFFSITE evacuation point is located at Dowton Park Reserve; refer to Evacuation Map (Appendix A).

Do not leave assembly area until advised.
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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 call 000, do not wait for first aid officer-
Our School Location is 65 Loch Street Yarragon
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. iftrained, apply first aid to the injured party

6. once incident is over, fill in an incident report at the office.

Our First Aid Officers are:
o Dee Wheller
e Matt Rowlings
e Rebecca Elliot
e Lee Sheehan

We have a number of staff at YPS & Early Learning Centre with First Aid & CPR Training and Anaphylaxis
Training.

Amenities

e Toilets — Adults are to use staff toilets only. Please do not enter student toilets.
e Staff Room — Adults only unless supervised by staff.
e Parking — Street Parking is available for volunteers.

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

e The principal or their delegate is to report the incident on eduSafe Plus.

7 | Department of Education



Emergency contacts

School contacts

Principal Melissa Rock School Extension 200
Asbestos Coordinator Matt Rowlings School Extension 203
Business Manager Sharon Caia School Extension 201
Administration Dee Wheller School Extension 202
First Aid Officers Matt Rowlings, Dee Wheller, Bec Elliot and Lee Sheehan

Emergency contacts

Police: 000

Fire: 000

Ambulance: 000
Poisons: 131126

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
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https://www2.education.vic.gov.au/pal/asbestos/policy
https://www2.education.vic.gov.au/pal/confined-spaces/policy
https://www2.education.vic.gov.au/pal/health-safety-wellbeing/policy
https://www2.education.vic.gov.au/pal/hot-work/policy
https://www2.education.vic.gov.au/pal/outdoor-activities-and-working-outdoors/policy
https://www2.education.vic.gov.au/pal/plant-and-equipment-management/policy
https://www2.education.vic.gov.au/pal/prevention-falls-when-working-heights/policy
https://www2.education.vic.gov.au/pal/testing-and-tagging-electrical-equipment/policy
https://www2.education.vic.gov.au/pal/volunteer-ohs-management/policy

Appendix A: Emergency Evacuation Map

EVACUATION DIAGRAM
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