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VISITOR PROCEDURES 
 
 
INTRODUCTION 
 
Every student has the right to feel safe and free from harm in every area of his or her life including 
when at school. The protection of children and young people is of paramount importance and the 
Anglican Church Southern Queensland (ACSQ) takes this responsibility very seriously. 
 
The ACSQ has developed the Student Protection in Anglican Schools Policy and Procedures to 
guide school staff, volunteers and visitors (paid or unpaid) to an Anglican school in their 
responsibilities under legislation and/or policy to recognize and report suspected child abuse and 
neglect or inappropriate behaviour towards a student. 
 
The ‘Guide for volunteers and visitors to Anglican Schools, identifies the responsibilities, and 
behavioural obligations.  
 
 
DEFINITION 
 
A visitor to a school is any person who visits the school on a one-off or regular basis to provide 
services (paid or unpaid) to the School. This includes contractors, consultants and presenters of 
one-off programs. 
 
 
ST HILDA’S SCHOOL EXPECTATIONS 
 
Visitors to St Hilda’s School are required to read and complete the, ‘Guide for Visitors and 
Volunteers to Anglican Schools’, developed by the Anglican Schools Commission.  
  
This guide informs visitors to St Hilda’s School of their responsibilities for recognising and 
reporting information in relation to child protection. 
 
Visitors are to read the document carefully, complete and sign as indicated, and return the 
document to their staff supervisor prior to their visit to the School campus. 
 
 
INDUCTION  
 
Visitors are to undergo an induction with their supervising staff member prior to their event on 
the School campus. 
 
1. Student Protection in Anglican Schools – recognizing and reporting information in 

relation to child protection 
 

As per the ‘Guide for Visitors and Volunteers to Anglican Schools’. 
 

2. Dress Code:  
 
Professional attire is an expectation for all employees, visitors and volunteers at St 
Hilda’s School. 
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3. Sign-in and Sign-out Procedures:  
 

 Visitors are to arrive at Visitors’ Reception via Gate 2 Cougal Street Southport 

where they are required to sign in prior to entering the School Grounds.   

 Visitors will receive a visitor’s badge for the duration of their visit.  

 Visitors will be met by their supervising staff member at Visitors’ Reception, escorted 

to the venue, and at the end of the presentation/visit escorted to Visitors’ Reception 

to sign out and return your visitors’ badge before leaving the School grounds. If 

attending the School after hours, Visitors are required to sign in and out from 

Boarders’ Reception with their supervising staff member. 

4. Restricted Access:  
 
Visitors are to be supervised by a staff member at all times whilst at St Hilda’s School 
campus. 
 

5. Emergency Procedures:   
 
During an emergency evacuation, Visitors are to follow the instructions of your 
supervising staff member (Assembly point: School Oval). 
 

6. Responsible use of Social Media: 
 
Visitors are advised that no photos are to be taken or social media posts actioned 
without expression permission from the Principal. 
 

7. The Student Protection Officers (SPOs) at St Hilda’s School are:  
 
Senior School: Wendy Lauman (Deputy Principal), Caroline Brodar (Head of Senior 
School), Cody Boles (Counsellor) and Liz Giovas (Counsellor). 
Junior School: Lisa Cleverly (Head of Athena and Director of Pre-Preparatory), Melissa 
Wilkins (Deputy Head of Junior School), and Katherine Holmes (Prep-Year 2 
Coordinator). 
 

8. Questions on Reporting Process: 
 
Questions in relation to the reporting process are to be directed to the Visitor’s 
supervising staff member. 
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Introduction 

Every student has the right to feel safe and free from harm 
in every area of their life including when at school.  The 
protection of children and young people is of paramount 
importance and the Anglican Church Southern Queensland 
(ACSQ) takes this responsibility very seriously.   

The ACSQ has developed the Student Protection in Anglican 
Schools Policy and Procedures to guide school staff, 
volunteers and visitors (paid or unpaid) to an Anglican school 
in their responsibilities under legislation and/or policy to 
recognise and report suspected child abuse and neglect or 
inappropriate behaviour towards a student. 

You can access the Student Protection in Anglican Schools 
Policy and Procedures on the school’s internet or intranet 
sites. 

Your responsibilities 

You, as part of an Anglican school community, have a 
responsibility to help safeguard our students by:  

 informing relevant staff of suspected abuse and neglect 
or inappropriate behaviour towards a student; and 

 acting professionally and behaving in an appropriate 
manner towards all students at all times. 

Behavioural obligations 

Behaviour of a sexual, physical or psychological nature which 

exploits the special position of trust and authority between 

an employee or volunteer and a student, regardless of age, 

is a breach of policy and may be an offence under legislation.   

While not an exhaustive listing, such behaviour may include: 

 transporting a student or seeking to visit a student at 
home without the written consent of a parent and the 
approval of the Principal; 

 inviting a student to the staff member or volunteer’s 
home; 

 sending or receiving correspondence of an 
inappropriate nature or inappropriate giving of gifts; 

 physical or emotional aggression, violence or bullying; 

 sexual exhibitionism; 

 development of an intimate relationship incompatible 
with the professional relationship; 

 exposing a student to pornographic material in any 
medium;  

 inappropriate discussion of sexual matters;  

 obscene language, especially of a sexual nature; 

 gestures or actions of a suggestive or obscene nature; 

 jokes of a sexual nature told in a student’s presence; 

 voyeurism (gaining pleasure from secret watching of 
another); 

 repeatedly seeking to be alone with a student; or 

 detaining a student in locked facilities or facilities that 
do not have immediate access to other staff members. 

Any behaviour which exploits a student is unacceptable. 

 

Reporting suspected abuse or inappropriate behaviour 

As a volunteer or visitor to an Anglican school you must 
immediately inform a Student Protection Officer (SPO) or the 
Principal of all suspected abuse or neglect of a student.  

You must also immediately inform an SPO or the Principal of 
suspected inappropriate behaviour by a staff member or 
volunteer towards a student.  

When the concerns relate to inappropriate behaviour by the 
Principal, you must discuss the concerns with an SPO. 

What is child abuse and neglect 

There are four different types of child abuse.  

 Physical abuse occurs when a child has suffered, or is at 
risk of suffering, non-accidental physical trauma or 
injury.  

 Sexual abuse occurs when an adult, stronger child or 
adolescent uses their power or authority to involve a 
child in sexual activity.  Sexual abuse may also involve 
grooming.  

 Emotional abuse occurs when a child’s social, 
emotional/psychological, cognitive or intellectual 
development is impaired or threatened  through acts of 
omission (neglect) or commission (abuse).  

 Neglect occurs when a child’s basic necessities of life are 
not met and their health and development are affected. 

What is inappropriate behaviour 

Inappropriate behaviour means any behaviour of an school 
employee or volunteer towards a student, regardless of age, 
which is:  

 inconsistent with Professional Standards, Codes of 
Conduct and/or school policies; and  

 considered to be inappropriate behaviour by the person 
making the complaint. 

Actions by the SPO or Principal 

After speaking with you about suspected abuse and neglect 
or inappropriate behaviour, the SPO or Principal will decide 
if a report is required to Child Safety or police and will 
complete the reporting form with you.  

When the concerns relate to inappropriate behaviour, the 
SPO and/or Principal will take any action required under 
policy and procedures. 

Confidentiality and notifier protections 

Under the Child Protection Act 1999 any person, when acting 
honestly and reasonably, who reports suspected child abuse 
or neglect will be protected from civil, criminal and 
administrative liability and the notifier name and contact 
details will remain confidential. 

Breaches of child protection policy  

All breaches of these obligations will be treated seriously. 
When made aware of any breach, the Principal will take 
appropriate action which may include excluding the person 
from continuing in their role as a volunteer or visitor. 
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Name: 

Role:                                                         Department/Area: 

School:  ST HILDA’S SCHOOL, GOLD COAST 

 

Acknowledgement of understanding 
  

Responsibility Yes No 

As a volunteer or visitor to this school I have read and understood this guide   

I have had my obligations explained to me as part of my induction   

I am aware of the part I have to play in safeguarding students   

I am aware I can access a copy of the Student Protection in Anglican Schools Policy and 
Procedures on the school’s internet and intranet sites 

  

I understand that I am to behave professionally and in an appropriate manner towards 
students 

  

I understand that the behavioural obligations in this guide relate to my role as a volunteer or 
visitor to the school 

  

I am aware that if I breach my obligations that I may be excluded from continuing in my role   
 

Recognising Yes No 

I am aware of the four types of abuse and neglect covered by this policy   

I understand what is meant by inappropriate behaviour towards a student   

 

Reporting Yes No 

I understand that I must immediately discuss any suspected abuse or neglect of a student with 
an SPO or the Principal 

  

I understand that I must immediately discuss any suspected inappropriate behaviour by a staff 
member or volunteer towards a student with an SPO or the Principal 

  

I am aware that the SPO or Principal may need to make a formal report to the police or Child 
Safety 

  

I understand that, as a notifier, I will be protection from liability under provisions in the Child 
Protection Act 1999 

  

I understand that my details will be kept confidential as provided by provisions in the Child 
Protection Act 1999 

  



J a n u a r y  2 0 1 8         P a g e  3 | 4 

Key staff in my school  

I understand that the Student Protection Officers at St Hilda’s School include: 

Name Ms Wendy Lauman, Deputy Principal Email/phone contact wlauman@sthildas.qld.edu.au 

(07) 5577 7236 

Name Misss Cody Boles School Counsellor Email/phone contact cboles@sthildas.qld.edu.au 

(07) 5577 7265 

Name Mrs Liz Giovas, School Counsellor Email/phone contact egiovas@sthildas.qld.edu.au  

(07) 5577 7265 

Name Mrs Caroline Brodar, Head of Senior School Email/phone contact cbrodar@sthildas.qld.edu.au 

(07) 5577 7282 

Name Mrs Melissa Wilkins, Deputy Head of Junior School Email/phone contact mwilkins@sthildas.qld.edu.au 

(07) 5577 7237 

Name Mrs Lisa Cleverly, Head of Athena and Director of 
Pre-Preparatory 

Email/phone contact lcleverly@sthildas.qld.edu.au 

(07) 5577 7378 

Name Mrs Katherine Holmes, PP to Year 2 Coordinator Email/phone contact kholmes@sthildas.qld.edu.au 

(07) 5577 7230 

 

My supervising staff member is: 

Name  Email/phone contact  

 

Signature of 
volunteer/visitor 

 

Name of staff 
member providing 
induction 

 

Signature of staff 
member  

 

Date   

 

All students have a right to be protected from abuse or neglect or  

inappropriate behaviour by a staff member or volunteer. 

 

mailto:wlauman@sthildas.qld.edu.au
mailto:cboles@sthildas.qld.edu.au
mailto:egiovas@sthildas.qld.edu.au
mailto:cbrodar@sthildas.qld.edu.au
mailto:mwilkins@sthildas.qld.edu.au
mailto:lcleverly@sthildas.qld.edu.au
mailto:kholmes@sthildas.qld.edu.au


Emergency Procedures for Volunteers and Visitors – V1 2018 2507818   1 

 

 
 
 
 
 
 
 

 
 

 

EMERGENCY PROCEDURES FOR VOLUNTEERS & VISITORS 
 
       
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, volunteers and visitors know the evacuation routine.   
 
Volunteers and visitors are to follow the instructions of their supervising staff member. 
 
 

 

ALARMS 
 

 
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.  
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FIRE / EMERGENCY EVACUATION 
 

 

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

 
YEARS 3-6:     Assembly area on Oval. 
YEARS 7-12:   Assembly area on Oval. 
 
VISITORS & VOLUNTEERS: Assembly area on Oval and report to Sharon Osborne / 

Paul Salter. 
 
 
(See Assembly Maps next pages) 
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VOLUNTEERS & VISITORS 
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FACILITIES STAFF, CONTRACTORS, VISITORS & VOLUNTEERS 

- 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, Volunteers 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, Volunteers 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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LOCK DOWN PROCEDURE 

 

 

 
Occurs in the following instance:  

 Police activity 

 Violent intruder 

 Hostage 

 Custodial incident 

 Storm / Tempest 
 

 
 

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  

 

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. 
 

 




