
 

OFFICIAL 

Work health and safety induction for 

volunteers and therapists at 

Kalamunda Secondary ESC 
This Work health and safety induction must be completed by volunteers or therapists working 

onsite. 

An induction must be done at every site you attend and on an annual basis. 

 

 

Section 1 

Welcome to Kalamunda Secondary ESC  

Question 1 

Your first name 

 

Question 2 

Your last name 

 

Question 3 

Have you completed a health and safety induction at Kalamunda Secondary ESC in 

the last 12 months? 

Yes      No 

Question 4 

Mobile phone contact number 

 

Question 5 

Emergency contact and phone number  

 

Question 6 

Area(s) of the school you will be doing voluntary work, for example therapy/sensory 

room, library, classrooms, canteen etc.  
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Section 2 

Your safety responsibilities 
Whilst at our site you must: 

 

• Take reasonable care of your own health and safety and ensure that your work 

doesn’t affect the health and safety of any other person at the workplace through 

any act or omission at work 

• You must follow our safe work procedures and participate in any safety directions 

and training made available to you 

• Report all hazards, injuries and near misses to the administration staff as soon as 

possible and complete the Department of Education's Accident Incident Report (AIR) 

form for volunteers. 

Section 3 

Evacuation and Assembly Points 2026 
Evacuation procedure: 

 

• When the EVACUATION signal is sounding (an audible and continuous ‘WHOOP… 

WHOOP… WHOOP’) you must immediately stop work. 

• If you are inside a school building, leave via the nearest emergency exit and 

evacuate to the school’s assembly point, if safe to do so. 

 

• The school's assembly point is Option 1 - West of Gate 6, near Cotherstone Road or 

Option 2 - Kalamunda Ag Hall on Canning Road.   

• Follow staff directions to the school muster point or refer to the school site map as 

inserted above. 

• Once you have arrived at the assembly point, please report to school staff and 

remain there until advised that it is safe to return. 

• Always follow the instructions of any area wardens.  
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Section 4 

Lockdown - Safe Location On Site 2025 
 

Lockdown procedure: 

 

• When the LOCKDOWN signal is sounding (an audible and continuous ‘BEEP… BEEP… 

BEEP’ or a PA message advising that the school will lockdown) you must immediately 

stop work. 

• If you are inside a school building, move away from doors and windows. 

• If you are not inside a school building, head to the nearest school building and seek 

advice from staff. 

• Always follow the instructions of any area wardens. 

 

Question 7 

I confirm I have read and understand the emergency and evacuation procedures for 

this site. 

Yes ⃣     No ⃣  
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Section 5 

First aid procedures 
First aid procedure: 

 

• In the event of an injury, call for help or phone 9293 6490 during office hours and a 

staff member will come to your aid. If you can, walk to the administration building. 

• First aid will be administered at the injury site or in the administration building. Do 

not self-administer any medication prior to seeing a staff member. 

• After first aid is provided, you will need to ensure the following forms are completed 

before leaving the site: 

1. First Aid Report form. 

2. Accident/Incident Report (AIR) form for volunteers. 

Question 8 – Forms  

Forms  

First Aid Report Form  
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Accident/Incident Report (AIR) Form for Volunteers  

Question 9 

I confirm I have read and understand the first aid procedures for this site. 

 

Yes ⃣     No ⃣  
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Section 6 

Additional information 
Toilets  

While working at this site please use the designated staff toilets only.  Verify with reception staff 

where these are located. 

 

The following are not permitted at this site.  You may be escorted off the premises if any of 

the following are breached: 

 

• Consumption of, or being under the influence of, alcohol or drugs 

• Bullying, harassing, aggressive, discriminating, intimidating, violent or abusive 

behaviour towards any other person  

• Profane, sexist, racist or otherwise offensive language 

• Smoking at any location on site other than designated smoking areas - ask at 

reception for the location(s). 

Question 10 

Acknowledgement for volunteers and therapists 

 

I have read and understood the safety information provided to me and agree with 

the safety requirements as a volunteer or therapist at Kalamunda Secondary ESC.  

 

Yes  ⃣    No ⃣  

 

 

Signed          Date 

  

 


