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1 General Policy

The work health and safety of all persons employed within Al Noori Muslim School, and those visiting the school
(parents, caregivers and other visitors) are considered to be of utmost importance.

Resources in line with the importance attached to work health and safety will be made available to comply with
all relevant Acts and Regulations (WHS Act 2011 and WHS Regulation 2011) and to ensure that Al Noori is safe
and without risk to health.

2 Security of Premises

There are several entry and exit gates located on Greenacre Road, Noble Avenue and Mimosa Road. The gates
are locked and unlocked by the security personnel. The keys are also held by the office staff and the welfare co-
ordinators who can lock or unlock the gates at a very short notice.

Furthermore, in a lockdown situation, all classrooms and the specialist rooms can be locked. All teachers have
master keys to the rooms.
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3 Governing Body, Principal and Executive Staff Responsibilities

The promotion and maintenance of WHS is primarily the responsibility of the schools working party. The Deputy
Principal acts in referring all matters to the Principal, who in turn will report pertinent issues to the Chairman.
Teachers and other personnel (such as administration, canteen lady, bus driver and cleaner) are responsible and
required to contribute to the health and safety of all persons at Al Noori. It is the responsibility of the teachers
and other school personnel to implement and follow-up health and safety issues. The working party, the
principal, chairman and executives will keep under review Al Noori’s Work Health and Safety Policy and matters
of concern.

4
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4 Specific Responsibilities
WHS is a shared responsibility requiring the cooperation of all members of the school. The “WHS working party’
is as follows:

Position Reports to ‘
Chairman Work Cover

Principal Chairman

Senior Teacher Principal

Coordinator Principal

Administration Principal

Maintenance Principal

Note: All stake holders will report to the principal.

4.1 Principal and Chairman

The principal and chairman are required to ensure that the WHS policy is effectively implemented in their areas
of control, and to support teachers, executives and other school personnel and hold them accountable for their
specific responsibilities.

4.2 School Executives
The executives are responsible and will be held accountable for taking all practical measures to ensure that:

e  WHS Program compliance in the area of their control and employees are supervised and trained to meet
the requirements of the WHS policy.

e Employees are consulted in issues that affect their health and safety and any concerns they may have
are referred to school executives and the principal.

4.3 Teachers and Employees
All teachers are required to cooperate with the WHS policy to ensure that their own health and safety and the
health and safety of students at Al Noori.

4.4 Contractors and Other Personnel

All contractors and other personnel engaged to perform work on school premises are required as part of their
contract, to comply with WHS policy and procedures. Failure to comply or observe directions will be considered
a breech of contract and sufficient grounds for termination of the contract.

5
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5 Teachers’ Responsibilities
Teachers are responsible for managing a safe educational environment and ensuring that activities address
safety issues and procedures.

In planning learning experiences, teachers should:

e Recognise their own ability and levels of skills in the specific area

e Recognise the students’ capabilities to engage effectively in activities

e Assess the appropriateness of the activity for students

e Evaluate the learning outcomes against the hazards and inherent dangers of engaging in the activity
e Ensure the safe participation of all students in all activities

Teachers should ensure that students:

e Adhere to all safety instructions and directions for the activity and use of equipment

e Are responsible and skilled in operating safely the equipment without endangering their own health or
the health of others.

e Wear appropriate footwear at all times to protect against falling objects

e Can read safety-related instructions, signage or written information

e Secure and remove any loose apparel, jewellery and other ornaments that may cause injury to
themselves or others.

e Wear caps or hairnets to contain long hair if it could impair their vision or become entangled in
equipment.

e Alternate arrangements should be made for students who do not meet these requirements.

Teachers should have appropriate:

Knowledge of the activity, including potential hazards and risks
Experience by previous involvement to fully assess the hazards and associated risks
Competence arising from demonstrated technical proficiency

Teachers should ensure the safety of students by considering:

The complexity of the activity undertaken

The number of activities being engaged in by the students simultaneously

The maturity of the students

The skill levels of individual students and the class as a whole

The amount of space required by each student to work safely

The level of risk inherent in the activity being undertaken

e The experience and qualification of the teacher

e The arrangement of classroom equipment and furniture for persons to see all work areas clearly, have
ready access and work freely

e The work heights and access for students with special needs

e The location of equipment and materials to allow for quick and efficient exit in case of fire or other
emergencies

e The location of first aid equipment and consumables

Teachers should provide for the safe use of equipment by:

e Ensuring that appropriate safety guards are fitted to all power tools, electrical and other equipment
e Checking that current electrical test certification is present on all portable electrical equipment

e Maintaining equipment in good working condition

e Ensuring that students wear protective clothing when required

e Leaving the work area in a safe, clean and tidy condition

5.1 Areas where staff need to be alert
Staff should be alert to in order to have safe working school environment and effective organisation in:
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lifting of any kind

using steps and ladders

using fire extinguishers

pruning overhanging branches

reporting unguarded machinery

reporting wet, worn or cracked floors

retrieving equipment from high places

ensuring that work spaces are comfortable

monitoring the use of power cables and tools

monitoring the movement of delivery vehicles and school buses and vans
ensuring the safety of the air conditioning systems

moving audio-visual equipment without a trolley

carrying large loads of books, paper or materials

ensuring that the first-aid kits are complete and well stocked

reporting poor lighting in areas of high use, such as stairways

ensuring that safety training programs are planned and undertaken
ensuring that all flat surfaces, including recreation areas are safe and secure.

The law says that no person must:

interfere with or misuse things provided for the health, safety or welfare of persons at work
obstruct attempts to give aid or attempts to prevent a serious risk to the health and safety of a
person at work

refuse a reasonable request to assist in giving aid or attempts to prevent a serious risk to the
health and safety of a person at work

refuse a reasonable request to assist in giving aid or preventing a risk to health and safety.

7
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6 Staff consultation and communication:

WHS will be included on the agenda of staff meetings held fortnightly and/or at departmental meeting at Al
Noori. It is the responsibility of the chairperson to refer issues raised to the WHS working party and ensure that
action is noted in the minutes of the staff meeting.

Teachers, administration, support staff, other school personnel, parents and contractors will be encouraged to
use the ‘Hazard Report Form’ (Attachment 1) to notify the WHS working party of issues needing to be
addressed. The Hazard Report form will be available in the Teacher Handbook and information about this form
will be included in the newsletter. The Incident Report Form (Attachment 2) is to be used when a serious injury
occurs, stating the use of first aid if required, the students medical practitioner, what the cause was and how has
the issue been addressed.

6.1 Review of consultation arrangements

Al Noori WHS working party will monitor and review matters of concern/s on a fortnightly basis when issues are
raised in the staff meetings. These issues will then be amended and addressed in the coming staff meeting,
where possible. This will ensure that consultation with all members of the staff and personnel is effective and
that all safety issues are being maintained and addressed.

WHS working party need to:

inspect the workplace in a way determined by the working party ( Attachment 4 and 5 i-iii)
every beginning (Week 2) and end of each term (Week 7)
whenever an accident or possible hazardous situation occurs or
at any time with the approval of the principal
o obtain details of proposed changes to the workplace that could affect the health and safety of
the employees
o use all information kept by the employer on accidents and occupational disease at school
o use all the information kept by the school about the risks to health and safety of any student,
equipment or substance
o recommend to the employer programs for the training and education for teachers
o inform the working party of any breech of work health and safety law.

WHS working party should:

Meet at least twice every term to prepare agendas and minutes for meetings. ( Attachment 7)
Distribute the minutes of meetings to employers.

Maintain privacy of information.

Attend training courses to help carry out their duties.

Keep a register of all WHS training courses and activities attended by employees.




7 ldentifying workplace hazards

7.1 Chemical

7.2

7.3

exposure to heat, fumes and dust
Mechanical/electrical

broken malfunctioning or unguarded machinery
broken power points

faulty power tools and cables

Physiological

workplace stress, threat, pressure and frustration
high work demands and competing priorities
inadequate training and supervision

Physical

excessive noise

long working hours

unsafe procedures

blocked aisles or passages

spilled liquids on floors or stairs

poor lighting, especially in stairways

poorly positioned posts, steps, seats, benches etc
prolonged exposure to sunlight
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8 Return to Work (RTW) Program

8.1 Policy

e Al Noori makes the following commitments to our staff:

o We will prevent injury and illness by providing a safe and healthy working environment.

e We will ensure that injury management activities commence as soon as possible after a worker is
injured and that every effort is made to provide suitable and meaningful duties consistent with the
nature of the injury/illness, and after seeking appropriate medical judgement.

e We will provide the injured worker with support to minimise the effects of the injury and to ensure that
an early return to work is a normal practice and expectation.

e  We will provide suitable duties/employment for an injured worker as soon as is safely possible, as an
integral part of injury management.

o We will consult with our workers and any union representing them to ensure that the Return to Work
Program operates effectively.

o  We will ensure that participation in a Return to Work Program will not, of itself, prejudice an injured
worker.

8.2 Return to Work Procedures
The following general procedures have been established by the principal to ensure the safe and speedy return
to work of injured employees.

8.2.1 When an Injury Occurs:
All injuries must be notified and reported immediately in accordance with the school’s workers compensation
procedures.

e The importance of the legal requirements to notify the school’s workers compensation insurer of the
injury within 48 hours of a significant injury or 7 days of an insignificant injury.
e The Principal will be responsible for coordinating all efforts aimed at assisting the injured worker recover
and return to work as quickly and as safely as possible.
e Forall lost time injuries, the Principal will contact the injured employee within 24 hours of the injury
being reported to ensure:
o that appropriate medical attention is received;
o thatthe process of lodging a workers compensation claim is explained and;
o to prepare the injured employee for a safe and timely return to work consistent with medical
advice.

8.2.2 Nominating a Treating Doctor:
All injured employees MUST nominate a treating doctor who will be responsible for medical management of the
injury and will co-operate with the development and implementation of the Return to Work program.

Provision for nominating the treating doctor is made on the approved WorkCover NSW medical certificate
(See Attachment 8).

8.2.3 Involving a Rehabilitation Provider:

When it becomes evident that an injured employee is not likely to resume his or her pre-injury duties or cannot
do so without changes to the workplace or the work practices, the Manager will consult

, the school’s workers compensation insurers, and the workers
treating doctor to discuss the need to involve an accredited rehabilitation provider to assist develop and
monitor the RTW Plan.

Accredited Rehabilitation Providers to be used when required are:

The school acknowledges, however, that the injured employee has the right to choose his/her treating doctor
and rehabilitation provider. Should an employee wish to change doctors or provider, he/she must contact the
insurer.
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8.2.4 Finding and Providing Suitable Duties:
The Return-to-Work Officer in consultation with the treating doctor will ensure that individual return-to-work
strategies are developed for each injured worker.

This will include the provision of suitable duties for those workers who are partially incapacitated and therefore
need to be offered suitable duties as part of their rehabilitation program.

The school undertakes to ensure that the duties offered to injured employees as part of their Return to Work
plan will always be meaningful, productive, a safe match with the worker’s physical and psychological
capabilities and consistent with medical advice.

Suitable duties will be offered for a time limited period negotiated with injured worker and the treating doctor.

If the worker is unable to return to the pre injury role, the school will support the efforts of the worker to find
alternate employment.

8.2.5 Consultation:
The Return-to-Work Officer will consult injured worker, doctor, insurer and co-worker regarding the
implementation of any arrangements for the return to work of injured employees of the school.

8.2.6 Disputes:

The Return-to-Work Officer will attempt to resolve any disputes by consulting with employees, the rehabilitation
provider and the treating doctor. If the dispute cannot be resolved the insurer will be contacted for advice. The
insurer may refer the worker to an Injury Management Consultant and, if the matter cannot be resolved, the
worker will be referred to the Workers Compensation Commission for arbitration.

Endorsement:

These policies and procedures will come into effect as of the year 2010 and may be reviewed and amended by
the agreement of the undersigned or their representatives:

Signed: Signed:

School’s Representatives Employee’s Representatives

Date: Date:
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9 (ritical Incident, Evacuation & Lockdown
(refer to Pastoral Care Policy, Critical Incident Policy and Evacuation & Lockdown Policy for further information)

Procedures and measures have been taken to ensure the safety and welfare of students and employees at Al
Noori Muslim School. An electric siren system will be used for drill purposes. All teachers should carry charged
mobile phones and contact their coordinator directly to assure them all their children have been accounted for.
The coordinator will then touch base with the Principal who will inform the relevant safety authorities
(Police/Fire/Ambulance). Attached are proformas 9 and 10.
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Attachments
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Attachment 1

AL NOORI
MUSLIM SCHOOL

Est, 1983
A.M.S.

Hazard Report Form
(To be completed by teachers, other school personnel, parents and contractors)
1. Who reported the problem?

2. Which teacher/administration has the issue been reported to?

3. Time Date:

4. What is the problem?

Complaint’s Signature: Date:

5. What has been done to rectify the problem?

6. Which working party member have you informed?

Teacher’s Signature: Date:

To be completed by Working Party Member
1. What has been done to rectify the problem/s?

2. What further action needs to be taken?

Working Party Signature: Date:

3. Referred to Principal for information or action
Principal Signature Date:
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Attachment 2 E EH
AL NOORI
MUSLIM SCHOOL
Fat, 1983
A.M.S.
Incident Report Form
1. Name Time Date
a. Nature of injury
b. Where did it occur?

2. First Aid / Medical Attention
a. s First aid required? Yes No

i. What type of first aid is needed?

ii. Provided by

b. Is First aid required? Yes No

i.  Who was the medical practitioner?

ii. When was medical attention provided?

c. HasIncident Report Book been recorded? _ Yes No

i. Incident report book

3. WHS Issues:

a. What caused the injury?

b. What has been done to address the issue?

c. HasaHazard Report Form been completed? _ Yes No

Signed:

Date:
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Attachment 3 EEH
AL NOORI
MUSLIM SCHOOL
Est, 1983
A.M.S.
Principal’s Incident Report Form
1. Workers Compensation Date

a. Insurer notified

b. Claim form provided to employee

¢. Form and medical certificate received
d. Paper work sent to Insurer

2. WorkCover NSW Incident Notification Form
a. Is WorkCover NSW Incident Notification Form required? ___Yes___No
b. Date sent to WorkCover NSW

3. Injury Management
a. IsInjury Management required? ____Yes No
b. Date referred to Return -to-Work coordinator for action

Signed Date
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AL NOORI
MUSLIM SCHOOL

Est. 1983
A.M.S.

Risk Assessment Report Form
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Step 1

Step 2

Step 4

Step 5

Who is
involved?

What does the job involve

Assessing the WHS risks

Finding solutions to the WHS

risks

What is the job
or process
called?

What tasks comprise

the job?

How often?
How long?

What are the safety problems?

Canwe
reduce the
safety risk?

How?

Manual handling:

Can the job process or equipment be changed to
reduce manual handling?

Can we introduce mechanical handling rather than
manual handling?

Chemicals:

Can a safer chemical or a lesser concentration be
used?

Can we reduce splashes or spills?
Can ventilation be improved?
What PPE is needed?

Who
supervises the
job?

Equipment:

Can safer equipment be used?
Can equipment be modified and made safer?
Can use of equipment be reduced?

What PPE is required to work safely?

Who does the
job?

Manual handling:

Can the job process or equipment be changed to
reduce manual handling?

Can we introduce mechanical handling rather than
manual handling?

Chemicals: Can a safer chemical or a lesser concentration be
used?
Can we reduce splashes or spills?
Can ventilation be improved? What PPE is needed?
Equipment: Can safer equipment be used?

Can equipment be modified and made safer?
Can use of equipment be reduced?

What PPE is required to work safely?

What is the
purpose of the
job

Manual handling:

Can the job process or equipment be changed to
reduce manual handling?

Can we introduce mechanical handling rather than
manual handling?

Chemicals: Can a safer chemical or a lesser concentration be
used?
Can we reduce splashes or spills?
Can ventilation be improved? What PPE is needed?
Equipment: Can safer equipment be used?

Can equipment be modified and made safer?
Can use of equipment be reduced?

What PPE is required to work safely?

Step 3

What is the work environment?

Noise
Air
Traffic

Hazardous

Activities

Can the temperature be more comfortable?
Can noise be reduced?
Can air quality and ventilation be improved?

Can traffic be separated from activities?

17
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Internal Environment Attachment 4 (ii)

Workplace Inspection Checklist

Work area: Date of inspection:
Completed by: Time:
Security High Med Low NA

Adequate locks on all external doors

Adequate locks on all external windows

Key register

Alarm system provided

Security screens for windows & doors

Valuable items such as cash and video players are stored when not in use

Floors, aisles, exits High Med Low NA

Entrance / steps in good order

Hand rails where appropriate

Floor coverings in good repair

Floors even, uncracked, no holes

Floors clean & not slippery

All entrances, doorways & stairs kept clear at all times

Cords secured & clear of walkways

Walkways free from rubbish
Stairs & landings High Med Low NA
Lighting adequate

Good visual contrast between steps

Slip resistant strips on edge (nosing) of steps

Handrails present & at correct height

Minimal variation between step height & step depth
Indoor climate High Med Low NA

Temperature appropriate for the workplace

Air conditioning filters cleaned regularly (if appropriate)

Air quality acceptable e.g. free of fumes & smells, replacement frequency adequate
Bathrooms / toilets High Med Low NA

Adequate toilets for male / female

Toilets for people with disabilities provided

Cleaned regularly

Well ventilated

Soap & hand towels / driers provided

Sanitary facilities provided
Kitchen / lunch room High Med Low NA

Suitable eating / tea break facilities

Stock stored appropriately

Food is stored appropriately i.e. refrigerated

Cooking facilities clean & in good working order

Work benches clean

Locked cupboard / drawer for knives & sharps

Staff are wearing protective clothing

Gloves are used when handling food

Exhaust fans over cooking units are clean




Al Noori Muslim School | 19
Work Health & Safety Policy

Electrical equipment is in good repair

Anti-slip floor surfaces

Lighting High Med Low NA

Lighting in the workplace suitable for the work performed

Accessible light switches

Task lighting provided for detailed work

Overhead lights shielded to minimize glare

Stairwells & exits well illuminated

Faults such as flickering globes, blown globes replaced / repaired immediately

Glare minimized in the work area

Good natural lighting

Emergency lighting works

Exit signs are illuminated

Housekeeping High Med Low NA

Work areas kept clean & tidy

Materials & equipment stored safely

Rubbish bins emptied regularly

Workers provided with personal protective equipment for cleaning e.g. gloves

Appropriate container provided for disposing of “sharps”

Procedures in place to ensure that any accidental spills or leakages are immediately
cleaned up

Hazardous Substances High Med Low NA

Material Safety Data Sheets (MSDS) for all hazardous substances

Register of hazardous substances kept

Chemicals disposed of correctly

Locked cupboard / drawer for hazardous substances

Emergency procedures in place & communicated

Workers instructed in correct use of hazardous substances

Storage High Med Low NA

Materials stored in racks or bins wherever possible

Storage designed to minimize manual handling

Floors in store areas free from rubbish & packing

Files stored appropriately

First Aid High Med Low NA

Cabinet easy to access for all staff

Staff aware of where cabinet is located

Cabinet clearly labeled

Adequate stocks kept

Name of first aid officer clearly displayed

Current first aid certificate held by first aid officer

Gloves used for treatment of all injuries

Register of injuries kept

Noise High Med Low NA

Equipment regularly maintained

Noisy equipment enclosed or isolated

Workstations / office furniture

No broken items

No sharp edges

Filing cabinets / cupboards stable or secured to walls to prevent tipping
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Furniture not blocking doorways
Chairs High Med Low NA
Height adjustable

Back rest adjustable

Seats adjusted for the person using them
Work surface High Med Low NA

Desk at correct height for work performed

Footrest provided

Sufficient leg room under desk
Workplace layout High Med Low NA
Document holder provided for continuous keying work

Phone connections nearby

Sufficient individual storage space

All frequently used items within easy reach

Cables secured behind work surface

VDU screen at correct height

Keyboard & mouse positioned correctly

Desk uncluttered

Adequate space between furniture
Electricity High Med Low NA

Plugs, sockets & switches in good repair

No frayed or defective leads

Adequate number of power points for the appliances in use

Earth leakage protection installed

All electrical equipment is tagged
Photocopiers High Med Low NA

Located in a well ventilated room

Located away from workers to minimize noise

Office environment - general High Med Low NA

Adequate space for staff & clients

Fire exits & procedures High Med Low NA

Smoke detectors & alarms

Accessible fire exits

Uncluttered fire exits

Appropriate signs

Unlocked during working hours

Fire extinguishers located appropriate to risk

Appropriate to the conditions & exposures

Regularly serviced & date noted

Fire blankets provided where appropriate

Regular fire drills with documented staff attendance

Comments
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External Environment Attachment 4(iii)

Workplace Inspection Checklist

Work area Date of inspection
Completed by Time
Vehicle parking area High Med Low NA

Entrances & exits clearly marked

Surface of parking area & driveways free from potholes & cracks

Well drained to prevent flooding & pooling of water

Drainage grates in good order

Direction of traffic well defined

Traffic & speed restrictions signs clearly defined & free from obstructions

Adequate lighting installed & operational

Intersections & pedestrian areas identified

Potential vehicle damage areas, corners, guardrails & entrances effectively marked

“No Parking” areas clearly identified

Parking for drivers with disabilities provided

Pedestrian Areas High Med Low NA

Continuous clear accessible pathway i.e. no barriers

No raised curbs or changes in the pathways

Surface free of holes & projections

Well drained to prevent flooding

Adequate illumination of walkways, stairways & ramps

Anti-slip surfaces

Steps & changes of level clearly defined

Emergency entrance & exits clear, well defined & lit

Waste bins provided & regularly emptied
Walls / gates / fences High Med Low NA

In good order

No protruding nails or loose palings

Childproof locks fitted where needed

Sun protection High Med Low NA

Adequate protection from sun provided

Staff & students have access to sun block if needed

Staff are encouraged to wear hats

Other High Med Low NA

Mustering area for emergency evacuations clearly marked

Gardens are in good order — debris, fallen branches removed, lawns mown regularly

Gardens are free of sharp objects (broken glass, metal, wood splinters, needles etc)

Containers provided for smokers (If smoking allowed)

Play equipment safe (Check with child care agencies to identify criteria)
Storage sheds tidy & locked
Vehicles safety High Med Low NA

Vehicles in good repair & working order

Vehicles regularly serviced & records maintained

First aid kit is in good order

Security High Med Low NA

Outdoor security lights triggered to operate after dark

Areas around the organisation where an aggressor could hide have been identified

Comments:
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Managing Contractor Safety Checklist  Attachment 5 (i)

What contractors are used/ What are they required to do?

Building maintenance

Pest control

Sporting coaches

Specialist teachers, e.g. music teachers, speech & drama
Cleaning contractors

Catering contractors

Temporary clerical staff

Who contracts them and when?

What are the safety risks associated with the use of contractors:
e Tothemselves?

e To employees/others?

What safety measures are required to ensure their safety and the safety of others:
e Bythem?

. By you?

Who should monitor contractor safety?

How?

When?

Who is responsible to deal with safety issues arising out of the use of contractors?

Business Manager? Head Teacher?
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Contractor Safety Plan Attachment 5 (ii)

(TO BE COMPLETED BY YOUR SCHOOL)

1. Service to be contracted or supplied

2. Person responsible for managing contractor safety Chairman / Principal

3. WHS requirements with which contractor must comply e.qg.:

(&) WHS policy

(b) WHS Procedures (specify)

(c) Training

(TO BE COMPLETED BY CONTRACTOR)

4, Contractor's Name

5. Contract Manager

6. Workers Compensation Insurer and Policy No. (if employs staff)

7. Public Liability Insurer and Policy No

8. Risk Assessment

What are health and safety issues that may arise out of the performance of the contract? This
should encompass those risks to the contractor’'s and organisation’s employees as well as other
persons who may be at the workplace

9. Safety Management for the contract
How will the work be carried out to address the WHS issues identified above?

Signed Dated
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Attachment 6

if b Al Noori Muslim School Induction Checklist
(Complete a checklist for each new worker employed by your school. Keep on file)

Employee’s name: Employment start date:

Position: Supervisor:

Work environment: Principal

a Introduce the employee to other workers & the supervisor

a Location of lunch area & access to drinking water

a Location of toilet facilities

a Desk & office environment (equipment, alarms, keys, security etc)

a Location of emergency exits & fire extinguishers

a Explain & demonstrate emergency procedures

Job introduction: Head Teacher

a School management structure
a Department structure

a Teacher Handbook

a Review internal/external work environment
School policies & procedures

) Evacuation Procedures

a First Aid Procedures

a Medication

a Asthma

a Manual Handling/ equipment
] Slips, Trips, Falls and Ventilation

Employment conditions —Accounts /Principal

Staff record (Principal)

Work times & meal breaks (Principal)

Pay arrangements (Accounts)

Taxation - Complete the employment declaration form (Accounts)

Superannuation & other deductions (Accounts)

Leave entitlements (Accounts)

Q a Qoo ala

Notification of sick leave or absences (Principal)

Health & safety (explain) Principal/ DP

a WHS policy (Principal, DP)

a Worker’s rights and responsibilities (DP)

a How and who to report health and safety issues to - including forms (DP)

a Location of first aid kit, incident report form & first aid officer (DP)

a Workers compensation process (DP)

a Emergency Procedures (DP)

Conducted by: Date:
Worker’s signature: Date:
Conducted by: Review date:
(Review progress & ask the worker questions to check understanding)

24
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Attachment 7

AL NOORI

MuSLIM ScHooL Al Noori Muslim School Toolbox Talk

Tool Box Talk

School Date / time
Held at Duration
Meeting Conducted by Signed
Attendance

Print name Signed

Issues covered or addressed
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Attachment 8

Return to Work Plan

NB: A return to work plan MUST be developed prior to the injured person returning to work on
restrictions. Each time the person is reviewed and the restrictions &/or duties change you must prepare a

new Plan

D Initial RTW Plan

D Goal - Same job same employer

D Goal - Different job same employer

‘:’ Progress RTW Plan

‘:’ Goal - Same job different employer

‘:’ Goal - Different job different employer

. Job Title

. Work Location

. Supervisor

. Claim Number

. Injury

ol |~ |IDN|E

. Suitable Duties

7. Considerations/Restrictions

a)

b)

c)

8. Hours/Days of work

9. Commencement Date

10. Review Date/s

11. Length of Program

12. Services/Treatment/
Appointments (i.e. Physiotherapy)

13. General Comments

The following parties have agreed to the program:

Injured Worker Date
Supervisor/Manager Date
RTW Coordinator Date
Nominated Treating Doctor Date
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The responsibilities of each of the above parties are outlined as:

Injured Worker:

To co-operate with the Rehabilitation process and to notify Supervisor of any problems.

e  Supervisor:
To ensure that the injured worker performs only the duties outlined above, monitors the injured worker’s
ability to perform these duties, and notifies RTW Coordinator of problems and to facilitate injured worker’s
attendance at necessary services.

e RTW Coordinator:
To ensure all parties endorse the Return to Work Plan, monitor the injured workers progress, co-ordinate
services to resolve problems, and change duties as required or medically endorsed.

o Nominated Treating Doctor:

To manage treatment of the injured/ill employee including participation in the Injury Management plan.
Provide medical advice and certification according to State legislation.

WorkCover requires employers’ to complete a consent form with the worker because of the sensitive nature
of the medical information that may be disclosed in the course of the case management.

As previously noted the worker must have a nominated treating doctor if he/she has a significant claim
(greater than 7 days off work). The doctor gives consent to consult the employer, insurer and rehabilitation
provider in signing the consent on the medical certificate.

Information Consent Form

hereby give PErmisSioN T0 .......cciecceiiie e ae et sae s (name of school)...............
to collect, use and disclose information for the purpose of my injury and claims management.

Injury Management involves the treatment, rehabilitation, retraining, claims management and
employment practices that assist an injured worker to return to work.

There are 4 main categories of persons where the transfer of information about my injury management
may be needed.

1. Health professionals need to obtain or release information about the treatment of my work-
related injury or illness.

2. Employers / Supervisors need to obtain or release information about suitable duties and work
performance.

3. The Insurance Company needs to be notified of the injury orillness, and its cause, my treatments
and costs and suitable duties options to manage my claim.

4. Legal practitioners need to obtain information about my claim.

| give consent that information can be collected, used or disclosed in order to manage my workers
compensation claim and for WorkCover NSW to undertake its statutory functions.

| understand that the information collected, used and disclosed will be treated as confidential and that |
have access to this information if | so desire.

| understand that | may change this consent at any time.

This consent is valid for the term of my workers compensation claim.

Y 7={ 0 =Y AN Date: cooeceef v e,
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‘ Attachment 9
“"“ CLASSROOM EVACUATION PROCEDURE

1.When emergency bell sounds: continued 5 sets of
3 bells and 1 pause.

2.Get class roll and take students to designated
safety area.

3.Check all students are present.

4.Notify supervisor of any absent students.

5.Supervisors follow extra duties as indicated in
policy.

6.Reassure students and wait in safety area until all

clear is given.
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n = Attachment 10
Ny LOCKDOWN LOCATIONS

Signal - continued 5 sets of 1 bell and 1 pause

Classrooms:

Classes will remain inside their classroom and follow the instructions
below:

e Keep calm and quiet

Lock classroom door

Turn off all lights

Shut down all window blinds and
Lay down underneath your table

Prayer Hall/Library:
Remain inside the hall and follow the instructions below:

e Keep calm and quiet

Lock door/s

Turn off all lights

Shut down all window blinds and
Lay down underneath tables

Playground:

e Quickly move into the closest building and room
e Keep calm and quiet

e Lock doors

e Turn of lights

e Shut down all window blinds and

e Lay down underneath your table
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[ IMMEDIATE SHELTER OR LOCKDOWN
AL NOORI

MUSLIM SCHOOL CHECKLIST

Est, 1983
A.M.S.

DATE OF ACTIVATION: REASON FOR ACTIVATION:

In case there isn't time to move to a safer spot, or it may be unsafe to take students into the hallways, below
are procedures to shelter students and staff inside the school, near or in their classrooms.
Not all procedures will be applicable in all situations.

Completed | By (initials) Time Item
or N/A

Alert

Alarm Sounded (different than for evacuation), or announcement made

Notification of persons outside the school (i.e. P.E. classes)

Emergency services on-site and briefed

Lockdown

Persons outside the building move to safe area

Doors to all classrooms locked from the inside

Windows covered (time permitting)

Lights turned out

Everyone moved away from windows and doors (if necessary)

Everyone "Duck and Cover"

Normal "bell system" turned off

Teachers continue with classes

Close Shelter

Teachers moved their classes to the closest shelter areas (See Annex to
this Checklist)

Teachers maintain control of their class until instructed to return to
classroom, or to move to another location.

Facilities

Doors to closets and utility spaces designated as shelters unlocked

Utilities turned off to avoid fire/explosion (if situation warrants)

Closed windows, blinds, drapes & doors to impede debris from becoming
missiles
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Accountability

Teachers conducted roll as soon as the immediate hazard passes

Coordinator’s reconciled assembly area roll with known attendance list
to ensure all students are accounted for

Return to School

Search of building revealed no hazards or the hazardous situation has
been resolved

"All-Clear" signal ( anouncement made ) sounded
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ANNEX to Checkl i st Lockdown:

If it is unsafe for the occupants of the facility to go outside, provisions should be made
to provide “protected spaces” inside. Sometimes, there isn't time to return to
homeroom, take roll and move in an orderly manner. In those cases, teachers should
move their class to the "closest shelter". These aren't optimal, but are available.

These spaces should:

e Bein the interior of the building, away from glass that may shatter.

e Not be in rooms with large ceiling spans (like gymnasiums or auditoriums) that may
fall if subjected to shaking from an earthquake or tornado.

e Have furniture and wall-hangings secured so that they will not fall onto occupants

Suggestions are:

e Interior halls,
e Rest rooms, Closets or other small areas
¢ |f hallways are not suitable, use the inside wall of a room.

Have everyone sit facing the wall, protecting head and face with arms against the wall.




