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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.  
 
 

 
 
 
 
 



 
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 (WWCC) 
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  
 

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

 
 
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 
 

 

Casual staff daily registration form  
 

All casual teachers must complete the Casual  
Teacher Form each day and meet with the 
 principal or a member of the executive at  
the end of the day to sign- off.  
 
 

  



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.O.O.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 

11am   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  Monday  3:30pm Weekly  
    
Learning & Support  Wednesday  7:45pm Weekly  
    
Professional Learning  Wednesday  3;15pm  Weeks 2, 4, 6, 8 & 10 
    
Stage  Wednesday  3:15pm  Weeks 1, 3, 5, 7 & 9 
    
Health & Safety  Friday  8am Weeks 2 & 8 
    
High Performing  Friday  8am Weeks 3 & 9 
    
Information Technology Friday  8am  Weeks 4 & 10 
 

Parent/Teacher Meetings 
 
Term One  Week Five     
Term Two Week Nine    
Term Four  Week Nine    

 

Individual Education Plan Meetings  
 
Term One  Week Seven    
Week Two Week Seven   
Term Three Week Seven   
Term Four  Week Seven    
 
  



 

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 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 



Emergency Management  
 

Smoke and Fire Plan 
 

 
 

Bomb Threat Plan 
 
 

 
 
 



 

Evacuation  
 

 
 
  
  



 
Lock Down 
 

 
 
  



 

Evacuation Mpa 
 

 
  



Off-Site Evacuation Map 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Critical Incicent  
 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



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.  
 

         
  



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.  
 

          
 
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 

 
 
 



 
 



 
 
 

 



 



 
 
 
 
 
 
 
 
 



Treating, Recording and Communicating Injuries & Illnesses 
 
 
Treating Injuries and Illnesses 
 
 
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 Illnesses 
 
The supervising teacher is to record injuries on Sentral  
 

 
 
Communicating Injuries  
 
The supervising teacher is to contact parents provide information about any injury/illness 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 
 
 
 
 
 
 
  
  
  
  
  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



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:  Be respectful 
Wellbeing Choice 2:   Be responsible 
Wellbeing Choice 3:  Be resilient  
Wellbeing Choice 4:  Be safe 
Wellbeing Choice 5:  Be a learner 
Wellbeing Choice 6:  Be fabulous 
Wellbeing Choice 7:  Be a good friend 
Wellbeing Choice 8:  Be healthy 
Wellbeing Choice 9:  Be inclusive 
Wellbeing Choice 10:  Embrace diversity 
 

Informing each choice are character strengths: 

 
Creativity    Curiosity  

Love of Learning  Open-Mindedness   

Bravery   Energy   

Perseverance    Authenticity   

Love     Kindness  

Social Intelligence   Perspective 

Fairness   Teamwork  

Leadership   Self-Regulation  

Forgiveness    Humility   

Prudence   Gratitude  

Humour   Spirituality   

Hope    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. 
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