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Introduction

This School Induction for all staff and visitors has been prepared as an important overview of
general school operations including procedures associated with health & safety compliance and
wellbeing.

Health & safety is about protecting the health and safety of all people in the workplace. This
includes protecting people from exposure to hazards and risks resulting from work activities. This
also includes all staff being able to identify and respond to unsafe situations.

Wellbeing is about all staff proactively sustaining and growing a whole school culture of
inclusiveness where the diversity is celebrated. It is about staff understanding that wellbeing
involves all people behaving in a way so that all students are motivated to learn and engage in a
range of school activities that progress their achievement. As part of student wellbeing all teachers
are required to be vigilant to identify and respond to situations of bullying and child protection.

It is important that all staff and visitors understand the information and procedures contained in
this publication.

Please contact your supervisor and/or myself if you seek clarification so that you understand the
expectations of all staff and visitors whilst at Ashfield Public School.

Kind regards

Damien Moran

Principal



Requirements of being on the school site

Sign on
Staff

All staff members are required to sign on upon arrival on the school site via an online application:
Sentral

https://ashfieldps.sentral.com.au

Log on details are issued by the School Principal.
Visitors

All visitors are required to check in and out via the Kiosk located at the front office reception. All
visitors are required to wear an identification badge while on site.



https://ashfieldps.sentral.com.au/

Temporarily not on school site

All staff are requested to notify the front office when temporarily leaving the school site.

On school site outside of school hours

When working on school site out of school hours, especially on weekends and school vacation, all
staff are to text the principal and a colleague to notify of arrival and departure from school site.

Not on school site
AWAY SICK or AT PROFFESSIONAL DEVELOPMENT

All staff members are required to contact the School Principal and their immediate supervisor
(typically via text message) if they will be away from the school site on a particular day. This
information will be recorded on a daily communication board and necessary arrangements made.

All class teachers are expected to ensure that a thorough handover regarding the students in their
class occurs including identification of students with medical conditions, on Behaviour Support
Plans etc... and arrangements to cover playground duties.

Checklist for when | am not at work

| am a teacher | am School Administrative
and Support (SAS) Staff
Communication via phone /

text the night before or on the
morning that | am away

g

Communication via phone /
text the night before or on
the morning that | am away

g o=

Leave -
leted Handover of
comp’e Duty of Care
via ESS
| I I | | I

My casual teacher Iy casual If 1 am an | have Iy casual teacher My class
has full induction teacher Knows Emergency organised for has access to the folder is in
A how to fill out Warden, | have  another Class Folder and the plastic
Emergency e-care training Ashfield Public organised teacher to mark knows about brochure
gﬁgﬂms ﬂfl:':'d frsining  School Casual another teacher  atiendance on Behaviour, Risk holder at the
Wnice otectio Staff Daily to take my place  Sentral IManagement and door of my
Read school emergency Registration Health issues classroom

procedures
Read school handbook Form



Clearances

The Department of Education requires that a school is responsible for obtaining the appropriate
clearances for adults* to enter the school site.

*  Parents who are exempt from these requirements unless they are specifically working with
children at the school (eg. listening to reading, gardening club etc...)

REQUIREMENT ONE:

Working With Children’s Check (WWCC)
Child Protection Update

Requirement One is for:

All Employees of the Department of Education including teachers, Student Learning Support
Officers and School and Administration Support staff

REQUIREMENT TWO:

Declaration for Child Related Work
Working With Children’s Check (WW(CC)
100 points of ID

ID badge (provided by the school)
Requirement Two is for:

Visitors including tradespeople and university lecturers

Volunteers including SRE & SEE teachers, parents and other people working with the children at the
school

Students including pre-service students and student volunteers

Support personnel including occupational therapists, cleaners, external teachers (chess, sport &
drama programs etc..) and music tutors

All credentials must be sighted and approved by the Front Office.



Mandatory training, Health and Safety

REQUIREMENT ONE: Mandatory Training Certificates

Emergency e-care training certificate
Anaphylaxis online training certificate
Child protection awareness certificate
Child protection update certificate
H&S induction certificate

O O O O O

REQUIREMENT TWO: Health & Safety Induction

o H&S Local Level Induction School Induction
o Site walk

Accessing information
REQUIREMENT ONE: School documents

Access to class folder
Read school handbook

Ashfield Public Schaol Casual Staff Daily Registration Form

Casual staff daily registration form Staff Details

Name: Casual Number: Emergency Contact

| I || |
All casual teachers must complete the Casual Booking Details
Teacher Form eaCh day and meet Wlth the Datels Hourls Teacher who beoked you: How you are being paid:

School Based Funding

prInCIpaI Or a member Of the exeCUtlve at Staff member you are replacing: Beginning Teacher
the end of the day to Sign- off. |:| Professional Development

Sign-on
Health & Safety Checklist School & DoE
Emergency e-Care training certificate given to Office Approval to teach
online training given to Office Child Protection and WCCC
School Induction including P ditation & PDD
o Always keep g sickinjured child with you. Send or phone for assistance if necessary
o Personally hand over the ciass roll to & supenvisor fo be marked on Sentral
o Always have g class folder in your possession which details heslth care plans, risk

management plans and behaviour support pians.

Signature: | Date:

Sign-off

To be filled out by the staff member you are replacing

Application for leave submitted via ESS l:“(es DN{A Signalure:l:l

Office

Digsection / Sub-dissection I:I CEPS & AIC Code l:l

Principal's / executive's signature:




Community Users

Public schools are encouraged to make their facilities available for use by their community outside
of school hours for appropriate purposes. There are a range of community users at Ashfield Public
School:

Datong Chinese School (Chinese Language and Dance Classes)
CO.AS.IT (Italian Language Classes)

NSW Japanese School

Latin American School

The Infants Home Playgroup

Sydney Academy of Chess

Polish Educational Society of NSW

Inner West Music School

Good Start Childcare

Weldon Centre (A.K.0.0.SH.)



School Details

Office Hours: 8:30am —3pm

Phone: 9798 4400

Fax: 9716 7250

Email: ashfield-p.school@det.nsw.edu.au
Mailing Address: 117 Liverpool Rd, Ashfield NSW 2131
Instagram: ashfield_public_school

Website: www.ashfield-p.schools.nsw.edu.au

Procedural Details

Bell Times

8:30am Bell — Teacher on duty

8:50am Bell — Beginning of the School Day
All students to the hall for morning lines

9am Session One

1lam Break One:  Eating

11:10am Break One:  Play

11:30am Session Two

1:25pm Break Two:  Eating

1:40pm Break Two:  Play

2:10pm Session Three

3pm Bell — End of the School Day

Taking students off school site

When a teacher is taking a student group off site, the front office must have a copy of the risk
assessment which will include the itineracy and a contact telephone number in the case of an
unexpected incident or emergency.

School Enews is to be used to inform all parents of an off-site excursion, with parent permission a
requirement for all excursions of site.


http://www.ashfield-p.schools.nsw.edu.au/

Duty of care

Duty of care extends to any child on the school site at any time of the day. Any member of staff
who observes an unsupervised student is required to approach that child and assume duty of care.

At all times, Duty of Care ultimately belongs to teachers officially engaged by Ashfield Public School.
It is important to understand that a Student Learning Support Officer (SLSO) must only work with a
student under the supervision of the teacher who has Duty of Care for that student.

Before School

Unaccompanied students arriving before 8:30am are to sit in the foyer and/or the World Square.
The school principal, member of the executive or allocated teacher are in the foyer area before
school to supervise these students. A teacher is on duty from 8:30am.

During School

At all times during the school day a student is under the care of a teacher. A duty roster allocates
the teacher supervision of children at Break One and Break Two. This includes supervision of
children outside on the playground, or in incidents of inclement weather, inside the buildings. Upon
occasion children are sent during class time to other parts of the school. This might include going to
the toilet, carrying out an errand or visiting another staff member. At these times a child will always
proceed with a buddy.

After School

Class teachers remain with their class group between 3pm and 3:15pm. Any children who have not
walked home as per usual daily routine and/or are not collected by their parent/carer are directed
to the school office to remain under the supervision of the school principal or school executive.

Morning Lines

Morning lines occur daily from 8:50am in the school hall.

Assemblies

Parents are invited to Assemblies every second Friday at 8:50am. Each fortnight week a different
class or group of students leads the assembly. Assembly is a time to showcase learning and present
awards



Entrances to the School

Ashfield Public School is located at the edge of the busy town centre of Ashfield. There are two
main entrances to the school, one on Liverpool Road and one on Murrell Street. Between 9am and
3pm the school site is secured with all gates locked. Access to the school during school hours is via
the Liverpool Road entrance. Visitors enter via the Front Office.

The Liverpool Road Gate will be locked daily at 3:15pm.

From 3:15pm access to the school site is through the Murrell Street Gate.

Staff Meetings

Executive

Learning & Support
Professional Learning
Stage

Health & Safety

High Performing

Information Technology

Parent/Teacher Meetings

Term One Week Five
Term Two Week Nine
Term Four Week Nine

Monday
Wednesday
Wednesday
Wednesday
Friday
Friday

Friday

Individual Education Plan Meetings

Term One Week Seven
Week Two Week Seven
Term Three Week Seven

Term Four Week Seven

3:30pm
7:45pm
3;15pm
3:15pm
8am
8am

8am

Weekly

Weekly

Weeks 2, 4,6, 8 & 10
Weeks 1,3,5,7&9
Weeks 2 & 8

Weeks 3 &9

Weeks 4 & 10



Class Folder

Each class has a class folder. This folder contains relevant information about a particular class
including health care plans risk assessments, behaviour support plans, individual education plans, a
class profile, a class timetable and a roll.

The class folder is an important component of Health & Safety compliance. It remains with the class
throughout the day; in particular when a class moves to a different room to be taught by another
teacher.

The folder is beneficial for teachers unfamiliar with the class, especially substitute teachers, as it
provides an overview of the students, identifying such things as learning, health and behavioural
considerations.

The paper copy of the roll will assist a particular teacher responsible at any given time for a
particular class to confirm that all students are present.

Hazard Reporting

All hazards and incidents must be reported to the principal and/or main office. Teachers and other
staff members may log an incident via a link on the home page of Sentral titled: Hazard Reporting

Smoking

According with the Department of Education policy, smoking on school premises, including the
school buildings, gardens and the car parks, is prohibited. This includes students, employees,
visitors and other people who use school premises, including community groups.

Teacher: student ratio

An adult should never be alone with a student in an isolated area including a locked classroom or
other area of the school. Tutors, teachers, Student Learning Support Officers and volunteers must
always work with a student in a location that is visible to other staff members.


https://docs.google.com/forms/d/e/1FAIpQLSf_BZkryz8vyYBa0fyi1P10K93hRNwUFP51iJTEqwMueOdtXw/viewform?usp=sf_link

Vehicle Access including Parking

Vehicle access to the school site is via Murrell Street, a dead-end street with limited parking.
Vehicle access onto the school site is only with the site manager/principal’s approval.

Wests Ashfield Leagues has agreed that staff and parents from Ashfield Public School may use its
parking facility, the Coo-ee Car Park.

This will be an option for parents finding it difficult to find a car park in Murrell Street during drop
off and pick up time, before and after school. The condition of parking is that parents accessing the
car park become members of Wests Ashfield Leagues, at a cost of $5 per annum.

Vehicles accessing the car park will 1) turn from Liverpool Road into the side road then 2) turn right
into the EAST car park then 3) turn 180° and drive into the WEST car park.

Recording attendance

The Class Roll is called each morning and absences recorded. Students arriving late or departing
early have their attendance status for that day shown as a partial absence.

The school uses an online system, Sentral to record student attendance.

At the beginning of each day (before 9:30am) a teacher will record student attendance on Sentral
for the particular class they are teaching.

It is a teacher’s responsibility make sure that:

- Sentral is updated for all late arrival or early departure of students.

- Parents are contacted if a student arrives to school unaccompanied by a parent/carer and late.
- Parents are contacted to establish the reason for a student absence.

- Check the attendance form each day on School Enews

A School Administration Officer has the assigned duty of Attendance Officer and will support
teachers to maintain accurate record keeping of daily attendance.

For teachers without access to Sentral, student attendance is to be recorded on a paper copy of a
class roll first thing in the morning for the class that they are teaching. This roll is to be sent to an

Assistant Principal or the Principal who will immediately enter the attendance online.

Teachers without access to Sentral will also notify an Assistant principal or the Principal in the event
of students who arrive late or depart early so that the attendance status can be altered online.

The principal must be contacted if a student has:

o an ongoing pattern of late/early arrival
o three consecutive days of unexplained absences

All absences must be explained.



School Map
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Emergency Management

Smoke and Fire Plan

In the event of smoke & fire

1. Remain calm

2. Getdown low and go, go, go

3. Follow evacuation procedure

Bomb Threat Plan

PA announcement 3 times by the Communications Officer to whole school
site:

immediately and wait for further announcements.

Attention everyone on the Ashfield Public School site: all teachers,
staff, children and visitors. Please make your way to the COLA

1. Follow the Emergency Evacuation Procedures

2. Ifyou are the receiver a bomb threatening phone call:

Record the time of call
Ask the caller

When is the bomb going to explode?
Where exactly is the bomb?

When did you put it there?

What does the bomb look like?
What kind of bomb is it?

What will make the bomb explode?
Did you place the bomb?

Why did you place the bomb?
What is your name?

Where are you?

What is your address?

0O 0O0O0OO0OODOOODOO

Do not hang up! Keep the caller talking

3. Follow the flowchart for a Critical Incident



Evacuation

ASHFIELD PUBLIC SCHOOL EVACUATION PLAN

PA announcement 3 times by the Communications Officer to whole school site

/(-ﬁ.ttenticln everyone an the Ashfield Public School site: all teachers, staff,
il children, and visitors. Please make your way to the COLA immediately
._.5 and wait for further announcements.

@
A5A
Students:

1. Listen toinstructions.
2. Follow your teacher.

Pre-S5chool:
1. Room Leaders to collect rolls and

evacuation bag.
Gather students.

II,VII;F_

to the COLA 2
A , 3. Proceed to the COLA
4. Account for all children and staff

Teachers: 5. Wait for instructions from site manager,
1. Gather students [ class and proceed to principal.

the COLA. When possible, bring

evacuation bag and class folder. Other adults on site:
2. Line up students in classes 1. Move to the COLA
3. Account for all students in a particular 2. Bring all children in your care or who

class. you see are without a teacher.
4. Stand at the front of class line. 3. Wait for instructions from the site
5. Wait for instructions from site manager / principal.

manager/principal.
Wardens: Communications Officer:
1. Check classrooms, corridors, 1. Make announcement.

storercom, toilets, and other areas are 2. Contact emergency services

clear of students, staff, and visitors. 3. Contact police / Boys' high school
2. Checkall external deors are closed. 4. Bring the Office Evacuation Bag to the
3. Report to site manager/principal under COLA

the COLA 5. Wait for instruction from the site

manager / principal.

Site Manager / Principal:

1. Lock front gate to school

2. Check playground, hall, and cutside spaces.

3. Atthe COLA account for all students, staff, and visitors on the school site by using class
lists, sign-on registers and reports provided by teachers, wardens, and other adults on site.

4. Make decision for off-site evacuation.

Liaise with police to make decision to end evacuation.

6. Follow up with post-evacuation procedure.

el

At all times, communicate with the wardens and site manager.



Lock Down

ASHFIELD PUBLIC SCHOOL LOCK DOWN PLAN

PA announcement 3 times by the Communications Officer to whole school site

’. . . /ﬁ.ttentn:ln everyone on the fshfield Public School site: all teachers, staff,
I

children, and visitors. Please move indoors and close all doors. Teachers

please lock doors and monitor entrances. All students please report to a

-?
L'TMHMH" teacher and follow their directions.

Students: Other adults including teachers on site
1) ugtentnlnstrl.[ctluns. o i‘ 1 Move inside
2) If you are outside, move inside.

2. Supervise children in your duty of care
including those without a teacher

3. Dial 100 to be checked off the Staff/
Visitor list.

Communications Officer (SAQ)

3) Meet a teacher. Stay with a teacher "’Tr 5}

Class teachers
& all staff including the Goodstart

1) Lock all outside doors to buildings and lock all
windows

2) Where appropriate, pull blinds down

3) Maonitor external doors to let children and
other people return inside a building.

1. Make PA announcement

2. Contact police f Boys High School

3. Bring sign on books and a roll for each
class to the basketball court

4. Attend telephone and account for all
adults including teacher

Class teachers: ) - _ )
5. Wait for instructions from site

1) Account for all students in your class manager/orincioal
including those in your class who are o
currenthy at other locations of the school. Communications Officer (SAM)

2) Contact the School Administration wvia
WhatsApp or Dial 100 to account for all
students in vour class.

1. Attend telephone and WhatsApp
Group and account for all adults,
teachers & students and classes
including preschoal.

2. Wait for instructions from site
1) Lock front gate to school and attach: No Entry manager/principal.

Sign.
2) Check playground and outside spaces for children <taff members should

andknthedr E_dl-.llﬁ-- | carry school master key
3] Make a decision to escalate to emergency status. and phone at all times.

Site Manager / Principal:

4} Ligise with police - 9797 4099,
5) Make decision to end lockdown

; R for lockd include:
6) Conduct post lockdown procedures. FESOns forockiown can incuas
- a lightning storm

At all times, - a dog on the playground Pl
- inappropriate behaviour from an & Ve
individual or group

communicate with the
site manager / principal
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Off-Site Evacuation Map

-

Mrrrie ©

Queen 5y 3
i B8 3 F’E
5 § Meetl FI
X = £ §° sgl.]uhn s Anglican Church
= )
ydon &
E ci?g % %
>
i ﬁ_\a g
2 ¢ -
o P Meeting Place
N / M‘f’" <, Ashfield Park
il :’ ? Eﬁo\? # ﬁ?da
§ 8 9T NS i
5 g_? g
& o =3
' ; o
; AshfielhD) &, - -
§ & 05 ~, %%i ': K, %'ta
A y 3 '
- E o €ld Péblic School L
= § nghﬁ g & o5 E-GT##' el Summes
Meeting Place s 3 1
Orchard Crescen 2 & \ 1E'I;qf.t«\a'.ttinl_:l Place! M 1
Grassed Area E L g Athur sy - %€ “Allman Park: <:
& -
=4 & — % &
a, Robert S § & s
Park Ave € £ £
= $ 3 8

dst



Critical Incicent

Was it a Critical Incident?

School Post Incident Procedure

NEXT STEPS

L

Parents interviews

Whole school and/or Forum*

community contacted*

: : School counsellor to
Media unit contacted* work with affected

students®

*These steps occur depending on the situation
and after consultation with the Director



Complaints, compliments and feedback

The school has a respectful and productive workplace culture where members of the
community and staff can raise their concerns about issues and give feedback.

At all times the school will strive to directly resolve an issue or complaint raised by a
member of the staff, a member of the school community, a consumer, or other
person. This resolution process will include investigating the facts, providing feedback
or relevant information and supporting the people involved.

A complaint should be referred to the principal in person or via email through the
School Office.

If the complaint relates to the protection of a child at risk of harm, school procedures
will be followed.

Health & Safety

Reporting Health & Safety Issues

All staff, contractors and visitors are required to engage with the health, safety and welling
consultation process that occurs as part of daily work activities. All employees and others
undertaking work have a collective and individual responsibility to be part of the consultation
process for workplace health, safety and wellbeing. This includes matters involving protecting and
supporting children and young people.

The school askes that all staff to submit reports regarding Health, Safety and Wellbeing via a
Google Form.

Visitors, contractors and staff are able to communicate health, safety and wellbeing issues to the
Front Office.

Health, safety and wellbeing issues are discussed by the Health, Safety & Wellbeing Committee and
includes:

- identifying the hazard - find out what could cause harm

- assessing the risk
understand the nature of the harm that could be caused by the hazard, how serious the
harm could be and the likelihood of it happening.

- controlling the risk
implement the most effective control measure that is reasonably practicable in the
circumstances.

- reviewing control measures - ensure control measures are working as planned.



Toilets

Toilets for children only

Level One (Block A)

Courtyard (Block C) and outside the library
In the playground opposite the Canteen
Inside the School Hall

Toilets for adults only

Administration area (Block A)
Top floor of Block B

In the event of an emergency, any toilet can be accessed.

First Aid Stations

First Aid Stations are located around the school - near the entrances to classroom, in the Hall and in
the Library. The station is a brightly coloured crate mounted on the wall. Inside each station is a box
containing gloves, Band-Aids and cleansing wipes. Next to each box is a green sign that says: Safety
First.

Firsi Aid Station |
3 |  CLASSROOM

First Aid Kit [§ " FIRST AID KIT




Duty/Evacuation Bag & Class Folder

A Duty/Evacuation Bag is located on a hook nearby the First Aid Station each
classroom. Inside the Duty/ Evacuation Bag is Class Folder with information about the
students in the class and may include Risk Assessments and Behaviour Support Plans.

The Duty/Evacuation Bag typically travels with the class throughout the day (eg.
Sport, Library), and is returned to the hook at 3pm or when the class is in the room. It
is carried by teachers whilst they are on playground duty or off school site with class
groups.

i AABasa
a3adasia
\23 24dai
[

DOWNWARDS
Pt .

Class
Folder

/5T

Updated: 28/07/18

Epipens, Asthma Puffers and Spacers

An Epipen, Asthma Puffer and Space are stored together in a green first aid bag at 7 locations
around the school site.




Locations of Epipens, Asthma Puffers and Spacers

BLOCK A

Ground FA
First Aid R

Middle Fla
Library

Top Floor

BLOCK B
Gmt_md Flos




Ashfield Public School First Aid Procedures

Every teacher must be able to access and use:

an updated list of emergency contact numbsers All teachers fo be
clip board with First Ald Register shesis -
First Aid Kit & epipen & icopacks Eﬁ,ﬁ' iﬁntz p";ff?ﬁm

Sentral’ Haalth / Sick Bay 8 Emergency Care

Call e e

If a child becomes ill or injured whilst in class the teacher with duty of care will:

attend to the child's condition

mionitor the condition of the child

telephone the office (Dial 100) to contact the parent if the child needs to go home. The teacher will
try to speak directly with the parent.

direct the ill or injured child somewhere comforiable in the classroom

assign & buddy or tewo to sit with the child with feacher to monitor

fill out the First Aid Register sheat and/or create new entry onto Santral

contact the principal or an executive if support is reguired

Ll

B ]

Dwnng cofs=s fme, fwo sfudents may be sent down fo fhe office for an icepack. Never zend the if or
injurad child who iz fo remain with the feacher at all fmes

If a child becomes ill or iz injured during recess or lunch the teacher on playground duty
will:

1. sttend to the child with supplies from the first aid kid that are in the backpack camied by the teacher
whilst on duty

2. fill out the First Aid Register sheet (in the playground folder in the backpack). This shest needs to be
transfarad o Sentral by the teacher on playground duty

3. if mecessary for further attention, send the child sccompanied by a buddy with the First Aid Register
shest to the First Aid Room

4. contact the principal or an executive if the child cannot be mowved or adult support is required

In the First Aid Room the first aid officer will:

attend to the child

create an entry on Sentral — Health [ Sick Bay

rmake the decision if the child is to retum o class or sent home
inform the class teacher if necessary

contact the parent if necassary

contact the principal or an executive if support is reguired

S

At sport or during an cutdoor activity or whilzt on an excursion a teacher will:

1. ensure a risk assessment is in place
2. tzke from the first aid room a backpack containing ice. a first aid kit and any other
itams necessary for the particular student in the group swuch as an epipenipuffer
3. attend to an ill or injured child using supplies from the first aid kid that are in the backpack
4. fill owt the First Aid Register sheet (in the backpack)
5. contact the principal or an executive if support is reguired
. upon return to school, record First Aid on Sentral
Always camy a
At all times the teacher will: phone and use

1. Only send an ill or injured child to the First Aid Room during it if required

break time as there is & teacher on First Aid Duty at this time

Im the event of & serous illness or mjury, immediately send

for an executive or the principal fo assist

camy a mobile phone to contact the executive or principal for assistance if reguired.
use initiative to immediately call an ambulance if reguired

administer an epipen if 2 child is having & severe sllergic reaction

contact the parent if the child as a matier of professional intagrity — akways in case of 2 head injury

g%
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ASHFIELD PUBLIC SCHOOL
INFECTION CONTROL PLAN

Steps to take when dealing with exposure to blood or other body substances
Evacuate

Move children and other people away from the hazard

Izolate

Designate the affected area as resfricted

Control

Communicate to all people in the vicinity including the site manager

Eliminate

Cleaning the affected area using appropriate Health & Safety precautions
Engage professional assistance if required
Hygiene for dealing with exposure to blood or other

body substances

Wear protective clothing and gloves

What to do if exposed to blood or other body substances

= remove contaminated clothing

o if blood or body fluids get on the =kin, irrespective of whether there are cuts or abrasions, wash
well with s0ap and water

o ifthe eves are splashed, rinse the area genily but thoroughly with water while the eyes are
open

o if blood or body fluid gets in the mouth, spit it out and rinse the mouth with water several times,
spitiing the water out each time.

o report fo site manager and Health & Safety Unit

What to do if changing a child

contact parent and consult sife manager

move child to changing area (toiletbathroom)

maintain the dignity of the child as a priority

two willing staff members to be present during changing process

wash the child’'s hands

put on gloves before removing soiled/bloodied clothing from the child
assist the child to wipe themselves, encouraging them to wipe front to back
place the goiled/blocdied clothing in a plastic bag

enzure student is dressed in appropriate clothing.
encourage the child to wash and dry hands, and then to leave the bathroom

oo o o o O aooao



_ascla

www.allergy.org.au

ACTION PLAN FOR

How to give EpiPen®

1y

=

Yo

Farm fist arourd EpiPen® and
PULL OFF BLUE SAFETY RELEASE.

. ™)

2

Y -

PLACE ORANGE EMD against outer
miiethagh |with or without clothing).

i N

3

L A

PUSH DWW H HARD uniil a click &
heand or felt and hold m place for
10 seconds.

Remaoee EpiPen®. Massage irgcton
=ie for 10 ssconds.

IFSATUCTIONS afE 2SO OF T dervics labal and at:
e eI 073 ana0rs G

]
Anaphylaxis
For use with EpiPen® adrenaline autoinjectors
MILD TO MODERATE ALLERGIC REACTION

= Swalling of lips, face, eves
= Hivas or wells

= Tingling mowuth
= Abdominal pain, vamiting (these are signs of anaphylasis for ingact allengy)

ACTION FOR MILD TO MODERATE ALLERGIC REACTION

» For insect allergy, flick out sting if visible. Do not ramove ticks.
= Stay with perscn and call for halp.

* Locate EpiPen® or EpiPen® Jr adrenaline autoinjector.

+ Phona family/emergency contact

Mild to moderate allergic reactions may
not always occur before anaphylaxis

Watch for ANY ONE of the following signs of anaphylaxis
ANAPHYLAXIS (SEVERE ALLERGIC REACTION)

= Difficult/ noisy breathing

» Swalling ol tongua

» Swealling/tightness in throat

= Difficulty talking and/or hoarsa voica
* Wheaze or persistant cough

= Persistent dizziness or collapse

* Paka and floppy (young children)

ACTION FOR ANAPHYLAXIS

1 Lay person flat. Do not allow them to stand or walk.
If breathing is difficult allow them to sit.

2 Give EpiPen® or EpiPern® Jr adrenaline autoinjector.

3 Phone ambulance*: 000 [AU) or 111 (NZ).

4 Phone family /emergency contact.

5 Further adrénaline doses may be given if no response after
5 minutes, if another adrenaline autoinjector is available.

If in doubt, give adrenaline autoinjector

Commence CPR at any time if person is unresponsive and not breathing normally
EpiFere & geneally prescribed for aduls and ohildsosn ower 5 yoars.

EpiFasm It is gerarally prescribed for chikiren aged 1.5 pears.

*hadical obsarvation in hispml ior 37 ket 4 hows & recommended afe araphyias.

IF UNCERTAIN WHETHER IT IS ANAPHYLAXIS OR ASTHMA

* Give adreraline aanpirgector FIRST, then asttma refiever.

* If someone with known food or insect allergy suddenly develops severe asthma e
sympioms, give adrenaline autoinjecior FIRET, then asthma rebeser.

& ASCLA 2015 This plan was developed Tof wSe a5 a8 posaer and o be sioeed with gerenl use adsenaling aulDin jenoes.



Asthma First Aid

Sit the person upright
— Be calm and reassuring
— Do not leave them alone

Give 4 separate puffs of blue/grey reliever puffer
— Shake puffer

— Put 1 puff into spacer
— Take 4 breaths from spacer

Repeat until 4 puffs have been taken
Remember: Shake, 1 puff, 4 breaths

OR Give 2 separate doses of a Bricamy Inhaler (30e 6 & over) or 3 Symbicort Inhaler fover 120

Wait 4 minutes
— If there is no improvement, give 4 more separate puffs of

blue/grey reliever as above
(OR give 1 more dose of Briczngd or cort Inhaler)

If there is still no improvement call emergency
assistance (DIAL 000)

— Say "ambulance’ and that someone & having an asthma attack
— Keep giving 4 separate puffs every 4 minutes until
emergency assistance arrives

(OR 1 dose of Bricamyl or Symbilcort every 4 minutes — wp o 3 more doses of
Symibicort).

Call emergency assistance immediately (DIAL 000)

— [f the person is not breathing

— If the person’s asthma suddenly becomes worse, or is not improving

— If the person is having an asthma attack and a reliever is not available

— If you are not sure if it's asthma

— If the person is known to have Anaphylaxis - follow their Anaphylaxis Action

Plan, then give Asthma First Aid.
Blue/gray reliever medication is unlikely to harm, even if the person does not have asthma




Treating, Recording and Communicating Injuries & Illnesses

Treating Injuries and llinesses

Injuries and illnesses are to be treated by the supervising teacher.

In treating an injury and/or illness, the teacher should:

- identify hazards immediate that could affect the safe treatment of the injury or illness

- assess the type and severity of the injuries and illness and proceed with an appropriate response
- provide the appropriate first aid

Recording Injuries and lllnesses

The supervising teacher is to record injuries on Sentral

Communicating Injuries

The supervising teacher is to contact parents provide information about any injury/iliness including
a description of the incident and first aid given.

For serious injuries, the site manager/principal is to be contacted.



Wellbeing

Documenting student wellbeing

All adults on school site are required to report and document incidents relating to the wellbeing of
children as part of their duty of care. All teachers (including casual teachers) should document via
the Wellbeing Module in Sentral

Wellbeing

Create an Incident

Student Plan Series

Home Reading

Make good wellbeing
choices Triple E

(Engagement,...

Not making good
wellbeing...

Learning Interventions
and...

Attendance

Communciation

Bullying
Child Protection



Engaging students

Ashfield Public School’s Positive Behaviour for Learning is universal engagement through a school-
wide and classroom system for all students, staff and settings.

The school is committed to a learning community that makes ten wellbeing choices. These
wellbeing choices are explicitly taught within the context of the Personal Development curriculum
and are embedded into the whole school culture of success.

Each student at Ashfield Public School is supported to:

Wellbeing Choice 1:
Wellbeing Choice 2:
Wellbeing Choice 3:
Wellbeing Choice 4:
Wellbeing Choice 5:
Wellbeing Choice 6:
Wellbeing Choice 7:
Wellbeing Choice 8:
Wellbeing Choice 9:
Wellbeing Choice 10:

Be respectful

Be responsible

Be resilient

Be safe

Be a learner

Be fabulous

Be a good friend
Be healthy

Be inclusive
Embrace diversity

Informing each choice are character strengths:

Creativity

Love of Learning
Bravery
Perseverance
Love

Social Intelligence
Fairness
Leadership
Forgiveness
Prudence
Humour

Hope

Curiosity
Open-Mindedness
Energy
Authenticity
Kindness
Perspective
Teamwork
Self-Regulation
Humility
Gratitude
Spirituality

Appreciation of Beauty & Excellence



Responding to Behaviour

At Ashfield Public School, behavior is described to students as being like an engine with different
levels. Students are taught to identify their behaviour. They are encouraged to proactively
deescalate inappropriate behaviour by finding solutions.

P

IS your: engine running

How

Running low



Ashfield Public School
Attendance Flowchart

Chid has  three Child has pattern of
consecutive days unexplained
unexplained absence absences

| }

Teacher contacts parents / carers

@ * As part of my duty of care | am required fo contact you
regarding the unexplained absence_ .. | am also required provide
you with information [ about compulsory School Attendance. Please
contact the school principal if you want to discuss this further.”

1 Not Resolved? *

Medical certificates

obtained or written
Not explanation
Resolved? + |

‘\. DDES thE

child have

Refer to
Principal

Principal meets with an -
parents / carers ?:ﬂ{'?l;"d‘:husirt}‘;
Office)

l Mot Hesolved?

School works with parents and Learning
Support Team with a plan developed,
implemented and monitored
involving school counsellor and external
agencies where appropriate.

v ¥

Application for Supporting and protecting
HSLO support children and young people
procedures followed

Every student
absence (partial and
full) must be
supported by a letter
or a Google Form

The class teacher has the

responsibility at all fimes to
account for an unexplained
student attendance.

Tzl T Resolved
——-

Child has three mornings
of unexplained partial
absences (eg. late)

!

Weekly
check of

attendance
by Assistant
Principals

ATTENDAMNCE CODES

Teacher approved

A Unexplained
5 Explained - sick
B Explained - camival etc..

Principal approved*

L Explained - at & funeral
et

L Explained - family illness
E Explained -suspended
M Explained - exempt

A Unexplained - unjustified

Resolved

Ongoing monitoring

SASS staff manage:

- shared enrolments
- exemption from
school

To be approved by
the principal



Ashficld Public School

Protecting and supporting children
and young people procedures

Flowchart

The flowchart provides an overview of the process for all staff when responding to
concemns about the wellbeing (including safety and welfare) of children and young
people.

Are you concemed about the wellbeing (safety and welfare) of a child at the school?

¢ Yes Yes

Inform the principal or No
executive of the concerns { I there a reason
for not conwveying
I risk of significant
harm concemns to
The principal or execulive consulz the the principal or
Mandatory Reporer Guide and uses their executive
professional judgement and may seek
specialist advice, conceming the suspected
risk or significant harm? ar
The principal or executive: The principal or executive:
makes a report to the Child decides no action is
Protection Mandatory needed
Reporting
documents on Sentral
provides you with a contact
reference directs ongoing monitaring
number (CRN) by teacher v
documents on Sentral and direcis teacher to access Document your
accesses appropriate appropriate support eqg. CONCEMS
support Learning Support
i i Make a report to the
Al psotdestin el Child Protection
monitoring Helpline
| Yes  Notify the School
You disagree with the decision of the principal or execufive Education Director

not to follow up on the situation or the way that the situation .
has been dealt with and believe that the child is =fill at risk
of harm.



Ashfield Public School
Anti-Bullying
Teacher Flowchart

Be aware of the indicators of bullying

! ! ! |

A child says Someone A child is observed A child is
that they are reports that as having an observed as
being teased, someone else  ongoing pattern of threatening,
excluded and / is being being disengaged  dominating and/or
or bullied bullied or not happy controlling another

child and/or group

! ! ! !

These indicators must be freated as evidence of a potentially serious pattern
of bullying and must be immediately addressed using an Anti-Bullying Support

Plan l

Teacher to investigate the situation including:

+ documentation on Sentral

» completing an Anti-Bullying Support Plan

» raising the matter at the weekly Communication
Meeting during the Student Wellbeing item of the
agenda

« making a referral to the Learning Support Team
(LST)

» communicating to a member of the School Executive

» communicating to the principal

« communicafing to the parent

l A teacher must never
dismiss any indicator M
Ongoing as not important
m@nitﬂring ﬂi anou gh o be Parson is a victim of bullying
all the children investigated and

. : . on i bulivé
involved communicate using Persan is bullying another student

school processes.

Ll



Ashfield Public School

Incident Report
Flowchart
ldentify the Incident

FI:I-III:I'IIIH'E FI:I-III:I'IIIH'E FI:I-IH:I'Ilﬂ'E FI:I-Ih:rllﬂ'E HEkEH
pmneduru Bll]nng F'mb::lirlg and pmneduruh Eu-uﬂefmm
for First Aid. Flowchart and  supporting Responding to

refer to the children inappropriate HEﬂfﬂ'l.

schaol's Ani and young b=haviour as Safety &

Bullying Plan  peogle detmiledinthe  Wellbaing

Commities
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This is a summary of the WHS
Policy. A full version of the
nolicy is available on the intranel
and internet under Policies

A

OVERVIEW QF POLICY STATEMENT

The HEW Departmeal af Edusalion snd Communities
[DEC beliags Lhe prowiien o1 2 £ale workisg aad
leeming envicanment for al iz isegral and eszenlial
to proeiding mablic pduealion and elhér communily
SETACES,

The Degariment i commitled Lo:

» praviding exeryeac i ils workalices with asafe
and Aezahiby medrhing sl eaiming emenment

= pramaling dignily and razpect enétaking eclion
Io peewset and ra<pend ba ballying

= athapling agrexenlalive and shafepic appriach
1o balth andareby and meniloring peslommane:

= Suppariing and promo€ing bealth and wellbzing

w prawiting febam fework programs o Neclikale sale
ard durahile: refuen lowark Toremplepees Tor balh
wark ralaled aad nas-work ralebad heallh conditione

= meaning | corsetalion mih cplayess, Bieir
epresentedives and olbarson'WHE Bnms

= prawiding appeepriabe inhimation, traiving and
mzbuclion lo facibbate sele and praductive working
ard ‘eaming e onmenls .

prawiding an aHeciine and sccesshle salety
nanagement system faralemplopees and elhers
Iv pide sale working and lezmang in all wark placas

1ha repaiting of incide ks 2o thal actianea hetakes
To manaze e incidenl, prevent Fariheringidenls,
ane] provad & suppoel where meguined

= prowitirg 3 propran of canlinuaus improvement

OVERVIEW OF APFLICABILITY AND COMTENT

The aolicy appliesi 1o everyene in s markplaces

The Departmend | 5816 B8 previde 1afe werkglaoes
Tk The pegnision al groceduns, gridcings g
alher sesmaices.

Latroar in the Deparmen]’s warkplaces bas 3
rasponzibibty for ha el and safedy under the Work
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WORK HEALTH
AND SAFETY [WHS]

RESPOHSIBALITIES - SECRETARY
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Ihehedth aad safely al everpane in depardmendal
wa rkiplacas. by enzuan g 1hal apprepe e seslems
arein place, respoasiiblies ame appprialely
tafined and managars and SUGErESOrs [ECEie Lhe
Irainiag and reseurees hey need Do ey gul Lhidt
WHS resgorsibiifies.

RESPONSIEILITIES - SENMOR EXECUTIVE DEEMED
TORE OFFICERS LINDER THE WHS ACT 211
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RESFOMSIBILITIES - SENIOR MANAGERS AND
WORKPLACE MAHAGERS ARE TO TAKEACTION
TOENSLIRE:

= this policy it implemanicd

s sale syslems ol woek and WHS pmcadueesand
peidefings ere implementad. risks are manzsged sn
lar i & reasm eh by practiczhle s thak theystine
forcantinug s sefaly imp mvament

& TR 20 DINETS LB 2king markaie supaivised
andrecapee bhi nsbruclion, nfoemalion and franng
matessarg ba waledy pesTorm Iheir delies

= mezning ful consellalion bakes placs wilh cmpliyees,
Iheirrepresaatatives znd aters o WHS Ezies

= waikplac: incidzels e reparled mdisvesbgaled asd
aparaprete achonis ien (o praveet ferther nadanks

& elfeclive emergency response glams ant proccdires
arainplace

audil and other cemglenpa ragyemenls ae
complied mih

Emiplayeas with ey ar ilness sra maniged in
sccrdence wilh 1ha DEC Raturn 1o Wark Pragram
endather redisvand guidalings

When: mafkglace: menagers an: mable o o
arry ol these prossont ey shodldescaale thea
Tor dpprogriale dclien and smipperk

Muchele 8 e

SECTELAry

RESFORSIBILITIES - EMPLOYEES AHD OTHERS
LIRDERTAKING WORK ARE TO:

o laka reazamable eane far (b biallh and salely of
{hemsghias and {hasa undar tkeir sopErdson, and
Thal e @15 o omissans da ml adeersely alfact
[he health and safzly of olhers

o gomply wilh g reaserablemsineclisnar eyl
fireclion & [ar as{hey are reasanably abic

coogerale in lellaming EC isallh and safely
gudclines and prozederas

e it EnIS and hizerds, and pai cipdle in
{raning and cersullation wilh DEC suaport

s ;e fher shibpatons e sapaert thek relue Tothe
warkplaca folowing anynury arilness.

RESPONSIBILITIES - STUDENTS AHD VISITORS
ARE T0:

o Lake easoable care of thair own haglth andsadaky
anfl {hal thair acls ar amissions de nad adeersely
aifeet the health and zafety of oihars

= regork bealth end safely issues and particpals
ingerspltation inwork beatth znd sefaly matters
afecting than

v falow local grozedares in elstian fo wark health
midzafety

CONTACT YOUR WORK HEALTH
AND SAFETY TEAM FOR
INFORMATION AND ADVICE

T0 REPORT AN INCIDENT OR
INIURY OR IF YOL HAVE A GENERAL
WHE ENDUIRY PLEASE CALL

1800 811523

OR VISIT THE 'WHS WEBSITE AT
https:/ /detwww.det.nsw.edu.au/
workhealthandsafety
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