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SAFE, HEALTHY AND PRODUCTIVE
WORKPLACES STRATEGY:

JANUARY 2016 - DECEMBER 2018

The NSW Department of Education

(the Department) has demonstrated its
commitment to provide a safe working
and learning environment through
delivery of the Safe Working and Learning
2009-2015 strategy.

The Safe, Healthy and Productive Workplaces
Strategy: January 2016 to December 2018 (the
Strategy), articulates the Department's commitment
to delivering sustainable, continuous impravement in
safety for our employees, students and communities.
The Strategy outlines key focus areas and outcomes
to be achieved over the next three years.

The Strategy will deliver sustainable, continuous
improvement in the Department's health and safety
performance by:

= continuing to build a strong foundation of
leadership, accountability and capability across
all workplaces;

= providing quality, timely services and advice to
support workplaces maintain safe, healthy and
productive environments;

= working collaboratively with internal and
external stakeholders to identify, develop and
implement best practice solutions in a timely
and cost effective manner; and

= continuously increasing the overall service,
infrastructure and resources that support work
health and safety practices.

To ensure that the Strategy is implemented effectively,
the Department will:

= develop, manage and deliver key projects based on
workplace priorities;

= identify and implement a variety of communication
and delivery methadclogies to meet customer
needs and expectations;

= work collaboratively and in partnership with
stakeholders including other government agencies
and external providers;

» consider different environments within the
Department and their needs; and

= capture and analyse data and evidence to foster
a continuous improvement and safety culture.

The focus of the Strategy is on supporting schools
and other departmental workplaces, including state
office or corporate environments, to provide a safe
working and learning environment. Directorates and
partfolios have responsibilities for working together
to achieve this goal and each area is responsible

for leading different aspects of the Strategy. An
annual evaluation against the strategic targets will
be conducted and reported to the Health Safety
Steering Committee.



About the NSW Department of Education
Safe, Healthy and Productive Workplaces Strategy

This Strategy is a three year plan to
guide the Department to achieve
continuous, sustainable improvement
in the Department’s health, safety and
wellbeing performance.

The Strategy is in place from 1 January 2016 to

31 December 2018 and has been developed with
consideration given to the Department’s Strategic Plan
2013-2017 and related strategies, including:

s Connected Communities;

s Rural and Remote Education Blueprint for Action;
s [pcal Schools, Local Decisions; and

® Great Teaching, Inspired Learning.

The Strategy also incorporates the directions taken

in the NSW government’s draft Health, Safefy and
Recowvery at Work 2027 initiative (due to be released
in 2016) and is consistent with the national Australian
Work Health and Safety Strategy 2012-2022.

The cooperation of all employees in implementing
this Strategy will ensure its success. Consistent with
responsibilities under the Work Health and Safety
legislation, employees at all levels of the organisation
have a responsibility for the safety and wellbeing of
their colleagues, students and themselves. Through
this cooperation, the Department can significantly
build upon the existing culture of safety in its schools
and other departmental workplaces, including state
office or corporate environments.




The Strategy is made up of five focus areas:
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Quality Delivery Identify, Manage
and Support and Prevent

Leadership,
Accountability and
Culture Management
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Building
Foundation Skills Collaboration

These areas provide a focus for the Department in managing its health, safety and wellbeing program. A review of
the Department’s progress, against the intended outcomes, will be undertaken annually, ensuring accountability
and providing a clear and transparent picture of progress.



Departmental safety values

The Department’s core safety values are
central to what we do. They affirm the
Department’s commitment to providing
safe and healthy workplaces for our
employees, students and communities.
These values are integral to the Strategy.

A strong culture where health, safety and wellbeing

is valued can only be achieved with the participation
and cooperation of all employees and others
undertaking work, such as volunteers and contractors,
in adopting these core safety values and 2pplying
them in the workplace. Leading safety in this way

will underpin safe behaviour and influence actions
and decisions across the Department.

The Department's safety values are:

that people are its most valuable asset and is
committed to do what is reasonably practicable
to ensure the health, safety and wellbeing of
everyone in the workplace;

to strive to provide safe working and leaming
environments where all work-related injuries,
illnesses and health conditions can be preventad,
and an incident-free working and leamning
environment is vigorously pursued,

that everyone is responsible and accountable for
their own safety and that of others;

that cormmunication, consultation and
cooperation are central to working together
for safer workplaces;

to strive to provide a safe working and learning
environment where employees with an injury,
iliness or health condition will make a timely,
safe and durable return to work with
organisational support where reasonably
practicable; and

to achieve a safer and healthier workplace through
a systemnatic approach to safety management.
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Work Health and Safety (WHS

This is @ summary of the WHS Policy. A full version of the policy is ‘

Policy Summary

available on the intranet and internet under Policies.
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OVERVIEW OF POLICY STATEMENT

TheN3WDepartmentofEducation|DoE) believes the
pravision of asafeworking and leaming environment
fior allis integral and essential fo providing public
education and other community services.

The Department is committed to:
providing everyone in its workplaces
with a safe and healthy working and
learning environment
promoting dignity and respect and taking action io
preventandrespond to bullying
adopiing a preveniative and strategic
approach to health and safiety and
manitoring performance
supparting and promoting health and wellbeing
providing return to work programs o facilitate
safe and durable return bo wark foremployees
for both work related and non-work related
heath conditions
maaningful consultation with
employess, their regresentativesand
otherson WHSissues
providing approgriate information, training and
imstruction to faciitate safe and productive
waorking and leamingenvironments
providing an effective and accessible safkty
managementsysiem for all employees and
others o guide safe working and learning in all
waorkplaces
the reporting of incidents so that action can be
taken io manage the incident, prevent further
incidents, andprovide supportwhere required
Providing a program of continuous improvement

OVERVIEW OF APPLICABILITY AND COMTEXT

The policy applies fo everyone in its workplaces.

The Cepartment is able bo provide safe worplaces
throwgh the provision of procedures, guidelines and other
TESOUTTES.

Everyone in the Depariment's workplaces has a
responsibiity for hesith and safety under the Work Heatth
and Safiety Act 2011, with the Department having the
primary duty of care.

RESPONSIEILITIES - SECRETARY

To ensure, 5o far as is reasonably practcable, the
health and safety of everyone in departmental
workplaces, by ensuring that appropriate systems
are in place, responsibiities are approgriately
defined and managers and supenisors receive the
training and respurces they need to carry out their
WHS resoonsibilities.

RESPOMSIBILITIES - SEMIOR EXECUTIVE DEEMED
TO BE OFFICERS UNDER THE WHS ACT 21

have a positive duty of care fo exercise due
diligence, as defined in Secton 27(5) of the Act, in
ensuring that the Department complies with its dl.njr
under the legislation.

RESPOMSIEILITIES — SEWIOR MANAGERS AND
WORKFLACE MANAGERS ARE TO TAKE ACTION TO
ENSURE
. this pobcy is implemenied
. safe systemsofwork and WHS proceduresand
guideines areimplemented, risks aramanaged
sofarasisreasonably practicable and that they
strive for confinuous safety improvement
. employeesand othersunderiakingworkare
supenised and receive the instruction,
information and training necessary to safely
perform their duties
. meaningful consutation takes place with
employees, theirrepresentative sandotherson
WHSssues
. workplace incidents are reported andinvestigated
and appropriate action is taken fo prevent further

incidents

. effactive emergency response plans and
procedures are in place

. audit and other compliance requirements are
complied with

= employee swithinjury or liness are managedin

aceordance with the DoEReturn to Work Program

andotherrelevantguideines.
Wihereworkplacemanagers areunable toensure any of
these provisions they should escalate them for
approprale action and support

Muehals {:;yw
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RESPONSIBILITIES - EMPLOYEES AND

OTHERS UNDERTAKING WORK ARE TO:
take reasonable care for the health
and safety of themszlves and those
under their supervision, and that
their acts or omissions do nat
adversely affect the health and
safety of others
comply with any reasonable
instruction or lawful direction as far
as they are reasonably able
cooperate in following DoE health
and safety guidelines and
procedures
repart incidents and hazards, and
participate in training and
consultation with DoE support
meet their obligations to support
their retum to the workplace
following any injury or iliness.

RESPONSIBILITIES - STUDENTS AND
VISITORS ARE TO:
take reasonable care of their own
health and safety, and that their
acts or omissions do not adversaly
affect the health and safety of
others
report health and safiety issues and
participate in consultation in work
health and safety matters affecting
them
follow local procedures in relation o
work heath and safety.

CONTACT YOUR WORK HEALTH
AND SAFETY TEAM FOR
INFORMATIONANDADVICE
TOREPORT AN INCIDENT OR
INJURY OR IF ¥OU HAVE A
GENERALWHS ENQUIRY PLEASE
CALL

1800 811 523

OR VISIT THE H&S WEBSITE AT
hitps:lleducation.nsw.gov.aul
inside-the-department/health-
and-safety/

hitps:Meducation. nsw. gov.ad
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ROLES & RESPONSIBILITIES

NSW Department of Education

The NSW Department of Education is committed to the provision of a safe working and learning environment for all.

Senior executives of the Department deemed to be Officers under the WHS Act 2011 have a positive duty of care to
exercise due diligence, in ensuring that the Department complies with its duty under the legislation.

The Department demonstrates its responsibilities under the Act by:

Incorporating health and safety

L . ) Monitoring safety performance and Assigning responsibilities and
obligations in its strategic plans and . . . -
. identifying areas for improvement accountability for health and safety
operations
) ) Developing clear policies and Implementing systems and
Developing appropriate resources . : . .
_ . procedures which outline health and processes to eliminate or minimise
and mandating training courses to — : :
U R e safety roles and responsibilities and risks as far as is reasonably
P provide practical guidance practicable

Principals and Workplace Managers

Principals and workplace managers have a responsibility to demonstrate good safety leadership in
the workplace.

Principals and workplace managers have responsibility for work health and safety at the workplace level. They take
action to ensure that the Department’s policies, guidelines and support tools are implemented and integrated into work
practices to achieve safe working and leaming environments for staff, students and visitors.

The Department's WHS Management Program provides a framework for principals and workplace managers to deliver a
planned and coordinated approach to workplace health and safety.

The program promotes a consultative approach to workplace safety and all staff are encouraged to participate in health
and safety initiatives, risk assessments and other safety activities in their workplace.
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ROLES & RESPONSIBILITIES

Employees and others undertaking work

As an employee of the Department you have an obligation to comply with any reasonable instruction or lawful direction
given to you by your principal or workplace manager as far as you are reasonably able to.

You are also required to take reasonable care for the health and safety of yourself and those under your supervision, and
take reasonable care that your acts or omissions do not adversely affect the health and safety of others.

You are encouraged to actively participate in consultation on health and safety matters in your workplace.

Below are examples of how you can meet your health and safety obligations on a day to day basis:

Follow departmental policies and Participate in risk management Report incidents, hazards and near
procedures practices in the workplace misses
Comply with the Department’s

Return to Work Program and other
guidelines to support your return to
the workplace following injury or
illness

Actively participate in training and
consultation in the workplace

Reporting WHS Incidents, Injuries, Hazards and Near Misses

To report an incident or injury, free call 1800 811 523
Monday - Friday, 8am-5pm

All incidents, including those in the workplace and those occuring during off site activities and program such as
excursions, are to be reported.

Prompt reporting of incidents enables early intervention, effective management and support where required. It also
ensures that legislative requirements are met, and prevents reoccurrences of the incident in the workplace and across the
organisation.

WHS hazards, near misses, incidents and workplace injuries must be reported to the Incident Report and Support Hotline
on 1800 811 523 as soon as possible, but within 24 hours in accordance with the Department’s Incident Reporting Policy.
(intranet only)

Don't forget you can also use the Incident Report and Support Hotline to obtain general work health
and safety advice or to speak to one of our consultants.



To keep you safe at work, there are four key areas you need to have an understanding of.

Being safe at work

~ WHS obligations and
responsibilities

Health and Safety
Directorate’s role

WHS support services
available

This area covers the key work health and safety systems and processes that you
need to be aware of.

This area covers the different levels of obligations and responsibilities under the
WHS legislation and responsibilities for managing safety across the Department.

This area explains the Directorate’s structure and key functions.

This area covers work health and safety information, tools and support available to
you.
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CALL THE

INCIDENT REPORT
AND SUPPORT
HOTLINE ON

1800 811 523
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Reportallincidents including:
= Matters involving police or
emergency services
* Injuries sustained in the workplace
= Notifiable incidents as defined
by SafeWork NSW

+  WHS incidents where no injury
was sustained for staff

* [ncidents where an ambulance has
been called for staff and/or students

* Incidents that happen on a schoaol
excursion and offsite schoal
related activities

= Non-work related health conditions
that require return to work support

* Workplace hazards

ey B

FOR ADVICE AND
SUPPORT ON MATTERS
INVOLVING POLICE OR
EMERGENCY SERVICES

El FOR HELP WITH THE
E-SAFETY SYSTEM

REGISTER FOR HEALTH
AND SAFETY TRAINING

TO SEEK HEALTH AND
SAFETY ADVICE

TO CONNECT WITH THE
CASE MANAGEMENT
AND SPECIALIST
SUPPORT UNIT
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Your quick guide to ':‘ “ v
the Incident Report and ‘ \‘ ‘
Support Hotline \‘

Health and Safety Directorate &L

~

1800 811 523

Choose from the following options

ST T4 Bl Police or emergency matters

ST [Td 28 Report an injury or iliness

ST [Ta @l Report an incident, near miss or hazard/s
ST Te 0l e-Safety or Health and Safety training

S TG Case Management and Specialist Support
Unit

S ETE MO All other enquiries

HZW Deparment of Educalion | Fos13 — W1 | Health and Safety Directorte: 1200 841 523 hitps:ifeducadon nsw gov.au
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Employee Assistance Program
Health and Safety Directorate
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The Employee Assistance Program (EAFP) is

an independent, confidential and free

professional counselling service provided by the department to support the health
and wellbeing of its employees and their immmediate family members.

What can this service be used for?

EAP can be used for personal or work-related problems.
Personal concems may include:

bereavement, grief and loss

relationship and family related difficulties
emotional and stress related concems
assistance with legal and financial refemals
mental health concems

managing other health related issues

advice and assistance relating to gambling,
substance dependencyladdictons

a breakdown of communication with family or
friends

Work related concermns may include:

managing job demands and pressure:

workplace conflict and interpersonal difficulties
retrenchment, reirement or career transition
managing work teams

workplace harassment, discimination or bullying
careser planning and management

balancing work and personal life

What services are available?

Counselling: face-to-face, telephone, via video or
online. The toll-free hotline is available 24 hours a
day, 7 days a week, 365 days a year. Face-to-face,
video and online counsslling is available Monday
to Friday 7:30am to 10pm.

A coaching, development and support service for
Managers.

Post incident support senvices.

Conflict resolution and mediation.

To access these services, go to www_benestar.com
and enter in the following details to create your own
confidential account

Cirganisation Mame: NSWED
Crrganisation Token: NSWED
COirganisation Password: NSWED

Whao is eligible?

+ Permanent and long-term temporary employees
+  Immediate family members of digible employees

How often can | use EAP?

Those eligible may have up to 3 hours of free counsslling
ses5i0ns in any consecutive 2 year calendar penod. IF
longer termn support is required it is recommended you
consult with your GP, who may refer you to an
appropriate treating practitioner or organisation for
specific and ongoing treatment.

What do | need to do to access services?

1. Check that you or the employes on whose behalf
you are making the referral, are eligible to
participate in the EAP.

2. Telsphone the EAP provider to amange a
counselling session. There is no need to tell
anyone or ask for approval.

3. Make an appointment (for personal issues, this
should be outside of work hours).

4. Provide your employes number for venfication
purposes (this does not affect the confidentiality of
the service provided to you). Your details will not
appear on any in any invoics sent to the
department for payment.

Senvices are provided by registered psychologists and
=social workers. In additicn, the following services and
resources are available through Jwaww. benestar.con]

¢ |nfomaticn in relation to heslth and wellbeing
+ Self-assessment tools
+ Dnline counselling

Enquiries and appointments: Please contact the
depariment’'s EAP service provider on 1300 360 364

Further Information

For all general work health and safety advice contact
your local HS team or you can call the Incident Report
and Support Hotline on 1800 8§11 6823

MEW Department of Educaiion | FACTDOS — W3 | Health and Safefy Dinectorate: 1800 &1 523 PHps-education Ros goe.au
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~~  The Hills School
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Commitment:

The Hills School is committed to protecting the health, safety and welfare of all members of the school community when onour
school site, and/or supporting orengaging in a school activity. Ourschool will consult with its employees in implementing safety
practices and systems that will endesvour to protect the health, safety and welfare of our employees.

Work Health and Safety Committee:

The Waork Health and Safety (WHS) committee consists of 6 members (5 employess and one employes representative — the
Principal). The size of the committee was agreed to as part of the consultation process. The employee members of the Work Health
and Safety committee are Work Health and Safety representatives elected by the em ployess from the following groups:

1  Executive staff
2  Teaching staff
3. SASS staff

All are elected annually in accordance with procedures agreed between the Prindpal and the employeses.

The Waork Health and Safety employes representatives elected by the employess ares

»  Patriciz Smith — Teacher #  Elisha Okbsipms - Teacher
»  Melizsa O'Brien — 5L%0 - First Aid Officer »  Carcline Cass — Relieving Assistant Principal
»  LeanneArmstrong-5L50 »  Peter Qurrisc-Jones — Principal

The Waork Health and Safety committes will assist with the development and monitoring of safe work practices and systems. The
committee will discuss issues that affect the health, safety and welfare of the school community st The Hills School The school shall
respond to Work Health and Safety committee recommendations within a tirmefram e agreed by the committee and set sccording
the particular issue and its com plexity, or refer the matter|s) to the Region or School Education Area

How employees will be consulted about Work Health and Safety

The Hills School and Work Health and Safety Com mittee recognise that Work Health and Safety within the school is everyone's
responsibility and a5 such the Work Health and Safety committes have formulated structures to allow for the em ployer and the
employes or the Work Health and Safety committee to raise and identify issues.

Discwss Work Health and 5afety
ot weekly team meetings.

Information tabled Work
Health and Safety meeting for adion

3. ldentification of risk manogement hazards Feedback to relevant staff member

Establishment of Consultation Arrangements

The Hills School discussed establishing the consuhative arrangements with its em ployees in 20000 At an infoomatinn session with
employess it was agreed to set the size of the Work Health and Safety committes at one employer executive and four staff
representatives.

Review of Consultation Arrangements

It has besn agreed by both the Principal and em ployess that these consu tative arrangements will be maintsined on an ongoing
basis to ensure that consulation with all em ployees is effective and that all health and safety issues are addressed.

Peter Gurrisr-lones
Principal
Reviswed 20 June 30305; 11 June 2011 19 June, 2013; 28 February, 200410 March 2005; 9 February 2008 31 Januany 2007 & 30

Mowember 2017, Febnary 2008, Febrarny 2019



WHS COMMITTEE 2019

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.



FIRST AID OFFICERS

FIRST AID

FIRST AID

First Aid Officer
Anne

French

First Aid Officer
Liz
Oppel

First Aid Officer

Mel
O’Brien
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This First Aid Plan details the strategies in place to ensure appropriate provision of first aid Arrangements relative to cur
workplace requirements as per the First Aid Procedures.

SchoolMWorkplace: The Hills School Date: 19,/02/2019
Date of Mext Review: 19/02/2020

Key points List key points

*  Teaching and key learning areas for students with complex physical and
List the type of work and intellectual diszbilities.
activities comducted eq

*  Conducting and supervising playground activities
reaching sport and  outdoor *  Conducti - .
activities, excursions, onsite and snducting office duties
offeite, etc *  General maintenance and relsted duties

*  Supervising school excursions and community access

*®  Approximately 5 acres of land.

Buildings are all brick and single storey: Block A [Administration). Block B

Describe the size ard layout [Hall Block C {Classroom, Staffroom and Canteen). Block D {Classroom and
of workplace eg size of the Living Skills Reom). Bleck E {Learning Commen), Block F [GA Room), Block
site, number af G (Classrooms), Block H [Classrooms), Block 1 (Classrooms), Block J (Bus
buildings/storeys, split or single Garage), Block L {Classrooms), Block M [Clazsrooms), Block M {Clazsrooms)
site erc and Block O [Classrooms)

*  additionally, Building Block P {Hydro-therapy Pool) is brick and Colorbond,
the Men's shed is a pier mounted stand-alone structure with cladding walls

The scheool is situsted in the middle of a residential area with a sporting owval and
reserve on one boundary. There is security fencing around the school perimeter.
There are two sets of double gates at the front of the school a pedestrian gate
st the top ME corner or back end of the school and a pedestrian gate onto
public owvals at the Southern or bottom end of the school Wheelchair access to
the site iz provided throughout the school The school is all access for
wheelchairs.

Describe  the locotion of
workploce =g magor rood
regional, ooosss  requirements,
distance/fime  from  medioal
suppnort

The school is located approximately 59km from Westrnead Children’s Hospital
and L4km from Twinkle Medical Centre 16/2-6 Campbell Strest, Morthmead.

List the nurmber aurd
distribution of employees g 111 students. 61 staff and 45 volunteers across the week
=taff, students, visitors, efc

Describe the hours  of
operation =g 530 am o 330
pm  [(include both school and B:30 am to 3:30 pm during school terms
outside af school considerations,
vaoation periods, etc)

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



HEALTH CARE PLAN CHECKLIST

" The Hills School N—
Mary Street, Northmead NSW 2152 rhe rlills -':_;r_:'rlrjﬂl
Telephone: 9639 7334, 3639 8448, Fax 9686 3471

————
Email: thehills-5.school @det.nsw . edu.au We Love
R [Learning

THE HILLS SCHOOL HEALTH CARE PACKAGE

The process when arranging support for students with health issues

The parent/carer advises the school that their child has a medical condition.

The class teacher provides a letter to parents incorporating a request form (To be completed on a yearly basis)
The parent/carer completes the form on the basis of information provided by the child's medical practitioner.
For new cases the Principal considers the request contained in the completed form.

The Principal consults with staff. The Principal then determines whether the request can be met by procedures
already in place at the school.

A letter of confirmation is sent by the class teacher to the parent/carer (only required with new
rmedication/conditions)

Where there is a need for more information (l.e. seizures, allergies, tube feeding, behaviour) the class teacher will
develop an individual health care plan for the student. The student's individual health care plan will be reviewed
and updated on a yearly basis.

When completed the class teacher sends the individual health care plan to the parents to be agreed upon and
signed.

When the individual health care plan is signed by the parents/carers the class teacher can implement the plan. A

copy of the health care plan is to be displayed in the classroom and filed under T\Teacher\HEALTH CARE PLANS
(completed).
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INDIVIDUAL HEALTH CARE PLANS

(Insert Student's
Photo Here)

The Hills School

r  Tho LI}
2 Hille &
Mary Street, Northmead NSW 2152 The Hills School
Telephone: 9539 7334, 9639 5445, Fax 9656 3471

Email: thehills-s. school @det.nsw.edu.au
INDIVIDUAL HEALTH CARE ACTION PLAN

STUDENT: DATE DEVELOPED:
PERSONS
HEALTH CARE RESPONSIBLE AT | EMERGENCY PROCEDURES
DETAILS OF ACTION REQUIRED SCHOOL
ISSUE/PROCEDURE ARRANGEMENT/S
(please include staffis phone
extension/s)
#  Class staff to contact executive staff,
(Peter ext. 100; Meale ext. 116 Admin
staff ext. 101, 118 or 134 to contact
executive staff)
+  Executive staff to contact ambulance
on 000,
+  Executives to contact parents/carers
1 agree to this individual health care action plan for
(Parent/Carer’s name) (Chiid’s nams)
Signature: Date Principal's signature:

Please ensure you are using the 2019 format for
your student’s Individual Health Care Action Plans
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ACTION PLAN FOR

Anaphylaxis

For use with adrenaline (epinephrine) autoinjectors.

SIGNS OF MILD TO MODERATE ALLERGIC REACTION

- Sweting of ips, fece, eyes inging mouth

- Fives or - ADAOMnal P, VOMIENE ineoe are
e o

ACTION FOR MILD TO MODERATE ALLERGIC REACTION

« For insect sllergy - ﬂi\xunslingrfmrh
netp or ]

a el
« Stay with person snd csil for help.
+ Logste sdreniine suipinjector
- Ghe:

« Phone family/emergency contsct

Mild to moderate allergic reactions (such as hives
or swelling) may not always occur before

o 2 1m bt g 2o e
soecmm
=

Sl WATCH FOR ANY ONE OF THE FOLLOWING SIGNS OF
ANAPHYLAXIS (SEVERE ALLERGIC REACTION)

Difficult,/noisy breathing Muﬁg-ﬂ/ﬁ
Swelling of tongue
Swelling/tightness

in throat mm—.--‘—
cough  + Pale

ACTION PLAN FOR .
Anaphylaxis

For use with adrenaline (spinephrine) autoinfectors - refer to the device label for instructions

www.ailorgy.org.au

SIGNS OF MILD TO MODERATE ALLERGIC REACTION

~ Swelling of lips, fce, eyes.
- Hives or wets
ingling moutn

ACTION FOR MILD TO MODERATE ALLERGIC REACTION

~ Abdominal psin, vomiting
e are g of anasnyiase fr insact stars)

- For insect silergy - fick Out Stng # Visitie.

B e
« For tick allergy ‘sutninjector
or freze tick and et it drop off

lways occur before

ACTION PLAN FOR
Allergic Reactions

wwwallorgy.org.au

i SIGNS OF MILD TO MODERATE ALLERGIC REACTION

- Sweling of lips, face, eyes
- Hives or welts

- Tinging moutn
« Abdominal pein, vomiting tmass srs
sithm of anasvias for inoect aver)

ACTION FOR MILD TO MODERATE ALLERGIC REACTION

- For nsest allergy - ik out Stng  wsible
- Fortick stergy (| saek medicai heip or ] feeze tick and et it rop ofF
- Stay with persan and callfor help.

- Give omer

« Phone family/emergency contact
Canfirmed aliscgens: ‘

Mild to moderate allergic reactions (such as hives
‘or swelling) may not always occur before anaphylaxis

‘ Mild to moderate allergic reactions (such as hives or swelling) may not ‘

WATCH FOR ANY ONE OF THE FOLLOWING SIGNS OF ANAPHYLAXIS
(SEVERE ALLERGIC REACTION)

* Difficult/noisy breathing.
« Swalling of tongue.

How to give EpiPen®
adrenaline (uplmphnn!)
autoinjectors

1 Lay person fiat - do NOT allow tham to stand or walk
000 {AU) or 111 (NZ)
5 minutes

pen
-If place
in recovery position / /
Oe== &
2 Phone family/ emergency contact
& Transfer person to hospital for at lesst 4 hours of observation

2 Give adrenaline autoin]
Phone ambulance -
5 Further be given i no
If in doubt give adrenaline autoinjector
ine st

nomsaly

ALWAYS givo adtanaiina aitoinjoctar FIRST, and thon
a5thma ralovar PUFFar r mmasns win imoen sathms sna
100, Inscts o sk atin s SUODEN REATING OIFFIGULTY ciog
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in throat
* Wheezs or persistent cough

ACTION FOR ANAPHYLAXIS

1 Lay parson flat - do NOT allow them to stand or walk

- If nconscious, place in recovery position

- If breathing is difficult allow them to sit / @/
2 Give adrenaline autoinjector O
2 Phone ambulance - 000 (AU) or 111 (NZ)
4 Phone family/ emergsncy contact
£ Further adrenaline doses may be given if no respanse after § minutes
& Transfer person to hospital for at least & hours of observation
Ifin doubt giva adrenaline autoinjector

t omy time i porsen

'WATCH FOR ANY ONE OF THE FOLLOWING SIGNS OF
(RN ANAPHYLAXIS (SEVERE ALLERGIC REACTION)

—  Difficult/noisy breathing. « Difficulty talking and/or
mower__ |+ Swelling of tongus hoarse voice
[T ————— + Swelling/tightness in throat  + Persistent dizziness or collapse

Wheeze or persistent cough  * Pale and fioppy (young chikiren]

ACTION FOR ANAPHYLAXIS

1 Lay person fiat - do NOT allow tham to stand or walk

[T ———rr
[ rs—h———

et Pisn due for review - date.

ot e P 2 Give :dm:.n(uplmﬂlrin) autoinjector if available
feovi fimiigeilog el | S 000 (AU or 111 (NZ)
vt ot el 4 Phane.

family/emergency contact
5 Transfer person to hospital for at least 4 hours of observation
Ifin doubt give adrenaline autoinjector
at amy. L is it

ooty

finchsding whees, peristent cough or haarse v even H there are no skin symptoms

ALWAYS give adrenaline autoinjoctor FIRST, and then asthma raliever puffer |
E

e wn | [ ALaYS givo agronaline autoinjoctor FIRST If avalable,

e and then asthma reliever pUHer it someone wih nown asthma

I Koniea i 550 5 D0 e DETIGRTY b
e

ASCIA Anaphylaxis
Action Plan - EpiPen

Asthma care plan for

education and care services

ASCIA Anaphylaxis
Action Plan - General Use

- wnee: even t

At Or O

+ Comsiu i i it st o the g rscn wich e b reacdin.

ASCIA Allergic reactions
Action Plan

Asthma First Aid

hotn of s
m«mmmsurf..n-udnmn.dmmm..dmpmmmmm apusea
Wm'nhﬂn l Sit the person upright
g ity for peting st s ey —  Bacalm and reassuring
ot F—— —  Donot leave them alone
PLEASE PRINT CLEARLY .
fesien g 2 Give 4 separate puffs of blue/grey reliever puffer
Stentznamo Datsci bt - —  Shake puffer
. —  Put 1 puff intospacer

Managing an sthra stad
e ot s, e s —  Take 4 breaths from spacer

Repeat unitil 4 puffs have been taken

Remember: Shake, 1 puff, 4 bre:

OR gure 2 separatdoses of  Brcanyl rhaler (ape & over)cr 2 Symibicort mfaler over 12)
[ —— 3 ‘Wait 4 minutes
e o trggeesfor e st asths g —  If there is no improvement, give 4 more separate puffs of
B— S — e, ok, smots)— pleco dotal biue/grey reliever as above
O W ST — 0R give 1 mare dose af Bricanyl or Symbicort infaler
0] Dby eatng o 52 peryearh — =
O othr igms describe) T 4 If there is still no improvement call emergency

H assistance - Dial Triple Zero (000)

—  Say‘ambulance’ and that someone is having an asthma attack

—  Keep giving 4 separate puffs every 4 minutes until emergency
s the sk Ly el kit s haumg okl brezhngy [ s Cwa ance arives
o the sk e hep 1tk s mechcaton? s Cwa (R gve 1 dose of  Brcanyl cr Symbicort every 4 minutes - up o 3 more des
‘Doas the student 12 3 mazk with 2 pacer? Owes O na

e Hu ke s Cna
B H Call amergency assistance immediately - Dial Triple Zero (000)
paadicsten plin If the person is not breathing
—  Ifthe person's asthma suddenly becomes worse or is not improving
Narms of medicarion ami calour —  Ifthe person is having an asthma attack and a reliever is not available
—  Ifyouare not sure if it’s asthma
[ If the person is known to have Anaphylaxis - follow their Anaphylaxis Action
[ Plan, then give Asthma First Ald R
Doctor Elue/grey reliever medication is unliksly to ham, even if the person does not have asthma H
S 2“;«.‘.““"“ mrearie '
= e = L Asthma Australia

— e = -

Contact your local Asthma Foundation

1800 778 862 Teansisting srd
1800 ASTHMA Helpline 42 asthmaaustralia.org.au m' et Sanica
. 13145

.AnhmAuﬂmIle asthmaaustralia.org.au | 1800 ASTHMA Helpline 1oz <fff W v

Asthma Action Plan Asthma Action Plan



MANDATORY PROFESSIONAL LEARNING

M
pL’

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.

/



WORKING ALONE AT SCHOOL

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
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MANAGING EXPOSURE TO ALLERGENS

- IN THE WORKPLACE

NSW Education

MName of workplace: The Hills School, Northmead

Name of workplace manager: Peter Gurrier-lones

Location/activity

Canteen :
Food Allergy

Hazard identification

type/causes

Canteen sells produce
containing allergy
trigger food such as
peanuts, tree nuts
(walnuts, almonds,
cashews, pistachios or
pecans), fish and
shellfish, eggs, milk
sesame or soy

Risk assessment focus: Managing exposure to Allergens in the Workplace

Current Controls

Nil

Elimination or Control Measures

Canteen will not supply food items that contain peanuts or
are peanut products.

Class staff always attend canteen with students
from their class. Students never attend alone.

‘Where food is prepared on site, clearly label food items on
the menu and at point of sale as appropriate.

Provide a list of students and what they are allergic
to for the canteen staff.

Frovide nutritious substitute non allergic food.

Place a copy of the student's ASCIA Action Plan for
Anaphylaxis (the emergency response plan) on the wall of
the canteen out of sight of students.

Frevent cross-contamination during handling, preparation
andserving of foodgg: Thorough hand washing before and
after handling food, careful cleaning of food preparation
areas — bench top areas and utensils before and after use
or prepare particular foods in a separate area.

Canteen
Manager

Class teacher
Canteen
Manager

Principal

Principal

Principal

Canteen
Manager

When

Immediate

Ongoing

Immediate

Ongoing

Ongoing

Ongoing

Ongoing

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

Excursion Checklist

Pre planning

For 3 one off excursion check the school calendar to ses if there 5 3 whole school event

For regular excursions ensure that you have recorded your availability at the beginning of the term.

Complete risk 3azsessment
“Wisit the venue fsite prior to preparing the risk assessment
Check with the venue for their copy risk assessment

Megotiate the cost of the excursion to attend the venue

Add the cost of the wse of the school bus to the final total
Check The Hills school PEC Bus Fare Price Map

Complete the educational outcomes on the permission note.

Check tozee availability of bus and driver — se the Deputy Principal

Ensure you have approval to use the school buses

Complete permission note

Conzider whether an additional note is reguired to provide parents with more detailed information
about the excursion i.e. additional information about the excursion, additional food reguirements.

1to 2 weeks prior to the excursion present permission note, risk assessment and any other notes to
YOUr SUpErvisor.

Organise amy extra support you may reguire for your clazs i.e. volunteers [you organise) or 5150 [s=e
Deputy]. Discuss with your supervisor.

Following feedback prowvide all the information to the Principal for final approval

Communication to 5t3ff re: Hazard Reduction Activity and Bush Fire 523zon 2017/201E Note to Staff.

Communication to 5taff re: Emergency Triple Zero Calls and the Emergency + Smartphone App.

Cmoe excursion has been approved

Fill in paperwork regarding the impact on duties and RFF for both the teacher and 5150 and hand to
Deputy Principal and person responsible for playzround duties.

Send notes home

Record return notes and monies collected

Make sure that necessary money has been entered in the money book

Prepare student |0 cards if reguired.

onthe day of the excursion

Collect first aide baz and epj pen and sign them off

Collect bus keys from the transport office / first aide room (keys are kept in the safe)

Signout at the front office by filling out the appropriate paperwork

For a one off excursion fill in the location, time and classes going into the school diary at the front
office.

Pack amy reguired student medication

Pack Health Care Plans and student information for all students

Consider student’s individual reguirements for the excursion i.e. harness, iPad

Pack mobile phone and driver's licence




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

‘ducation

Home Employee self-service Reports to pay

Back

Employee Services

- Map| | |Directory| | |Index ~  Most Frequently Used
Personal information st | Working hours Payslips (requiar & oficycle)
) O Create leave request
Update your addresses, bank account details and other personal information including Record and submit (release) your working hours. Leave enfitlement
dependants and eMergency contacts
Casual employees will use this service fo record all ime worked and to generate a claim [Leavelhesnng
Respond to the EEO survey questions for payment Record working time
Permanent and temporary employees will use this service to record time worked beyond Payment summary form
their scheduled work hours (e.g. overtime and additional hours) and fo generate a claim D . i
Display working time
Benefits and payment for payment
S Personal profile
Time worked can be recorded and saved progressively, and submitted, throughout a pay View leave calendar
View and print your payslips details. period, but specific action is needed to submit the claim at the end of the period or the Al
eniries will not be processed. This is referred to as releasing work times and is also done
Use Teacher's benefits calculator to search for various additional benefits/allowances through this service.
available fo teachers.
Use the Manage work schedules service to request a change fo your part-time work
schedule
Leave and non-attendance
Travel and expenses
Apply for leave and display your leave balances I d
Create your fravel request and then acquit your fravel expense.
Quick Links
Create leave request Claim your part day fravel expenses.
Leave history Claim your general expenses.

Leave entiflement



WHS Policies and Information

All The Hills School WHS Procedures and
Information are available on the school network:

FACULTY I:\| Staff Information | WHS

As the policies and information are updated they
will be saved into the WHS folder

policie



