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Conduct & Discipline Policy & Procedure 

Policy 

This policy and procedure is to be used by VRAJ where a participant at the Centre continually breach 
accepted standards of behaviour or where a single incident is a serious breach of guidelines. 

Procedure 

Participants and Member Rights 

All participants and members have a right to: 

 Be treated fairly and with respect to pursue their activities in a supportive and stimulating 
environment 

 Learn in an environment free of discrimination and harassment 
 Privacy of their personal information and membership records held by VRAJ 
 Lodge a complaint without fear  

 

Participants and member are responsible for: 

 Treat other participants and VRAJ staff and volunteers with respect and fairness 
 Follow any reasonable direction from VRAJ staff 
 Be punctual and regular in attendance 
 Refrain from using mobile phones or pagers during classes or performances 
 Return VRAJ equipment / materials on time 
 Observe normal safety practices; e.g., wear approved clothing and protective equipment 
 Refrain from using offensive language 
 Refrain from smoking in VRAJ buildings and grounds and directly outside the front gates 
 Behave in a responsible manner by not: 

- Harassing or intimidating fellow VRAJ participants or members 
- Damaging, stealing, modifying or misusing property (including electronic records) 
- Being under the influence of alcohol or drugs 
- Engaging in any other behaviour, which could offend, embarrass or threaten others. 

 

Complaints & Appeals Policy & Procedure 

1. Policy 

1.1 If a member has a complaint that they wish to raise with VRAJ (VRAJ) they are encouraged to do so 
through the VRAJ Committee.  
1.2 Members may lodge informal and formal complaints.  
1.3 VRAJ employs a procedure for handling complaints  
1.4 All complaints lodged will be used for continuous improvement purposes. 
1.5 The VRAJ Committee is responsible for implementing this policy and reviewing its effectiveness and 
compliance with regulatory guidelines. 
1.6 The following procedure outlines how members will have their complaints and appeals processed. 
Procedure 
 
2. General complaints 
2.1 Members are encouraged to approach any member of VRAJ Committee and make a complaint 
about any issue relating to VRAJ services. 
2.3 Any committee member can be involved in this process to resolve issues. 
2.4 Committee members should refer members to the VRAJ Directors if they feel they cannot or it is not 
appropriate for them to try and resolve the complaint/ issue. 
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2.5 Committee members may ask the member to come back at an arranged time if further investigation 
is required. 
2.6 The outcome of the investigation should be communicated to the member within an agreed 
timescale. 
2.7 If the complaint is against the VRAJ Manager, another member of Committee should in the first 
instance be approached to deal with the complaint. 
2.8 The VRAJ Committee should record the complaints and outcomes in the Complaints & Appeals 
Register for continuous improvement purposes. 
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Emergency Policy & Procedure 
(This document is intended to guide VRAJ on the content when producing their own Emergency 
procedures. An Emergency policy and procedure should not be employed unless approved by a qualified 
OHS professional). 

 

Policy 

1.1 VRAJ (VRAJ) employs an effective Emergency policy to guide all members in the event of an 
emergency. 
1.2 This policy provides the emergency control structure and directions which will prevent injury to 
personnel, visitors and neighbouring people/premises in the event of an emergency. 
1.3 This policy and procedure is employed to ensure the safety of personnel, members and other 
stakeholders. 
1.4 The procedures also aim to minimise damage to the organisation’s equipment, plant and 
installations. 
1.5 VRAJ staff/committee are provided access to this policy and procedure at all times. 
1.6 VRAJ ensures that the information provided is accurate and regularly reviewed to ensure currency of 
practice. 
1.7 Emergency plans will be formulated and reviewed in consultation with personnel, emergency 
service specialists and in line with statutory requirements. 
1.8 Plans should be simple but effective 
1.09 Emergency control personnel will be trained in their appointed duties 
1.10 All personnel will be regularly trained in appropriate response procedures 
1.11 Specific plans should be drawn up for emergencies created within the site and those caused by 
external sources. 
1.12 The VRAJ Committee is responsible for implementing this policy and reviewing its effectiveness. 
 
 
Procedure 

2.1 All risks will be continually monitored in order to minimise the potential of an emergency 
2.2 Emergency plans are developed in accordance with this policy. 
2.3 All volunteers, members and other appropriate stakeholders are informed of the emergency 
procedures. 
2.4 Emergency procedures are included in member orientation. 
2.5 Emergency procedures are included at meetings 
2.6 Fire drills are conducted every 12 months. 
2.7 Reviews of the effectiveness of the drills take place after each review with recommendations 
implemented where appropriate. 
2.8 Professional expert advice is sought in relation to implementing this policy and procedure. 
2.9 Recommendations are implemented where appropriate. 
Internal Emergencies covered by these procedures are: 

 Fire 
 Medical emergency 
 Standard Requirements for Emergency Procedures 
 The alarm system 
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The alarm signal is denoted by Beep.Beep.Beep and means all people inside the building should 
evacuate the building using denoted exits and move to the identified assembly areas. 
 
Raising the Alarm -There should be a system to allow people identifying an emergency to communicate 
this quickly to the emergency controller (staff member). 
 
Standard Orders - Standard orders covering most emergencies eg fire, chemical etc will be posted in 
appropriate areas. It will contain brief instructions, emergency contact numbers and 
evacuation points.  
 
Assembly points - These areas must be highlighted on floor plans for each area. Assembly points 
ensure wardens can take an initial count of personnel. 
 
Evacuation points - These are highlighted on both any Standard orders and on the floor plans for each 
area. Evacuation to these points will only be undertaken upon the orders of a warden. 
 
Controller & wardens - The controller(s) and wardens are listed on any Standing Orders and on 
noticeboards. Each of these officers will be distinguished at all times by name, badge, photo on 
noticeboard etc.. 
 
Emergency contacts - Emergency contact numbers for internal (wardens, controller, management, 
security) and external emergency liaison officers (police, fire brigade, ambulance) must be 
posted at each telephone. Training of Wardens Employees required to act as emergency wardens shall 
be provided with appropriate training. 
 
Training of volunteers shall be provided with emergency evacuation training every 12 months. 
 
First Aid First aiders will wear identification at all times (same method used for wardens). 
 
Floor plans will be posted in all areas indicating exits, assembly points, fire protection equipment, break 
glass alarms and any other relevant information. 
 
Checklists listing personnel evacuated will be completed and checked against attendance registers. 
 
 
Procedure for Development of Emergency Plans 
 
3.1 The management team shall identify possible emergency situations. A record of the assessment 
shall be kept. 
3.2 The Committee shall develop emergency plans based on the Standard Requirements and using 
Standard Emergency Procedure. 
3.3 Emergency Plans are kept up to date and reviewed every 12 months 
3.4 Emergency Plans shall be verified by competent experts. 
3.5 Emergency Information is displayed on an Emergency Information Notice, each near each entry and 
exit and kitchenette. 
3.6 Equipment provided for Emergency Procedures shall be checked quarterly as part of the quarterly 
hazard inspection. 
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EMERGENCY PROCEDURES 
1. Raise Alarm by phoning __000 
2. Assist anyone in danger if safe to do so. 
3. If safe use extinguisher to smother fire. 
4. Move to assembly point on signal, on instruction from Staff members or when it is unsafe to 
remain in the area. 
5. Assist visitors and disabled persons to evacuate. 
6. Remain at Assembly Area until instructed by Staff Members. 

 

MEDICAL EMERGENCY 
Step 1 Check for any threatening situation and control it if safe to do so 
Step 2 Remain with casualty (unless there is no other option) and provide appropriate 
support 
Step 3 Do not move any casualties unless in a life-threatening situation 
Step 4 Notify the Incident Controller and the first aider 
Step 5 Notify the ambulance if not already done and designate someone to meet them                                          
Step 6 Provide support to first aider or ambulance if required 

 

Local Emergency & Key Contacts 

Fire   000 
   Fire and Rescue NSW Penrith Fire Station - (02) 4721 5575 

Fire and Rescue NSW Richmond Fire Station - (02) 4578 1222 
   Yarramundi Rural Fire Brigade - (02) 4776 1575 
  
Police   000 
   Penrith Police Station, 317 High St, Penrith NSW 2750 - (02) 4721 9444 
 
Medical   Nepean Hospital, Derby St, Kingswood NSW 2747 – (02) 4734 2000 
   Dr.  
 
Ambulance  NSW Ambulance, 307 Windsor St, Richmond NSW 2753 – 000 
   Campbell St & Hamilton St, Riverstone NSW 2765 - (02) 9320 7777 
 
Penrith Council  (02) 4732 7777 
   council@penrith.city 
 
First Aid Officer  TBA 
 
Committee                      

   
  
 
 

Version: 1, Version Date: 20/07/2020
Document Set ID: 9220299



Evacuation Plan 

 

TBC once DA approved 
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