ST HILDA’S SCHOOL
Pre-Preparatory/OSHC
Volunteers’ Handbook

Junior School Relief Staff Handbook, April 2013
The Corporation of the Synod of the Diocese of Brisbane trading as St Hilda’s School
Registered CRICOS Provider No 00510M

Page 1

HOURS OF OPERATION
Pre-Preparatory:
Before and After School Care:

8.00am – 3.25pm
7.00am – 8.15am and 3.30pm – 6.00pm

VOLUNTEERS
The safety of our children is of upmost importance for the Centre. Policy and procedures relating to Child
Protection require all volunteers working in Anglican Schools to undergo an induction relating to the
responsibility they share in safeguarding children.
Available on the School website under Pre-Prep/Safeguarding our Children Policies is a range of policy and
procedure documents to inform parents. As part of the St Hilda’s School community all volunteers are required
to read and acknowledge their understanding of their responsibilities as a volunteer. This includes parents and
grandparents who assist with classroom activities, reading, School Banking, School discos, excursions and the
like.
All parents who wish to volunteer are required to:

1. Complete the Acknowledgement of Understanding Forms on pages 3 and 4 of the Safeguarding Our
Children Policy and Procedures Guide, and return to the Director of Pre-Preparatory.
2. Read the Volunteer Handbook.
3. Read the Volunteer Code of Conduct.
We value the time parent’s volunteer with our girls and the strong community connections this time fosters. We
know that you share an appreciation of all that is being done to assist young people to feel safe and know that
adults in their centre will listen and report any matters of concern to those who can assist. If you have any
questions or require any assistance in completing the above in order to volunteer, please do not hesitate to
contact the Director of Pre-Preparatory on 5577 7387.
Parent Volunteers will meet with the teacher overseeing their volunteer work and details pertaining to their work
will be discussed in their induction before commencing. Parent Volunteers are to sign in and out at Main
Reception each day and are required to wear a visitor’s badge whilst on campus.
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PROCEDURES












Sign in immediately upon arrival at the Main Reception and sign out on departure.
Wear appropriate identification badges which should be visible at all times (as issued from Main
Reception).
Participate in effective two-way communication and give clear instructions wherever appropriate.
Be aware of St Hilda’s School’s Evacuation Procedures and the location of First Aid facilities.
Refer all discipline matters to the employee responsible for their assigned activity in the first instance.
Please note that the School does not condone any sort of corporal punishment towards the children.
Observe normal School procedures regarding the day-to-day running of the School.
Not implement any significant departures from the prescribed activity for which they have volunteered
without first discussing the proposed change with the employee responsible for the activity.
Conduct themselves in a manner and use language that is appropriate and of a high standard at all
times.
Endeavour to learn the first names of all children with whom they work, and will normally expect
children to call them by their formal title (e.g., Mr or Mrs Smith, etc).
Dress in presentable clothes (or those suitable for the activity) that reflect the employee level of dress.
Volunteers are asked to put pagers and mobile telephones in “silent/vibrate” mode so as not to disrupt
or distract from activities, especially during chapel and assemblies.

GENERAL PRINCIPLES, CONFIDENTIALITY





Value our role in ensuring the safety, privacy and confidentiality of all children, employee and other
visitors.
Observe principles of confidentiality in relation to all aspects of the School’s operation – no School
documents or processes should be shared with or discussed with any third party, including family
members.
Avoid discussing any aspect of personal information relating to a child, employee or another volunteer
with any third party, including family members of either the volunteer or the child concerned.
Avoid counselling children on personal issues. Discuss information relating to the wellbeing of a
children with the employee responsible for that child or activity only, observing the child’s right to
confidentiality at all times. If the employee in charge of the activity is unavailable discuss with the
Director of Pre-Preparatory only, who may then decide to report to the Principal.

EQUITY AND DIVERSITY







Encourage and provide support to all children equally. Recognise and congratulate achievement and
nurture enthusiasm.
Value others irrespective of race, religion, colour, age, gender or belief.
Treat all children, employee and visitors with appropriate courtesy, sensitivity, tact, consideration and
humility.
Actively discourage bullying, victimisation or demeaning humour by reporting to the responsible
employee.
Use positive reinforcement rather than criticism, competition or comparison when working with
children.
Take care of, respect and support each other.

Pre-Preparatory/OSHC Volunteers Handbook.08122017

SAFETY






Report all injuries, illnesses, accidents and near misses immediately to the employee responsible for
the activity. If necessary fill in an Accident/Incident Form.
Put the safety of all children, other visitors and employees first in all their activities and observe duty
of care to themselves and others.
Follow all procedures to the best of their ability at all times and promote healthy and safe work
practices.
Recognise, that in the use of specialised equipment, training is fundamental to its safe operation.
Avoid posing any health risk to others (i.e., fevers or other contagious situations).

CODE OF CONDUCT
St Hilda’s Pre-Preparatory aims to develop and maintain a safe and secure learning environment for all
students and parental volunteers. The Centre expects all student and parental volunteers to act in the best
personal and educational interests of every child and to treat all children equally with appropriate courtesy,
sensitivity, tact, consideration and humility. The Code of conduct –Student and Parental Volunteers has been
developed to help achieve this goal.
Please read this Code of Conduct –Student and Parental Volunteers thoroughly and observe all policies and
directives when fulfilling the role.
Definition of Student and Parental Volunteers
Student and Parental Volunteer: means a parent who is employed by another person and does not carry out
any work for the other person for a financial reward, financial reward does not include a payment that is a
reimbursement for out-of-pocket expenses.
St Hilda’s School has three types of volunteers.
 Formal Parental Volunteers who provide regular, ongoing service. Examples include: a parent assisting in the
classroom, School Council member, Support Group members.
 Informal Parental Volunteers who provide assistance that is on-site, one-off or irregular. Examples include:
parent assistance for excursions, ad hoc in-class, sports day assistance.
 Student Volunteers such as pre-service teachers doing a practical placement as required by their education
provider and trainee students doing a work experience placement.
Student and Parental Volunteers, working in any capacity must read and assent to these practices, as well as
read and sign off on an understanding of the Student Protection in Anglican ECS Policy and Procedures, and
be officially accepted by St Hilda’s Pre-Preparatory prior to performance of any task. Unless specifically stated,
Volunteers shall not be considered as employees of St Hilda’s Pre-Preparatory.
Student and Parental Volunteer Code of Conduct
Student and Parental Volunteers are expected to follow the principles of safety, respect, confidentiality and
support. They must also use appropriate communication skills and conduct themselves ethically when engaging
with staff, children and members of the St Hilda’s Pre-Preparatory community.
Student and Parental Volunteers are expected to think and act safely:
 Put the safety of all children, other visitors and employees first in all their activities and observe duty of care to
themselves and others.
 Follow safety requirements, to the best of the volunteer’s ability, as outlined during induction and in the
Safeguarding our Children Guide.
 Report all injuries, illnesses, accidents and near misses immediately to the employee responsibility for the
activity. If necessary, fill in an Accident/Incident Form.
 In an emergency, assist in evacuating the area as quickly as possible following St Hilda’s School Emergency
Procedures.
 Follow all procedures to the best of their ability at all times and promote healthy and safe work practices.
Report to the appropriate Pre-Preparatory contact or supervising staff member if confronted with a challenge
beyond the volunteer’s control, role or responsibility.
 Recognise that in the use of specialised equipment, training is fundamental to its safe operation.
 Avoid being alone with individual children in any circumstances. At least two adults should be present when
there is only one child, and at least two children should be present when there is only one adult.
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 Maintain suitable sight lines, leaving doors and blinds open if working in a withdrawal room or other confined
space.
 Ensure any one-on-one work with a child is conducted in a public area or in a visible area such as in an office
with an interior window or an open door so that another adult or child can be present outside the room as a
witness.
Student and Parental Volunteers are expected to treat students and staff with respect:
 Treat everyone with courtesy, sensitivity, tact, consideration and modesty.
 Support an environment free of fear, harassment, discrimination, racism and exploitation.
 Respect the cultures, beliefs, opinions and decisions of others even if not always in agreement.
 Take instruction from, and not obstruct, the responsible staff member in any way with regards to the execution
of their duties.
 Report any illegal activity to the Director of Pre-Preparatory or appropriate staff member.
 Recognise and report all matters of abuse, harm, self-harm, inappropriate behaviour, or the likelihood of such
matters immediately to the Director of Pre-Preparatory or the volunteer’s supervising staff member.
Student and Parental Volunteers are expected to observe principles of confidentiality:
 Value our role in ensuring the safety, privacy and confidentiality of all children, employee and other visitors.
 Observe principles of confidentiality in relation to all aspects of the Centre’s operation – no PrePreparatory
documents or processes should be shared with or discussed with any third party.
 Avoid discussing any aspect of personal information relating to a child, employee or another volunteer with
any third party, including family members of either the volunteer or the child concerned.
 Avoid counselling children on personal issues. Discuss information relating to the wellbeing of a child with the
employee responsible for that child or activity only, observing the child’s right to confidentiality at all times.
Student and Parental Volunteers are expected to treat children and staff with respect:
 Practise effective listening (for example, ask open questions, be alert to non-verbal communication, stay
calm).
 Be clear and consistent.
 Be aware of the child’s physical space.
 Be aware of the volunteer’s own body language.
 Be careful and sensible in making physical contact with people. Where circumstances require such, for
example the administration of First Aid, at all times seek the child’s permission to make contact.
 Use non-discriminatory, respectful and non-judgmental language.
 Seek advice whenever appropriate.
 Dress in presentable clothes (or those suitable for the activity) that reflect the employee level of dress.
 Conduct themselves in a manner and use language that is appropriate and of a high standard at all times.
 Volunteers are asked to put pagers and mobile telephones in “silent/vibrate” mode so as not to disrupt or
distract from activities.
Student and Parental Volunteers must NOT:
 Utilise their position to take advantage of any child.
 Harass or abuse any person, or use profanity while in the Centre or at a Pre-Preparatory activity.
 Be the only adult in a bathroom or other dressing area whenever children are using such facilities. If
volunteers need to monitor the area or deal with discipline they must take care to leave the door ajar or to call
for another teacher or volunteer to assist.
 Contact children outside of school hours by telephone, email or any other means.
 Seek the telephone numbers, home addresses, e-mail addresses, or any other contact information from
children, for any purpose unless required as part of your role as a volunteer, and then only with direct approval
from the Centre and the appropriate parent(s).
 Make comments of a sexual nature and refer any questions of this type from a child to the teacher in charge.
 Use, possess, alcohol, illegal drugs, weapons, inappropriate videos, reading materials or other objects on the
Pre-Preparatory grounds.
 Smoke anywhere on the School campus or within five metres beyond the boundary of school land. It is a
statutory offence to do so. This includes in parked cars. The law applies at all times, during and after school
hours, on weekends and during school holidays.
 Condone the use of, or provide any of the above substances, to any child, staff member, volunteer or other
personnel.
 Engage directly with media representatives. Media enquiries must be referred to the Director of
PrePreparatory or to School Administration for referral to the Principal.
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Breaches
Any breaches of the Student and Parental Volunteer Code of Conduct will be dealt with by the Director of PrePreparatory or School Principal (or delegate) in the first instance and appropriate authorities will be contacted if
necessary.

ST HILDA’S SCHOOL DRESS CODE UNISEX
AIM
This Dress Code is to create a standard of dress and grooming that reflects St Hilda’s School ethos, culture and
professional image.
REFERENCE
The Queensland Anglican Schools Enterprise Agreement 2013
4.23
The Objectives of the Agreement are to develop a culture of workplace reform by:
(ii) Employees provide role models for the children of our Schools, therefore their dress, grooming and
presentation should complement the standards set for our children;
REQUIREMENTS
 For Teachers, School Contacts and Boarding House Duty Managers at St Hilda’s School,
appropriate business attire should be worn by both male and female members of staff when they are
on duty. Services, Retail and Maintenance staff are to wear the uniforms/items provided by the School.


This EXCLUDES the following items of leisure wear which do not complement the standards set for
children:
 T-shirts and singlets
 Sweatshirts
 Tops and shoestring or very narrow straps
 Jeans or any denim clothing
 Three-quarter pants (if they are not trouser length, they are deemed three-quarter pants)
 All shorts (walk shorts & long socks are acceptable for men)
 Tracksuit pants
 Leggings
 Sandshoes
 Thongs & thong-style sandals/shoes
 Sandal type shoes without backstraps




Stockings and ties are optional, except for formal occasions.
Exemptions from this exists for HPE staff and Boarding House staff during leisure hours. Other staff who
wish to be exempted from this policy must apply in writing to the Deputy Principal stating their reasons
for the exemption.
Staff working in HPE, Drama, the Boarding House and the Health Centre must be neatly dressed in attire
that reflects a professional approach to working in those specific areas. Sun-safe attire should be adopted
wherever possible for HPE staff.
Teaching staff may wear leisure-wear on Child Free Days, excursions (if appropriate), and sports
carnivals. This exemption does not apply if the staff member has an interview with a parent on that day.
Tattoos should not be visible. Piercings should only be visible in the ears.
When in doubt as to the appropriate dress, please err on the side of business attire.






Footwear









Fully covered, low-heeled, non-slip footwear is highly recommended for all staff.
Fully covered, low-heeled, non-slip footwear MUST be worn by staff in the following areas:
Science during experimentation
Design & Technology
Hospitality
Kitchen
Laundry
Health Centre
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CHILD PROTECTION
Statement of Commitment
St Hilda’s School Pre-Preparatory Centre supports the rights of children and is committed to ensure
the safety, welfare and wellbeing of children. St Hilda’s School Pre-Preparatory Centre is therefore
committed to responding to allegations of harm to a child resulting from the conduct or actions of
any person including that of employees.
This commitment includes the provision of a safe and supportive living and learning environment for
all children and requires all employees, volunteers and visitors to model and encourage behaviour
that upholds the dignity and protection of children from harm.
In support of this commitment St Hilda’s School Pre-Preparatory Centre is dedicated to our Child
Risk Management strategy which includes having relevant policies, procedures and training in place
to effectively address the safety and wellbeing of children in their care.

CHILD AND YOUTH RISK MANAGEMENT STRATEGY
Speaking to a trusted adult
If children are at any time feeling unsafe or fearful of being harmed or they are concerned for
another child, we encourage them to speak with a trusted adult. This could be a teacher, or one of
the School’s Child Protection Contacts as listed below:
Child Protection Contacts:
Mrs Lisa Cleverly
Mrs Kelly Adam
Miss Therese Morrissey
Mrs Belinda Robson
Mrs Amanda Robards

Head of Athena/Director of Pre-Preparatory
Pre-Preparatory Teacher
Pre-Preparatory Teacher
Pre-Preparatory Teacher
Coordinator of OSHC and Educator

You can read the School’s Child Protection Policy on the School website. The following information
is also available:
-

Child Protection Contacts
Child Protection Information for Parents
Child Protection in Anglican ECS– Policy and Procedures 2017
St Hilda’s School Community Code of Conduct Policy
Responsibility, Recognising and Reporting – Information for coaches, tutors, volunteers
and visitors to Anglican ECS
St Hilda’s Child Code of Conduct Policy
St Hilda’s Bullying and Harassment Policy
St Hilda’s Bullying and Harassment Leaflet for Children
St Hilda’s Bullying and Harassment Leaflet for Parents
Complaints Management in Anglican Schools Policy and Procedures
Protocol for Dealing with Complaints of Sexual Harassment, Sexual Assault or Sexually
Inappropriate Behaviour
Guide to what happens when I make a complaint
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EMERGENCY PROCEDURES HANDBOOK
The Emergency Procedures Handbook has been designed for the guidance and information of the
occupants of St Hilda’s School in the event of:
1. Fire and Emergency Evacuation
2. Bomb Threat
3. Lock Down
In the event of an emergency evacuation, all occupants may have to be evacuated from buildings. The
procedures have been designed to enable the safe evacuation of the occupants and it is mandatory that
the procedures are actively supported and adopted by all.
It is imperative that all staff know the evacuation routine. A copy of the Emergency Procedures Manual is
available electronically in ERM. These procedures will be reviewed and amended as required, but at least
annually.
This Handbook informs/contributes to the Critical Incident Report Manual.
1.

2.

3.

ALARMS
4.

There are 3 different types of evacuation alarms within the school, please ensure you understand all 3 and
familiarize yourself with them.

Whole School Evacuation:
In the event of a fire, the ‘Whole School Evacuation’ alarm will sound followed by the voice over, “Can the
entire school please evacuate immediately.” When this alarm sounds, everyone in the School must
evacuate.
Boarding Precinct Evacuation:
When a fire alarm is set off in the Boarding House, the Fire Evacuation siren will sound followed by the
voice over, “Could all personnel in the Boarding precinct please evacuate immediately”. If you are in
this area, you need to evacuate to Central Quad.
Silent Fire Alarm: This alarm is triggered by all smoke detectors in the school, excluding the Boarding
Quadrangle and Senior Library. Security/Maintenance are called automatically when a smoke detector has
been triggered.
For all alarms, the first step is to follow the Fire Evacuation Flowchart, and always keep yourself and the
students safe and away from harm.
NB. If you hear any other alarm that has no voice instruction, please remain where you are.
Emergency Procedures Handbook – V3 2018 230418
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5.

6.

FIRE / EMERGENCY EVACUATION
7.

Escape routes and instructions for evacuation are displayed in rooms. Please read the routes and instructions
carefully.

WHEN THE ALARM SOUNDS EVERYONE IN THE SCHOOL MUST EVACUATE

General Instructions:

1. When the alarm sounds, stand, move immediately and quietly.
2. Do NOT take any of your materials with you.
3. Do NOT touch electrical switches.
4. Move quietly in single file, ensuring you follow the indicated route for THAT room.
5. Walk briskly and do not speak.
6. Junior School Form teachers, Middle School and Senior School CLD teachers and Year 12
Chapel teachers, will assemble with their class and will call the roll.
7. Designated areas are shown below. Please note where students should line up in Junior
School Form class, Middle/Senior School CLD class, and Year 12s in Chapel class, in
alphabetical order facing as indicated on the map.
PRE-PREP TO YEAR 2:
YEARS 3-6:
YEARS 7-12:

Assembly area on the grassed area on western side of the Pre-Prep Building.
Assembly area on Oval.
Assembly area on Oval.

(See Assembly Maps next pages)
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ASSEMBLY AREA - PRE-PREP TO YEAR 2
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8.

JUNIOR SCHOOL TEACHERS – INSTRUCTIONS

General
Move your class in a quick and orderly fashion when the siren sounds.


Each Junior School class has a set assembly point:



o

Pre-Prep-Year 2 on the grassed area on the western side of the Pre-Prep Building.

o

Years 3-6 on the School Oval

Direct students to evacuate and leave all material in the room. Close the classroom door and
accompany students to the assembly point.

Class Rolls / Class Signage / Absentee Lists


Rolls and Class signage will be delivered to the Oval, or to the western side of the Pre-Prep
Building distributed by Administration Staff (identified by hi-viz vests).



Absentee Lists will be delivered to the Head of Junior School

Pre-Prep to Year 2 Teachers


Once you reach the grassed area on the western side of the Pre-Prep Building, line up your
students at the designated area to take the rolls.



Teachers report to Deputy Head of Junior School with their rolls.



Deputy Head of Junior School cross checks any absences noted on rolls.



Deputy Head of Junior School reports to Chief Warden when all students and their Form
Teachers are accounted for.



If you are not allocated to a Form Class, report to Area Warden Sam Brodar (identified by hiviz vest).

Years 3-6 Teachers


Once your class is at the Oval, line the girls up in alphabetical order at the designated area in
readiness to take the roll.



Teachers report to the Head of Junior School after taking the roll.



Head of Junior School cross checks any absences noted on roll.



If you are not allocated to a class, move to the area at the front of the Ballet Cabin and report to
Area Wardens Lisa Sullivan / Michelle Butler (identified by hi-viz vests).



HOJS reports to Chief Warden (identified by red hardhat) when all students and their
Form teachers are accounted for.

All Clear
Staff are to remain at their assembly point with students until the emergency is over and
instructions for departure are relayed.
At the conclusion of a Fire Drill, Chief Warden will communicate to Deputy Chief Wardens for
students and their accompanying staff to be dismissed.


Head of Junior School: Tracey Maynard: Years 3 – 6



Deputy Head of Junior School: Melissa Wilkins: Pre-Prep – Year 2
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9.

MIDDLE SCHOOL TEACHERS - INSTRUCTIONS

General
Move your class in a quick and orderly fashion when the siren sounds.


Each classroom has a notice indicating the route to be followed from THAT room. Ensure that
your classes are familiar with this stated route.



Each Middle School Class has a set assembly point on the Oval.



Direct students to evacuate and leave all material in the room. Close the classroom door and
accompany students to the Oval.

Class Rolls / Class Signage / Absentee Lists


Rolls and Class signage will be delivered to the Oval by Administration Staff (identified by hiviz vests).



Absentee Lists will be delivered to the Head of Middle School.

Years 7-9 Teachers


If you are a not allocated to a CLD Class, move to the front of the Ballet Cabin and report to
Area Warden, Emma Miller/Assistant to Head of Learning & Teaching in Emma’s absence
(identified by hi-viz vest).



Years 7, 8, and 9 line up in CLD class groups with CLD teacher



CLD Teachers to move to the designated point for their CLD class and take the roll.



CLD teachers to report to HOY with their roll.



HEADS OF YEAR to cross check any absences noted on roll.



HEADS OF YEAR to report to Chief Warden (identified by red hardhat) when all students
and their CLD teachers are accounted for.

All Clear
Staff are to remain at their assembly point with students until the emergency is over and
instructions for departure are relayed.
At the conclusion of a Fire Drill, Chief Warden will communicate to Deputy Chief Wardens for
students and their accompanying staff to be dismissed.


Head of Learning and Teaching: Ross Boyle – Years 7 – 12
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10. SENIOR SCHOOL TEACHERS - INSTRUCTIONS
General
Move your class in a quick and orderly fashion when the siren sounds.


Each classroom, and each floor in the Jennifer Reeves Building, has a notice indicating the route
to be followed from THAT room. Ensure that your classes are familiar with this stated route.



Each Senior School Class has a set assembly point on the Oval.



Direct students to evacuate and leave all material in the room. Close the classroom door and
accompany students to the Oval.

Class Rolls / Class Signage / Absentee Lists


Rolls and Class signage will be delivered to the Oval by Administration Staff (identified by hiviz vests).



Absentee Lists will be delivered to the Head of Senior School.

Years 10-12 Teachers


If you are not allocated to a Years 10/11 CLD class or Year 12 Chapel class, move to the front of
the Ballet Cabin and report to Area Warden, Emma Miller or Assistant to Head of Learning and
Teaching in Emma’s absence (identified by hi-viz vest).



Years 10 & 11 line up in CLD class groups with CLD teacher. CLD teachers take the rolls.



Years 10 & 11 CLD teachers to report to HOY with their rolls.



Years 10 and 11 HOY to cross check any absences noted on roll with HOSS.



Year 12 line up in Chapel class groups with Chapel teachers. Allocated Chapel teachers to take
the rolls and report to HOY with their rolls.



HEADS OF YEAR to cross check any absences noted on roll.



HEADS OF YEAR to report to Chief Warden (identified by red hardhat) when all students
and their CLD/CHAPEL teachers are accounted for.

All Clear
Staff are to remain at their assembly point with students until the emergency is over and
instructions for departure are relayed.
At the conclusion of a Fire Drill, Chief Warden will communicate to Deputy Chief Wardens for
students and their accompanying staff to be dismissed.


Head of Learning and Teaching: Ross Boyle – Years 7 – 12
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11. BOARDING STAFF - INSTRUCTIONS
Between 8.20am and 3.25pm (Monday to Friday)
1. Students and staff with their year group to the Oval.
2. Boarders Receptionist to collect and take Boarding Staff Roster and Visitors’ Book to the Ballet
Cabin.
3. Boarders Receptionist to take roll of Boarding Staff and Visitors
4. Boarders’ Receptionist to report to Chief Warden (identified by red hardhat) when all
Boarding staff accounted for.
All Clear
Staff are to remain at their assembly point until the emergency is over and instructions for
departure are relayed.
At the conclusion of a Fire Drill, Chief Warden will communicate to Deputy Chief Wardens for
students and their accompanying staff to be dismissed.
At all other times
Boarding staff and Boarders are to evacuate to the Central Quad. Each Boarding staff member on
duty is deemed an Area Warden and is to take the following with them:
1. House roll
2. Mid-Week Leave details sheet
3. Pen
4. Torch (at night).
Procedure:
1. Roll for each House to be marked
2. Head of Boarding to cross reference absent Boarders with Mid-Week Leave sheet.
In case of the Fire Alarms not working
Staff will be rostered on to patrol the Boarding House and give instructions for evacuation should the
need occur.
Duties of Area Wardens/Wardens:
a.
Familiarise themselves thoroughly with their area
b.
Note all exits and alternative escape routes
c.
Know the existence of blind passages, toilets, locker rooms, obscure floors in which persons
could be located
d.
Know the location of manual break glass alarms and fire-fighting equipment
e.
Be familiar with the operation of equipment installed to assist in the safe evacuation of
personnel from the building
f.
Be aware of any *mobility impaired, sight or hearing impaired persons in their area
* A mobility impaired person is a person with physical, mental or sensory impairment – either
temporary or permanent – who requires assistance during an emergency evacuation.
On becoming aware of a FIRE in their area, the Area Wardens will:
g.
Ensure the fire alarm has been raised (in the Boarding House this is automated). Call
Caretaking
h.
Oversee the evacuation of all staff, students and other personnel from their area to the
designated assembly area via the designated route.
i.
Check all areas and close the door to all rooms when vacated.
j.
Instruct any available Wardens to check toilets, locker rooms and other rooms and to report
back when clear. This requires the Warden to open the main access door to each room and
yell “Fire Alarm – is there anybody here!” If no response, move onto the next area.
k.
Organise a fire party to attempt to extinguish the fire if safe to do so.
l.
If fire cannot be contained, order the fire party to withdraw and close doors to inhibit the
spread of the fire.
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Evacuating Persons with a Disability:
Boarding: Lifts and corridors too narrow for stretcher access, Emergency Services will assess need
and use their own lifting equipment (carry sheets and stair chairs), will use our Wheelchairs if
appropriate. When liaising with Emergency Services, please state no stretcher access if
appropriate. They may also request use of cart. Please state Gate number for closest access to
area:
Darragh/RHR – use internal stairs and Gate 4; Toggle kept at BR to open doors.
Whitby/McCulloch – use closest stairs (white external stairs) and Gate 7.
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12. OTHER STAFF - INSTRUCTIONS
1. All other staff (except for Facilities Staff, Contractors and Visitors) – see below - are to
assemble in front of the Ballet Cabin.
2. All staff (except for those taking rolls) are to ensure they are marked present off the ‘Fire List’ by
reporting to the following Area Wardens (identified by hi-viz vests) in their assembly areas:


Academic Staff Years 7–12 to Emma Miller



Non-Teaching Staff to Mandy Rice and Kathryn Cheesley (Human Resources Team)



Junior School Staff Years 3-6 to Lisa Sullivan / Michelle Butler



Pre-Prep – Year 2 Staff to Sam Brodar



Boarding Supervisors to Janet Knight / Stephanie Stanyer / Lucy Sears /Sally Haggland



On Duty Sports Coaches to Shannon Still-Wright / Mel Lilley



Student Reception Staff to collect Rolls, Absentee Printout and Sign-Out Sheets for
Middle/Senior School and deliver to School Oval. Absentee Printout and Sign-Out Sheets
to be delivered to Head of Middle School / Head of Senior School.

All Clear
Staff are to remain at their assembly point until the emergency is over and instructions for
departure are relayed.

13. FACILITIES STAFF, CONTRACTORS AND VISITORS - INSTRUCTIONS
All Facilities staff, Contractors and Visitors are to assemble as follows:
Uniform Shop: Ballet Cabin
Junior Café: Ballet Cabin
Jennifer Reeves Cafeteria: Ballet Cabin
Catering/Cleaning: Ballet Cabin
Maintenance: Ballet Cabin
1. Facilities Staff
 Joan Smith or Dorota Wiktorski / Nerelle Mulligan are to collect staff absentee rolls before
proceeding to Ballet Cabin.
 Joan Smith/Dorota Wiktorski (Cleaning Staff) / Nerelle Mulligan (Catering Staff) , Emma
Perram (Retail Staff), Jayson Neal (Maintenance Staff), to take rolls.
 Joan, Nerelle, Emma and Jayson to update Debbie DiMartino and cross check staff
absences.
 Debbie DiMartino to report to Chief Warden when Facilities staff are accounted for.
2. Contractors and Visitors
Sharon Osborne/Paul Salter to collect Visitor and Contractor Sign-In Print Out and take to the
assembly area beside the Ballet Cabin on the School Oval.
Contractors and Visitors are to report to Sharon Osborne/Paul Salter.
Sharon Osborne/Paul Salter to report to Chief Warden when Visitors/Contractors are
accounted for.
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1.

2.

PERSONNEL RESPONSIBLE FOR EVACUATION OF AREAS

3.

Below is a list of personnel responsible for evacuation of specific areas. There are two people named in
each so that if one is in another part of the school or absent, there is someone else to take his/her place.
CHIEF WARDEN:
DEPUTY CHIEF WARDEN:

Wendy Lauman / Ross Boyle
Tracey Maynard / Ross Boyle

OTHER OFFICIALS:
Main Fire Panel, Whitby Building
on

Facilities Manager/Coordinator or designated staff member
on the day

Checking Students

Junior School Form Teachers / Years 7-11 CLD Teachers
/ Year 12 Chapel Teachers / HOY / HOJS / HOMS / HOSS
Heads of Year responsible for cross-checking absent
students. If a student is unaccounted for, liaise with Head of
Middle or Head of Senior School prior to reporting to Chief
Warden.
Rachael Laing / Teresa Scholes / Lisa Sullivan to collect
Rolls, Absentee Printout and Sign-Out Sheets for
Middle/Senior School.
Michelle Sullivan and Sam Brodar to collect Rolls and
Student Absentee Printout (2 copies) for Junior School.

Dismissing Students

Ross Boyle / Tracey Maynard / Melissa Wilkins

Checking Staff

Mandy Rice/Kathryn Cheesley – Non-Teaching Staff,
Staff Sign-out Book to be collected
Emma Miller / Janice Kirk - Academic Staff
Lisa Sullivan / Michelle Butler – Junior School Staff
Sam Brodar - Pre-Prep, Prep, Years 1 and 2 Staff
Janet Knight - Boarding Staff
Debbie DiMartino – Facilities Staff
Shannon Leaver -Sports Complex Coaches
Julie Haines-Gould - Music Tutors

Checking Visitors/Contractors

Sharon Osborne/Paul Salter – Visitors/Contractors
Sharon/Paul to collect Visitors and Contractors Sign in active
pass list from Visitors Reception.

Checking School Buildings/Areas

Area Wardens as listed below

4.
Boarding Precinct:
Boarding
Health Centre
Facilities:
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AREA WARDENS
Janet Knight / Stephanie Stanyer / Lucy Sears /
Sally Haggland
Sister on Duty / Janet Knight / Lucy Sears
Debbie DiMartino /Graeme Petrie / Joan Smith or Dorota
Wiktorski (Cleaning)/ Nerelle Mulligan (Catering) / Emma
Perram (Retail) / Jayson Neal (Maintenance)
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Junior School:
Pre-Prep
Prep
Year 1
Year 2 Upstairs
-Learning Enhancement (Downstairs)
Bourne
Fittock
Year 6 Block (STEAM Building)
Junior Art Centre
Junior School Library
Junior Staffroom/Caedmon Centre

Lisa Cleverly
Kathie Brosnan
Natalie Gladman
Stacey Curtin
Sue LeRoy
Kristin Fitzgerald / Staff in area
Ingrid McIlwraith / Raechel Alback
Michelle Bosiljevac / Trent Uebergang
Karen Raison / Kerrie Stewart
Joanne Grimmer / Danielle Finch
Lisa Sullivan / Sally Nind
Staff in Area
Chen Yang / Louise Emery
Staff in attendance
Staff in attendance
Staff in attendance

Junior Music
Multi-Purpose Centre
Bev Philben Room
Chapel
Middle/Senior School:
Bathrooms
Davenport Classrooms
Middle School Centre
Drama Classrooms
Granowski
Langford Theatre
H1, H2, H3, H4, H5 (Downstairs)
Horton Media (Upstairs)
Middle School Locker Area:
Molphy Classrooms
Music
Old Science Classrooms:
Jennifer Reeves Ground Floor -Cafeteria
Jennifer Reeves – Middle Floor
Jennifer Reeves – Top Floor
Science Centre
Bev Philben Room
Whitby Area
Chapel
Sports Complex
Maintenance
James Building:
James Downstairs
James Downstairs Staffroom/Common Room
James Upstairs Admin
James Upstairs Staffroom

5.

Teachers in area / Vivian Radin-Brown
Teachers in area
Vivian Radin-Brown / HOMS
Teachers in area
Erin Snare / Pierre Van Zyl
Belinda Gravel
Teachers in area / Nanette Usher
Teachers in area / Nanette Usher
Vivian Radin-Brown / HOMS
Teachers in area / Vivian Radin-Brown / Susan Sanburg
Julie Haines-Gould / Janette Kelly
Teachers in area
Wendy Stubbs/Judith Hyde (Lauren Hall when closed)
Teachers in area / Lauren Hall / Caroline Brodar
Teachers in area / Alexeem Boyle/Leah Potts
Colleen Burn / Gail De Cello
Teachers / Staff in attendance
Janette Kelly / Staff in attendance
Staff in attendance
Mel Lilley/Shannon Still-Wright
Jayson Neal / Darcy Ford
Emma Miller / Janice Kirk
Staff in area
Melissa Sanson / Karen Minahan
Staff in area

DUTIES OF AREA WARDENS

a.
b.
c.

Familiarise themselves thoroughly with their area
Note all exits and alternative escape routes
Know the existence of blind passages, toilets, locker rooms, obscure floors in which persons
could be located
d.
Know the location of manual break glass alarms and fire-fighting equipment
e.
Be familiar with the operation of equipment installed to assist in the safe evacuation of personnel
from the building
f.
Be aware of any *mobility impaired, sight or hearing impaired persons in their area
* A mobility impaired person is a person with physical, mental or sensory impairment – either temporary
or permanent – who requires assistance during an emergency evacuation.
On becoming aware of a FIRE in their area, the Area Wardens will:
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a)

Ensure the fire alarm has been raised. If no break glass alarm in the area, phone or send a
runner to nearest Reception area who will contact Visitors’ Reception.
Oversee the evacuation of all staff, students and other personnel from their area to the
designated assembly area via the designated route.
Check all areas and close the door to all rooms when vacated.
Instruct any available Wardens to check toilets, locker rooms and other rooms and to report
back when clear. This requires the Warden to open the main access door to each room and yell
“Fire Alarm – is there anybody here!” If no response, move onto the next area.
Organise a fire party to attempt to extinguish the fire if safe to do so.
If fire cannot be contained, order the fire party to withdraw and close doors to inhibit the spread
of the fire.

b)
c)
d)

e)
f)

Important Note: Once the area is clear of all personnel and staff and visitors are accounted for,
proceed to the assembly point and notify the Chief Warden. Return to your area when the “all clear” is
given.

6.

EVACUATING PERSONS WITH A DISABILITY

Boarding: Lifts and corridors too narrow for stretcher access, Emergency Services will assess need and
use their own lifting equipment (carry sheets and stair chairs), will use our Wheelchairs if
appropriate. When liaising with Emergency Services, please state no stretcher access if appropriate. They
may also request use of cart.
Please state Gate number for closest access to area:
Darragh/RHR – use internal stairs and Gate 4; Toggle kept at BR to open doors.
Whitby/McCulloch – use closest stairs (white external stairs) and Gate 7.
James Building/ Junior school Buildings: Paramedics will assess at time for other suitable means
transport (they have a stair chair) or will use carry sheets.
Reeves Building: Gate 7 or 9 access, will use carry sheets or other means for lifting down stairs if
required.
7.

8.

FIRE AND EMERGENCY PROCEDURES AFTER-SCHOOL HOURS

9.

Assemble on the closest open area to your location, i.e. Car Park, Netball Court, Central Quad, Oval etc.
Phone Caretaker on 0425 892 369.
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10. BOMB THREAT
Anyone receiving a bomb threat should observe the following:
1. Keep calm.
2. Keep the caller on the line as long as possible (DO NOT HANG UP)
3. Use the bomb threat call record provided on the following page (which should be kept near all phones)
4. Obtain as much detail as possible about the bomb and its location.
5. Listen carefully for any background noises, speech mannerisms, accents, etc. that might give a clue to
the age, sex and location of the caller.
6. Do not discuss the call with other occupants of the floor.
7. Immediately after the bomb threat, contact the Head Warden and the Principal and notify the Police.
8. Complete the bomb threat call record and hand it to the Head Warden and/or Principal, or in their
absence, the Police on their arrival.
9. Follow the SEARCH & EVACUATION procedures in the manual.

(See Bomb Threat Report form next page)
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1.

11. Bomb Threat Report
If a telephone bomb threat is received DO NOT HANG UP. If the caller terminates the call, leave the
handset off the hook. Police may be able to trace the call.
(To be completed by the person who received the call and advised the workplace manager and police)
Time of call:

Date:

Name of person who received the call:
1.

EXACT WORDING OF THREAT

2.

QUESTIONS TO ASK CALLER

What time will it explode?
Where is it?
What type of device is it?
Why are you doing this?
What is your name?

ANALYSIS – TICK BOX
TYPE OF CALL

VOICE

ACCENT

BACKGROUND
NOISE

Local

Male

Local

Radio / TV

STD

Female

European

Traffic

Mobile

Child

Asian

Children

Overseas

Angry

American

Party/ other
people

Giggling

British

Construction

Calm

Other

Other

Speech
Impediment

Other

Did the caller appear familiar with the building? YES
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Bomb Search Evacuation Guidelines
The following information is presented as a guide to the action to take in the event of receiving a call indicating that there is a
bomb on your premises so that loss of life or serious injury will be non-existent or minimal and greater protection for you and
your staff will be achieved.
It places a responsibility on the employer and employee, and seeks to have you carry out your own initial search in areas which
are familiar to you, where you are more likely to locate an article foreign to the room. A person unfamiliar with the area may not
be so successful.
This information is supplied on the premise that an organised fire evacuation procedure is already existent, or will become
existent, as the same procedure can be utilised for bomb search evacuation.
1.

Receipt of Call

The person receiving call should:
(a) See that Police are notified by telephoning - 000.
(b) Notify building Security Officer.
(c) Engage the caller in conversation. Make a written record of his statements.
Find out if possible the location of the bomb. Listen for background noises which may identify the location of the caller
and any accent or other information which may identify the caller.
(d) Do not hang up the telephone even if the caller does.
2.

Building Security

On being notified, the Police will instigate a search of the premises.
Particular attention is given to all exits, stairwells and lift wells to see that they are clear of danger before any evacuation is
contemplated.
You must then decide whether to evacuate the entire building or a portion of the building. This will depend on knowledge of
location of any bomb. To evacuate past a known location of a bomb may cause greater injuries in the event of an explosion.
Under such circumstances consider evacuating the level where the bomb is contained, one level above, and one level below.
3.

Evacuation

Employees not required for search purposes and who are evacuating the buildings will take with them all personal belongings,
parcels, lunch bags, thermos flasks and so on so that the remaining search team is not confused or delayed unnecessarily in
their search. Any person/s having so evacuated the building should move to a place of safety well removed from the building
to avoid flying glass and debris.
4.

If a Bomb is Located

The procedure here is explicit.
DO NOT TOUCH. DO NOT HANDLE. The Police BOMB SQUAD will attend to the removal or defuse any bomb or
suspicious articles.
NOTICE
THIS INFORMATION IS PROVIDED AS A GUIDELINE TO ASSIST MANAGEMENT AND STAFF IN SEARCH
AND EVACUATION AND ADVISE HOW BEST THEY MAY ASSIST THE POLICE IN SUCH SITUATIONS.
HOWEVER, AS NO TWO SETS OF CIRCUMSTANCES ARE IDENTICAL, MANAGERS SHOULD BE AWARE
THAT A SLIGHTLY DIFFERENT APPROACH MIGHT BE REQUIRED.
THE QUEENSLAND POLICE DEPARTMENT IS NOT RESPONSIBLE FOR ANY PROPERTY DAMAGE, OR
INJURY OR DEATH RESULTING FROM THE USE OF THESE GUIDELINES.
Presented by the Queensland Police Department as a Community Service. If you need police urgently, ring 000.
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12. LOCK DOWN PROCEDURE

Occurs in the following instance:

Police activity

Violent intruder

Hostage

Custodial incident

Storm / Tempest

13. ALARM
The Alarm for a Lock Down is:
Intercom system announcing that “Miss Fittock is in . . . . .” (name of Building), eg. “Miss Fittock
is in the Langford Theatre” means there is a critical incident in the Langford Theatre so do not go
there, but go to allocated places.

PROCEDURE (to call a lockdown)
Any Incident that calls for a Lockdown will be dynamic and no set procedure will fit all incidents. Please
follow the below Procedure to call a lockdown as closely as possible, whilst exercising your own safe
judgment of the situation:


Get to the nearest School phone and Dial 88 (This will dial you directly into the School PA
system and all the Schools speakers) on any School Phone and state the above Lockdown Alarm
Statement (repeat 3 times).
o If you are unable to get to a School phone, please use a safe means of getting information to
somebody near a School phone. E.g. If you have a mobile phone call the below numbers to
call a lockdown.
o Visitors Reception: 55 777 200, Boarders Reception: 55 777 370, Maintenance/Caretaker:
0425892369



Whoever makes the lockdown announcement then rings:
o Police – 000
o Reception – (9)
o Principal (201)
o Ring any Excursions on that day and tell them not to return to the school until told to do so.
Excursion Leader and contact number can be located on Teacher Kiosk/Tours under the
Tour’s ‘approved notes’.

INSTRUCTIONS FOR RINGING POLICE
Ring 000 and give the following details:
o The Gate Number for the police to enter (a copy of the map of St Hilda’s has been supplied to
the Officer in Charge of Communications at Broadbeach)
o Full description of the person(s) + the demeanour of the person(s),
ie: angry, The weapon(s)
o Where to attend
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Staff go to the closest Lock Down area taking with them as many students,
volunteers and visitors as possible.

14. PROCEDURE FOR STAFF AND STUDENTS
1.

LOCK DOWN PROCEDURE DURING CLASS TIME

14. Alarm
Alarm will be intercom saying – “Miss Fittock is in …………”

15. Response
Classrooms

All classroom doors and windows must be locked and students and teachers must hide under desks
or as out of sight as possible. Staff and students outside go to the nearest classroom unless that is
where the incident is occurring. In this case they go to the nearest safe inside area.
Junior School and Preparatory School:

Staff and students remain in classrooms. If outside, staff and students to go to the nearest
classroom.
James Building:

Staff and students in James Administration Building remain upstairs or downstairs with lights off,
windows shut and doors locked.

When the danger is over
Everyone remains where they are until the “All Clear” is announced over the intercom, ie: “Danger
is over - all students go to . . . . ..”
With the “All Clear” there will be instructions about where to go for a post briefing - this will be in the
Sports Complex.
Everyone will be told to go to that area where:
o they will be told what has happened
o Counsellors will be available
o The students will be given a letter to take home to their parents explaining what has
occurred
After the event no one should speak to or contact the press. If asked by a member of the press the
answer should be, “No comment”.
In the event of a Lock Down Drill, staff and students will resume normal timetable.

LOCK DOWN PROCEDURE DURING RECESS AND LUNCH
This can never be a perfect procedure as there are too many variables and at all times Staff will
have to use their common sense in directing students to the safest place.
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1.

PROCEDURE FOR TEACHERS AND STUDENTS (continued)

LOCK DOWN PROCEDURE DURING RECESS AND LUNCH (continued)
The following is the general procedure that should take place:

1.

Procedure



ALARM SOUNDS:



All students and staff GO TO THE NEAREST SAFE CLASSROOM away from the designated danger area
and stay silent, out of sight, with doors and windows closed.



Rolls are to be taken where possible and names of students in the room are to be recorded. After the “All
Clear”, rolls should be collected and cross checked with those in attendance at post briefing to establish if
anyone is unaccounted for.



After the “All Clear” is given everyone is to remain where they are until a post briefing.

2.

“Miss Fittock is in ……….

PROCEDURE FOR
CONTRACTORS/VISITORS/VOLUNTEERS

Contractors/Visitors/Volunteers are to follow directions of staff members and go to the nearest secure area from the
designated danger area and stay silent, out of sight, with doors and windows locked.

3.

POST EVENT

Letter to parents:
The letter has five functions. It tells parents:






the facts
what the School has done
the School’s plans
how the children may react
how to get help

Different wording may need to be considered with multiple deaths or a hostage situation.
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16. EMERGENCY EVACUATION – CHIEF WARDEN’S CHECKLIST
1.

DATE: _______________

2.

TIME OF ALARM: _________

ACCOUNTED
FOR

PRACTICE DRILL: Yes

AREA

No

TIME OF ALL CLEAR: __________
AREA WARDENS TO
REPORT TO CHIEF
WARDEN

NOTES

STUDENTS & THEIR FORM,
CHAPEL, CLD TEACHERS
Pre-Prep – Year 2

Melissa Wilkins

Years 3– 6

Tracey Maynard

Year 7

Rachel Horner

Year 8

Ben Andrews

Year 9

Karen McNamee

Year 10

Alexa Wood

Year 11

Tim Crowe

Year 12

Majda Benzenati

STAFF
Junior School Staff:
Non-Form Teachers, Teacher

Lisa Sullivan / Michelle Butler

Aides & Specialist Staff
Middle/Senior School: NonCLD and Non-Chapel Teachers

Emma Miller

Middle/Senior School:

Mandy Rice

Non-Teaching Staff

Kathryn Cheesley

Boarding – Staff & Residents

Janet Knight

Facilities Staff

Debbie DiMartino

On Duty Sports Coaches

Shannon Still-Wright Mel Lilley

VISITORS
Contractors and Visitors
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Paul Salter / Sharon Osborne
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