
Work Health 

and  

Safety 

February 2019 









SAFETY VALUES 





ROLES & RESPONSIBILITIES 



ROLES & RESPONSIBILITIES 



ROLES & RESPONSIBILITIES 











The Work Health and Safety 

employee representatives elected 

by the employees in 2019 are: 

 

Leanne Armstrong - SLSO 

Caroline Cass – Relieving Assistant 

Principal 

Melissa O’Brien - SLSO 

Elisha Obsioma – Teacher 

Patricia Smith - Teacher 

  

The employer’s representative is  

Peter Gurrier-Jones – Principal. 

 

WHS COMMITTEE 2019 



First Aid Officer 

Anne 

French 
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The complete First Aid Plan can be found on the WHS Board and also at: 

T:\Staff Information\WHS\First Aid Folder\2019\First Aid Plan 2019  

FIRST AID PLAN 



HEALTH CARE PLAN CHECKLIST 



INDIVIDUAL HEALTH CARE PLANS 

Please ensure you are using the 2019 format for 

your student’s Individual Health Care Action Plans 



ASTHMA & ANAPHYLAXIS - ACTION 

PLANS 

ASCIA Anaphylaxis 

Action Plan - EpiPen 

ASCIA Anaphylaxis  

Action Plan – General Use 

Asthma Action Plan Asthma Action Plan 

ASCIA Allergic reactions 

Action Plan 



MANDATORY PROFESSIONAL LEARNING 

All staff are responsible for ensuring that they have completed the 

mandatory DoE training. Online training modules and face-to-face 

training are required to be re-completed according to a specific 

timeframe. 

 

*Anaphylaxis e-learning (APTSs) Essential – to be completed 

every two years (found in the ‘Health and Safety – e-Safety’ area of 

the portal) 

  

*e-Emergency care (APTSs) – to be completed every three years 

(found in the ‘Health and Safety – e-Safety’ area of the portal) 

  

*Mandatory Child Protection Training (2019) – to be completed 

every year (found through MyPL on the portal) 

 

Site Requirement: 

Prescribed Medication Administration 

 

Please ensure that the above course are completed and up-to-date 

in accordance with the timeframe. If you are completing any of the 

courses, please print three copies of the certificates. One copy for 

yourself and two copies for the office. 

 

 

 



The safety of all staff is paramount to operations at The Hills School.  

Work health and safety is an important consideration for anyone 

working alone or in isolation.  The implementation of risk 

management procedures and communication between all parties is 

imperative in addressing the health and safety risks associated with 

working alone.  In order to keep all staff safe whilst onsite at The 

Hills School in addition to our ‘Risk Management Plan – Working 

Alone’ the following summary outlines procedures for start of day, 

end of day and school holidays. 
 
START OF DAY: 

 

• Access is available to the school from 5.30am (when cleaners arrive) 

• The General Assistant (GA) is onsite from 7.30am each day 

 
END OF DAY: 

 

• If you re-enter your room any time after 3.00pm please ensure you lock 

it upon exit 

• Cleaners commence locking the school site from 5.50pm each day 

• All staff will need to be offsite from 5.45pm to safeguard any staff 

member from being locked in 

 
SCHOOL HOLIDAYS: 

 

• A schedule of days that the GA and cleaners are onsite during school 

holidays is provided to staff in the last week of each term 

• A ‘text in’ and ‘text out’ system of communication has been established 

between staff and the principal/deputy principal 

 

 

 

 

WORKING ALONE AT SCHOOL 



MANAGING EXPOSURE TO ALLERGENS 

IN THE WORKPLACE 

The complete First Aid Plan can be found on the WHS Board and also at: 

T:\Staff Information\WHS\Risk Management Plans\2019\Allergies & 

Anaphylaxis 



EXCURSION CHECKLIST 



Communication with Staff  

via e-mail 

 

It is important that all staff, including those who 

are unable to attend Staff  Meetings, are kept up 

to date with WHS information. 

 

Please check you NSW Department of  Education 

email daily. 

 

If  you have not completed your 2019 ‘Staff  
Details Update’ form, please return it to the 

office as soon as possible. 

 

 

 

 

 

 

 

 

 

 

 



KEEPING YOUR DETAILS UP TO DATE 

Please ensure you keep your details up to date in 

Employee Self Service via SAP. This includes change of 

phone number and address. 

 

We generate our Emergency Contact details from SAP 

HR and your up to date information is required. 

 

If you haven’t updated SAP HR this year, please review 

your details via 

SAP 

Employee Self-Service 

Personal Information 



WHS Policies and Information 

 

 

All The Hills School WHS Procedures and 

Information are available on the school network: 

 

FACULTY T:\ Staff Information \ WHS  
 

As the policies and information are updated they 

will be saved into the WHS folder 

 

 

 

 

 

 

 

 

 

 

 


