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Safe Environment Policy and Procedure 

– Grammar School 
 

 

1. Scope 

This policy applies to all employees, volunteers, students and individuals involved in 
Holmes Grammar school. 

2. Purpose 

2.1 All students who come to Holmes Grammar School have a right to feel and be safe. 
Holmes Grammar School is committed to the safety and wellbeing of its students and 
the welfare of our students will always be our first priority.  

2.2  The Policy and Procedure provides the principles of the School’s provision of the duty 
of care and the procedures to support the achievement of the principles.  

3. Policy Principles 

3.1  The policy principles and the related procedures must reflect the School’s philosophy, 
which include values, ethics and a code of conduct for all its staff and community. 

3.2 Procedures must be in place and followed by the relevant school staff for child 
protection matters including identifying, documenting, reporting and managing 
concerns or incidents. 

3.3 The procedural fairness and natural justice concepts should be maintained in all 
circumstances. 

3.4 The School will identify safe protective behaviours for all persons who access the 
school’s premises, facilities and/or programs. 

3.5  Students will be adequately supervised whilst attending Holmes Grammar School 
activities on or off campus. 

3.6  All off-campus activities organised by staff for students are to be approved by the 
Principal.  

3.7  Risk assessment is to be undertaken for every off-campus activity. The intent of Risk 
Management is to commit to the health, safety and well-being of students, staff and 
others involved in all curriculum activities conducted at school or other locations. 
Holmes Grammar School has an obligation under State OH&S Acts (Occupational 
Health and Safety Act 2004 & Occupational Health and Safety Regulations 2007) to 
ensure the safety of all involved in a curriculum activity.  

3.8  The legislation is governed by the following principles and Holmes Grammar School 
Risk Management Policy looks to reflect these principles: 

a. That all people – staff, students and general public – should have the highest 



Safe Environment Policy and Procedure – Grammar School v4                                                                    2 
 

level of protection against risks to health and safety; 
b.   Those who manage or control the activity are responsible for eliminating or 

reducing the risks, so far as is reasonably practicable; and 
c. The school should remain proactive in promoting health and safety at all 

times. 

3.9  Camps and excursions should be assessed in relation to risk as a regular part of the 
planning for these events.  

3.10 Those responsible for curriculum activities must take reasonable care to avoid 
foreseeable risks of injury, for example by: 

a. Making sure that activities are safe and appropriate for the students’ age; 
b. Ensure students are properly instructed and prepared for the activities; 
c. Ensuring all equipment is safe to use; and 
d. Providing adequate supervision. 

3.11 The School ensures to take reasonable care that any student and visitors on the 
premise will not to be injured or damaged due to things that are done or omitted 
by the School.    

3.12  The School shall recognise that greater measures of care may be required in relation 
to younger students, students with disabilities and possibly students from different 
ethnic orientations in order to fulfil duty of care obligations. 

3.13  Restrictive interventions might be necessary to protect the safety of a student and 
members of the school community, such as: 

                a.   When there is a high or immediate risk that the student’s behaviour will result 
in harm to themselves or to others;  

                b.   Where such action would be judged to be reasonable; or  
                c.  As an intervention of last resort, when there is no other less restrictive 

intervention available or deemed likely to be effective in the circumstances. 
3.14  Examples of behaviours that might give rise to the need for restrictive interventions 

could include: 
a.    Self-injuring behaviour, such as hitting or kicking walls, head-banging; 
b.    Aggression towards other students or staff, including hitting, biting, kicking, 

hair pulling; 
c.    Throwing furniture or other objects at students or staff; 
d.    A verbal threat of harm that the School reasonably believe a student will 

immediately enact; and/or 
e.    Running onto a road or near some other hazard. 

4. Procedure Principles 
Teacher Selection, Supervision and Management 
4.1  All teachers must provide evidence of current registration with the Victorian Institute 

of Teaching (VIT) on employment. This registration includes a current and satisfactory 
national criminal history record check (NCHRC). 
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4.2  All teachers are bound by the VIT Code of Conduct (revised 2021). Furthermore, this 
Code is supported by the school’s own Staff Code of Conduct Sections 61-65. 

4.3  Any staff member who becomes aware of an allegation of reportable conduct or 
conviction relating to reportable conduct is to immediately inform the Principal (see 
sections below taken as Mandatory Reporting). 

4.4  The Principal investigates the notification and gathers any evidence, including any 
written submission that the employee may wish to make. Full and complete records 
are to be maintained. 

4.5  The Principal notifies the VIT as soon as practicable, but within 30 days, of any action 
taken against a teacher in response to an allegation of serious incompetence, serious 
misconduct or a lack of fitness to teach. The Principal also notifies the VIT of any 
written submission made by the employee concerned. 

4.6  The VIT reserves the right to investigate the allegation choosing to conduct either an 
informal or formal hearing. If a registered teacher is charged with a sexual offence, 
the Institute may suspend the registration without inquiry. 

Student Supervision 
4.7  Homes Grammar School have the clear guidance on supervising students on or off 

campus.  
   a.    Classroom Supervision 

i.   Students should not be left unattended during a timetabled class. 
ii. Teachers are to monitor student activity during classes to ensure that 

they are getting the most out of the work to be done. 
b.    Out of Class Supervision 

i. During recess and lunchtime staff are rostered to supervise the 
conduct and activity of students during these designated breaks.  

ii. This supervision includes various locations across the campus, 
including the corridors and lunchroom area.  

iii.   Students are not permitted to use classrooms during these times. 
c. Off Campus Supervision 

i. The city location of Holmes Grammar School and the City Campus 
style of its facility does not provide a contained outdoor area or 
school canteen.  

ii. Students take the opportunity at both designated breaks (recess and 
lunchtime) to move off campus in order to obtain food or drink and 
to seek an outside environment. 

4.8 Through the enrolment process both parents and guardians are asked to sign an 
acknowledgement and acceptance of this practice. Students are informed of the 
regulations in relation to an acceptable radius for which to leave the campus. This 
information is communicated regularly at various intervals via school assembly. 

Off Campus Risk Assessment  
4.9  All off-campus activities organised by staff for students are to be approved by the 
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Principal. 
4.10  A staff member wishing to involve students in an out of class activity must submit a 

proposal well in advance via the Holmes Grammar School Risk Assessment Register.  
In completing this register staff must address the following aspects in assessing the 
element of risk that may be associated with the curriculum activity: 

a. Establish the Context; 
b. Identify the risks and existing controls – via Risk Description template; 
c. Assess the risks – what is the risk likelihood? – via Risk Description 

template; 
d. What are the Risk Consequences? – via Risk Description template; and 
e. Treat or manage the risks – via Treatment Priority table. 

4.10  An acceptable level of risks exists when the educational outcomes expected to be 
achieved in undertaking an activity justify doing the activity given the level of risk. 
The residual risk is the level of risk remaining after the controls have been put in 
place. 

4.11  Holmes Grammar School is obligated to maintain an Emergency Management Plan 
for the planning and approval of off-site activities which consider the risk of bushfire 
in the activity location according to Education & Training Reform Act 2006 (Refer to 
the Emergency Management Plan). Fours stages will be applied in the process of 
conducting an activity which considers the risk of bushfire: 

a. Preparation; 
b. Approval; 
c. Offsite Activities Emergency Management; and 
d. Bushfire Protocols. 

Arrangements for Ill-students 
4.12  Holmes Grammar School is committed to the provision of an effective system of first 

aid management to protect the health and safety of all school employees, students 
and visitors as a requirement of the Occupational Health and Safety Act 2004. This 
arrangement applies to all who may be affected by injuries or illness resulting from 
school activities, whether on or off campus. 

4.13  A first aid room will be available for use at all times. The first aid kits will be available 
with the First Aid Officer. 

4.14  All injuries or illnesses that occur during class time will be referred to the First Aid 
Officer who will manage the incident. All injuries or illnesses that occur during break 
times, will also be referred to the First Aid Officer. 

4.15  Minor injuries will be treated by staff members on duty, while more serious injuries 
will need to be treated by a doctor. 

4.16  Any students with injuries involving blood must have the wound covered at all times. 
4.17  The School will collect the student medical information twice a year and record the 

information in the Medical Register. At the Principal’s discretion, students can carry 
their own medication with them, preferably in the original container or packaging, 
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when: 
a. The medication does not have special storage requirements, such as 

refrigeration; and 
b. Doing so does not create potentially unsafe access to the medication by 

other students. 
4.18 Any injuries to a child’s head, face, neck or back must be reported to 

parents/guardian. 
4.19 Parents/guardians of ill students will be contacted to take the student home and a 

sign-out form must be signed.  
4.20 All teachers have the authority to call an ambulance immediately in an emergency. 

If the situation and time permit, a teacher may confer with others before deciding 
on an appropriate course of action. The Principal must be notified if any ambulance 
is called. An ambulance will only be called if the situation is considered: 

a. Life threatening; 
b. Needs medical attention; 
c. Requested by parent/guardian; and/or 
d. If the parent/emergency contact cannot be contacted and the student 

needs immediate medical attention. 
4.21 All students attending excursions will have provided a signed medical form providing 

medical details and giving teachers permission to contact a doctor or ambulance 
should instances arise where their child requires treatment. Copies of the signed 
medical forms to be taken on excursions, as well as kept at Holmes. 

4.22 All students, especially those with a documented asthma management plan, will 
have access to Ventolin and a spacer at all times. 

First Aid Arrangement 
4.23 The below first aid processes shall be followed: 

a. In the event of an incident/injury, it is important to ensure that the injured 
person(s) is clear of any danger not only to themselves but also for the first 
aid officer and anyone else who may be present at the time;  

b. While the injured person(s) is being treated it is important for a staff 
member or witness to get a first aid officer who can then proceed to the 
scene and treat any injuries that may have been sustained; 

c. When treating someone it is important to check for a response, that they 
are breathing and there is a pulse; 

d. It is also important to ensure that the injured person(s) is as comfortable 
as possible. However, no aspirin or medication is to be given at any time; 
and 

e. If it is possible to move injured person(s) they are to be moved to the sick 
bay where they can then be treated appropriately. If the injured person(s) 
has fallen/collapsed or had a seizure you must not move them. 

4.24 A comprehensive first aid kit will accompany all excursions.  
4.25 The School will ensure that all First Aid Officers have undergone recognised first aid 
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training. The School maintains a registry of all First Aid Officers. 
4.26 Every effort will be made to maintain the privacy of people attending First Aid. They 

will be triaged and given every opportunity to express their needs and be treated 
appropriately, with dignity, compassion and respect. 

Accidents and Incidents Register 
4.27 The School has established a system for recording all information relevant to the first 

aid management of an injury or illness. When an incident occurs, the First Aid Officer 
must record all first aid treatment that has been provided. When recording this 
information, the First Aid Officer must include: 

a. The date, time and location of the incident; 
b. A description of the incident; 
c. Nature of injuries; 
d. Witnesses; 
e. Treatment given – no medication or aspirin is to be given; and 
f. If the individual return to class, was sent home or were they sent to 

hospital? 
Internet Use 
4.28  The School implements the principles for the students in using internet in a safe 

manner, which include:  
a. Students will be required to use the internet regularly and extensively 

throughout their attendance at the School. 
b. Internet access is to be provided at the School and students are encouraged 

to arrange internet access at home. 
c. All teachers are to explore the opportunities for using the internet in their 

subject and to ensure that its use is an integral part of their students’ work. 

d.  Holmes IT facilities and services must not be used by staff and students for 
the purpose of creating, accessing or transmitting or otherwise dealing with 
content which may reasonably be regarded as objectionable, obscene or 
offensive, or in a manner which is contrary to other Holmes’ policies or 
which may otherwise expose Holmes to legal liability. 

e. Students are to ensure only appropriate material is accessed. 
f. Staff members are to ensure that students are adequately monitored in their 

use of the internet 
g. Students are expected to use the internet for research purposes only. 
h. Students who use the internet for inappropriate material (such as games, 

Gmail, Yahoo, Hotmail, Facebook, explicit materials etc) will face disciplinary 
action. Such serious transgressions will result in a detention for the offending 
student. All staff has the authority to issue a detention in accordance with 
the School Discipline Policy.  
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i. Deliberate introduction of malicious programs into the network or server (e.g. 
Viruses, worms, Trojan horses, e-mail bombs, etc) is strictly prohibited. 

j.  Deliberately effecting security breaches or disruptions of network 
communication is prohibited. Security breaches include, but are not limited to, 
accessing data of which the user is not an intended recipient or logging into a 
server or account that the user is not expressly authorised to access, unless 
these activities are within the scope of regular duties. 

k. Port scanning or security scanning including the execution of any form of 
network monitoring is prohibited unless prior approval has been granted by 
ITS. 

l.  Circumventing user authentication or security of any host, network or account 
is prohibited without proper authorisation. 

m.  Interfering with or denying service to any authorised user (e.g. denial of service 
attack) is prohibited without proper authorisation. 

n.  Using any program/script/command, or sending messages of any kind, with the 
intent to interfere with, or disable, any authorised user's terminal session, via 
any means, locally or via the external Web is prohibited. This applies to sessions 
anywhere on the Web (i.e. including hacking sessions on external Web 
addresses). 

Version Control and Accountable Officers  
It is the joint responsibility of the Implementation Officer and Responsible Officer to ensure 
compliance with this policy.  

  Responsible Officer      School Council/School Principal 
/    

  Implementation Officers      All school staff 

  Review Date      12/08/2021 

  Approved by 

  School Council 
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Holmes Grammar School Staff Manual 
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Anaphylaxis Management Policy & Procedure 

Bullying & Harassment Policy 
Child Safe Communication Strategies 
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 05/04/2011  05/04/2011 

3  Emergency Management Plan 
templates amended for Offsite 
Activities 

 Modified procedural steps for 
Mandatory Reporter 
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 12/05/2015  12/05/2015  

4  Identifying duty of care in avoiding 
potential injury or damage 

 Statement regarding the need for 
greater measures employed for 
younger students 

 Restrictive interventions added 
 Detailed overview of 

arrangements for students in 
offsite activities 

 Detailing safety and welfare when 
learning with another provider 

 Arrangements for ill students 
 Accidents and Incidents Register 
 First Aid 
 Distributing medicine 
 Internet Use 

12/08/2021 12/08/2021 

 
 

 
 
 
 


