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Introduction
For many years a number of Friends Groups have been working in partnership with Frankston City Council
across a range of locations and activities and this work benefits not only the environment, but our whole
community. Frankston City Council greatly appreciates the wonderful work done by volunteers in Frankston
City’s natural reserves and the significant contribution they make to conserving our natural environment.
Designed to be a “stand alone” document, these Guidelines for Friends Group volunteers contain important
information for both new and experienced volunteers. They include information on responsibilities, support,
safety, training, risk management, insurance, first aid and more. The Guidelines will be an integral part of the
Frankston Environmental Friends Network (FEFN) Volunteer Manual.
Many long term volunteers and groups are very experienced in safe work practices and have a good
understanding of Council’s requirements and the nature of the working partnership between volunteers and
Council, the land manager. However, sometimes volunteers are not aware of Council’s safety and legal
requirements, and Council wants to make sure that the safety of all volunteers is given the utmost priority.
It is anticipated that the Council Guidelines, together with the FEFN Volunteer Manual, will be a useful resource
for Friends Groups, providing them with all they need to know about their volunteer work in Council’s natural
reserves and how they and Council can work together for the benefit of our precious natural environment.
The Guidelines have been developed specifically for the Friends Groups working on Council owned land.
They contain all the background information, lists and forms required by Council to help ensure volunteer
safety. They also contain information about ways Council can support Friends Groups, which should be helpful
to both established and new Groups.
Other groups working in reserves managed by other land managers (e.g. Parks Victoria or Melbourne Water)
need to comply with the requirements of those organisations and work in partnership with them. However, all
Friends Groups are welcome to use any information contained herein that may be useful for them.
Each Friends Group needs to nominate an Activities Leader who coordinates the volunteers and liaises
with Council Rangers on agreed work plans in accordance with Council policies, plans and guidelines. The
Activities Leader is the person who runs the working bees, and may or may not be the President or Chair of
the Friends Group. All Guidelines information is relevant to Activities Leaders and it is important that he/she
reads and understands this information and agrees to bring it to the attention of all volunteers working with
their Friends Group.
It is advisable that certain sections or appendices be made available for all Friends volunteers to read, e.g.
Safety Prompts (Appendix 1). This will be at the discretion of the Activities Leader, who can decide the best
way to disseminate this information to his/her group.
The loose leaf format will enable information, lists and forms to be easily updated as required. A copy will be
provided for each Friends Group and the information will also be made available online on Frankston City
Council’s website.

Kananook Creek
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W h at i s a F r i e n d s G r o u p ?
Frankston City is very fortunate to have a number Friends Groups. These groups consist of environmental
volunteers with an interest in a particular natural reserve. Each Friends Group works with the Land Manager,
whether it is Council or another organisation, to look after the reserve. While a Friends Group is an
autonomous and independent group, they are not the management authority. They operate as a support
group, working in partnership with the relevant land manager. Frankston City Council manages the vast
majority of the municipality’s natural reserves, with Parks Victoria and Melbourne Water owning and managing
some of them.
Friends Groups working on Council land do so under the direction of and in partnership with Frankston City
Council. This partnership is a cooperative, mutually supportive relationship, which encourages appropriate
volunteer participation and recognises the legal responsibilities of Council.
Friends Groups’ activities are highly varied and include weed control, habitat restoration, seed collection, plant
propagation, revegetation and community education. Groups have regular, on-going contact with Council
Rangers and have approval to work on aspects of the management plans for each natural reserve.
Some groups have working bees several times a week, while others work weekly, monthly or a few times a
year. Some groups have regular committee meetings, while others prefer to meet informally or on site only.
Whatever way a Friends Group chooses to operate, it is a great way for local residents to connect with their
immediate community and meet other like minded people who care for the environment and want to do
something practical to help.
Each Friends Group needs to have an Activities Leader who can ensure that the group works safely and in
accordance with these Council Guidelines.
Each Friends Group also needs to have a contact person who is able to act as liaison between the group and
Council. This person need not necessarily be the Activities Leader.
See page 8 for details about Activities Leader responsibilities.

F r a n k s t o n E n v i r o n m e n ta l
Friends Network (FEFN)
The Frankston Environmental Friends Network provides a forum for communication between Frankston City
Council, Friends Groups and other environmental volunteer groups in Frankston City.
All Friends Groups in the municipality are encouraged to join the Network as it is the main way that groups
can support each other and stay in regular contact with Council.

The objectives of the Network include:
•
•
•
•
•

Providing regular, consistent and effective avenues of communication between Council, the environment
maintenance staff and the voluntary environmental community groups
Acting as a collective voice for Member Groups in addressing environmental issues affecting the
Frankston municipality
Assisting individual Member Groups to see their reserve or role in relation to the “bigger picture”
Providing a means of communication with authorities and environmental organisations and groups
outside Frankston, on matters which affect Member Groups and Frankston’s natural environment
Providing wider support to each group in practical ways

G u i d e l i n e s f o r F r i e n d s G r o u p Vo l u n t e e r s
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Council Support
V o l u n t e e r S u p p o r t Off i c e r
The Environmental Education and Volunteer Support Officer works in Frankston City Council’s Environment
Department. The role of this person includes acting as a liaison contact between Council and the Friends
Groups working in Natural Reserves and the Indigenous Nursery. She/he attends the monthly Frankston
Environmental Friends Network (FEFN) meeting, reports on Council’s environmental programs and events,
organises training and helps promote environmental volunteering and the work of the Friends Groups.
The Environmental Education & Volunteer Support Officer can be contacted on 9784 1768.
See Appendix 10: Organisational chart of Frankston City Council
See Appendix 11: Organisational chart of the Environment Department

F o r e s h o r e & N at u r a l R e s e r v e s T e a m s
The Council’s Foreshore and Natural Reserves Coordinator, the Natural Reserves Team Leader, the
Foreshore Team Leader and the Rangers are responsible for the day-to-day management of Council’s natural
reserves. Their regular duties include weed control, planting, fire management and other park maintenance,
as well as communicating with residents and the community on park values and protection.
Members of the team work closely with Friends Groups to ensure that work carried out in our reserves meets
common aims and objectives.
The Natural Reserves Team can be contacted at the Operations Centre on 9768 1555.
See Appendix 12: Organisational chart of the Natural Reserves Team

Working with Rangers
Rangers are employed by Frankston City Council to manage and undertake on ground work in Council’s
natural reserves. Friends Groups working in a Council reserve do so under the auspice of Frankston City
Council, in partnership with Council and the Ranger in charge of the reserve.
Agreed work plans are formulated within this partnership according to Council’s management plan and
conservation goals for the reserve. Friends Groups will be asked to submit their proposed work plans for the
coming year to Council by the end of January each year. Council’s Foreshore and Natural Reserves Teams
will review and if necessary amend these plans to ensure that all works are consistent with Council’s overall
strategic objectives and any relevant master plans.
Rangers and Friends Groups have regular communication to ensure that work is in line with these plans.
Rangers, on behalf of Council, have the responsibility to direct all work in the reserves, and Friends Groups
must work in accordance with this guidance. In addition, Rangers need to ensure that the works proposed do
not pose any risk to the safety of the volunteers.

F r a n k s t o n E n v i r o n m e n ta l
Friends Network meetings
One of the key ways Council supports the Friends and communicates with the volunteers is through the
monthly FEFN meeting. Each Friends Group may send one or two representatives to the meeting, and this
person is the key liaison between the group and Council. As communication is vital for any good working
relationship, it is important that the representative(s) report back to their group with Council news and bring
any important issues from their group to Council’s notice.
Council’s Environmental Education and Volunteer Support Officer, Biodiversity Coordinator and a
representative from the Foreshore or Natural Reserves teams are usually present, and the meeting is a
valuable way of keeping lines of communication open between Groups, Rangers, Council staff and the
volunteers.
See Appendix 8: Contact list of Friends Groups in the Network
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Training
To assist Friends Groups in working safely, Rangers work individually with groups to make sure safety
procedures are in place and understood.
First Aid Training is also available regularly for Friends Group members and other more general training is
available on request or on an as-needs basis, e.g. capacity building for groups, weed identification for new
members etc. Training is provided free of charge by Council for Friends Group volunteers, within budget
limitations. Other environmental volunteer groups that are members of the FEFN are also able to attend
training where it is relevant to their needs.
Each year, Council’s Environmental Education and Volunteer Support Officer seeks feedback from the FEFN
on Friends Group volunteers’ training needs. This process assists in planning and prioritising the training
calendar for that year. Volunteers can request training according to need at other times throughout the year by
contacting the Environmental Education and Volunteer Support Officer directly.

Tools for borrowing
Most Friends Groups are self sufficient with the tools they need, but there is a Council trailer with tools
available for groups to borrow if needed. The trailer is kept at the Operations Centre in Buna Ave, Seaford.
Friends can contact the Operations Centre on 9768 1555 if they need to borrow any items from this trailer.
See Appendix 9: List of tools and details and conditions of borrowing.

Publicity and promotions
Council’s Environmental Education and Volunteer Support Officer can assist with promoting the Friends
Groups’ activities by printing flyers and posters of events and placing information on the Council website, in
the “What’s On” column of local newspapers and in the bi-monthly publication “Frankston City News”.
Events such as Tree Planting Days, Clean up Australia Day, special activity days and the FEFN stall at the
Waterfront Festival are all great ways for the community to learn about and take part in the work of the Friends
Groups.

Wallace Reserve
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Organising Events
When organising an event in a natural reserve or public space, it is necessary to complete an Event
Application form and submit it to Council prior to the event. This is so Council can keep track of events, avoid
clashes and protect organisers, the public and the places themselves.
The most up-to-date information and forms can be found on Council’s website under “Events”.
Here you can learn how to apply for an event, keep the event safe, apply for funding for special events and
apply for the use of event equipment. You can even check out the facilities at several of the more prominent
venues located within Frankston City’s boundaries.

F r a n k s t o n C i t y C o u n c i l’ s
Community Grants
Council is a major supporter of non-profit community organisations within the City through its annual
Community Grants Program. Incorporated Friends Groups can apply for a grant and if a group is not
incorporated they can ask one that is to auspice them for their application.
Friends Groups have received thousands of dollars from the Community Grants Program over the years for
things such as new minor equipment and tools, development of promotional/educational materials, community
environmental education activities and events.
Details about the Community Grants can be found on Council’s website.

Frankston Indigenous Nursery
McCulloch Ave, Seaford (Melway ref 99 F8)
The Frankston Indigenous Nursery is a Council-owned nursery that provides plants for local plantings and
Friends Groups, as well as retail sales to the community. The nursery is a community facility, available to
Friends Groups for propagation of plants, seed storage and providing meeting and library facilities to members
of Friends Groups.
The nursery has a group of enthusiastic volunteers who meet regularly to assist with propagation of plants for
reserves. The nursery also houses Friends Group equipment such as planting tools and a barbeque, available
for use by Friends Groups.
Planting in natural reserves must be local provenance wherever possible, propagated from local seed stock or
purchased from the Indigenous Nursery. For information on propagation facilities or plant availability and costs
for purchase, contact the nursery.
Nursery staff will also assist with cost estimation for plant provision as part of grant submissions. Please allow
plenty of time for raising plants in time for the planting season.
When Friends volunteers collect plants from the nursery for planting events, it is important that they make
contact with the nursery staff before leaving with the plants, to let them know about the collection.
The Nursery is open every Wednesday from 9.00am — 3.00pm and the first Saturday of every month,
or by appointment. For more information on the services provided at the nursery, or to discuss plant
needs for planting projects, call the nursery office on 9768 1513.

G u i d e l i n e s f o r F r i e n d s G r o u p Vo l u n t e e r s
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Working Safely
The health, safety and welfare of Frankston City’s Friends Groups are of paramount importance. Volunteers
are highly valued by Council and their right to a safe workplace is taken very seriously.

C o u n c i l’ s R e s p o n s i b i l i t y
Frankston City Council will ensure, so far as is practical, that volunteers are not exposed to foreseeable risks
to their health or safety whilst volunteering with Friends Groups on Council land.
Council is committed to fulfilling both its moral and legal Occupational Health and Safety responsibilities to
provide a safe and healthy work environment for employees, volunteers, contractors, customers and visitors.
Council will provide as high a level of protection against risks to volunteers’ health and safety as is reasonably
practicable and will monitor conditions at volunteer workplaces that are under Council’s management and
control.

Volunteer’s Responsibility
Members of Friends Groups also have an obligation to protect their own health and safety by working in a
safe manner whilst volunteering on Council land. Likewise, Friends Groups volunteering on land managed by
other authorities need to be in contact with those organisations and work within their guidelines (which may be
slightly different to those of Council).

Volunteers on Council land need to:
•

take reasonable care of their own safety and that of others

•

complete and sign the Annual Registration Form for volunteers
See Appendix 2: Annual Registration Form for Volunteers

•

sign an Attendance Sheet every time they undertake physical work with the Friends Group           
See Appendix 3: Attendance Sheet for Working Bees

•

use safety devices and protective clothing and equipment correctly

•

only perform tasks or procedures for which they have received appropriate training and instruction

•

work in the company of others, not alone

•

not use chainsaws or other heavy machinery

•

seek approval from Council Rangers before using any chemical weedkillers in the reserves

•

report any accident or injury to the Activities Leader as soon as possible

• complete an Incident and Hazard Report Form, in event of an accident or injury, or noticing a potential
     hazard, and give this to the Activities Leader. Then he/she will refer it to Council’s Environmental Education
and Volunteer Support Officer. See Appendix 4: Incident and Hazard Report Form
•

ensure that they are not, by the consumption of alcohol or drugs, in a state to endanger their own safety or
that of others

•

act and speak in a courteous and respectful manner to other Friends Group members, Council Rangers,
Officers and members of the public
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Activities Leader’s Responsibility
The role of the Friends Group Activities Leader is to liaise and work with Council Rangers and officers in
coordinating and supervising Friends Group activities and ensuring the group works in accordance with
Council policies, plans and guidelines.
The Activities Leader must liaise with the Council Ranger responsible for their Reserve before the
group undertakes any practical work activities on Council land.

Activities Leaders need to:
1. Make sure a safe working site is provided for volunteers and the public using the Reserve during works and
that safe work methods are always used. A template is included to assist Activities Leaders ensure safe
work methods appropriate for the task, location and volunteers involved. See more information under Safe
Work Methods on page 10.
See Appendix 14: Safe Work Methods Statement (SWMS)
2. Induct all new volunteers before they start work in the natural reserves, as well as existing volunteers who
have not been previously inducted. A checklist of information to discuss with volunteers is provided to 		
ensure consistent safety procedures for all Friends groups and volunteers.
See Appendix 5: Induction of New and Existing Volunteers
3. Ensure that volunteers read the Safety Prompt material as part of the induction process and that these 		
prompts are regularly brought to the attention of Friends Group members during the year.
See Appendix 1: Safety Prompts
4. Complete a Daily Site Checklist prior to volunteers starting work at working bees and other events, to make
sure all safety issues are addressed.
See Appendix 6: Daily Site Checklist for Friends Group Activities Leaders
5. Ensure the Attendance Sheet is signed by all volunteers at every working bee and that these sheets are
regularly (minimum every 3 months) given to Council’s Environmental Education and Volunteer Support
Officer. This is an essential requirement of Council’s insurance policies.
See Appendix 3: Attendance Sheet for Working Bees
6. Make sure all Annual Registration Forms are completed and signed by all new and established Friends
Group members who will undertake practical work in the reserve. These forms need to be updated 		
annually. This is an essential requirement of Council’s insurance policies.
See Appendix 2: Annual Registration Form for Volunteers
7.  Ensure that if a volunteer is injured, or if a potential hazard is identified, that an Incident and Hazard Report
Form is submitted to Council’s Environmental Education and Volunteer Support Officer as soon as possible
or on the next business day.
See Appendix 4: Incident and Hazard Report Form
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S u m m a ry o f A c t i v i t i e s L e a d e r ’ s Ta s k s

A n n u a l Ta s k s
•  Registration forms - all members
•  Review Safe Work Method Statement
•  Revise Induction information for everyone
•  First Aid Kit check
•  Discuss work plans with Ranger

Induction
(as needed for new
volunteers, revised
annually for existing
volunteers)
• Induction Information
• Annual Registration
form

Working Bees
•  Attendance sheet
•  Daily site checklist
•  If needed, review Safe Work
Method Statement
• If needed, Incident and Hazard Form

Also
Discuss:
• Safety Prompts

G u i d e l i n e s f o r F r i e n d s G r o u p Vo l u n t e e r s
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S a f e W o r k M e t h o d S t a t e m e n t s ( S W MS )
The Safe Work Method Statement (SWMS) is simply a means of looking at the work task and considering
what is the safest way to complete it. It is a way of becoming aware of the hazards involved in doing the job
and taking action to prevent an injury.
A SWMS worksheet is provided to help Activities Leaders assess the risks of Friends Group volunteers doing
the job.
See Appendix 14: Safe Work Method Statement (SWMS)
The Activities Leader is responsible for going through the following steps with the Friends Group volunteers
as often as he/she deems appropriate. This will not be necessary for every working bee, if the same activities
and people are involved at the same location and conditions have not changed. But be aware that if conditions
have altered or if a new activity or location is introduced (e.g. working in a different section of the reserve) it
may be necessary to consider making changes to the way the job was done previously. In all likelihood it may
only need to be done once or twice a year depending on the group’s tasks, location etc.

The Activities Leader needs to:
1. Document the activity: Assemble those involved in the activity and then, using the SWMS worksheet, write
down the tasks that make up the activity, step by step.
2. Identify the hazards: Next to each task, identify what part of the task may cause an injury, hazard or risk to
those doing the work or to anyone else nearby.
3. Document the control measures: For each identified hazard, list the measures that need to be put in place
to eliminate or minimise any likely risk of injury to those involved.
4. Identify who is responsible: Document the name of the person responsible for ensuring the control 		
measures on the SWMS are implemented.
5. Monitor and review: Make sure the activity is supervised to ensure the documented process is being
followed. The SWMS should be reviewed whenever a documented activity changes, when there is a 		
change of personnel or after an appropriate length of time.
The SWMS does not take the place of the Daily Site Checklist, which should be done before every working
bee or activity.
See Appendix 6: Daily Site Checklist for Friends Group Activities Leaders

Belvedere Reserve
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First Aid
First Aid Training
Frankston City Council provides free training and refresher update courses on a regular basis for members
of Friends Groups. It is highly recommended that a trained First Aider is present at all working bees and
activities.

Content of First Aid Kits
The St John Outdoors’ First Aid Kit or equivalent is recommended for regular Friends Group activities.  These
kits should be supplemented by the addition of an approved resuscitation mask and any additional items
deemed necessary after consideration of risks associated with tasks to be undertaken.
See Appendix 7: Suggested Contents Lists for First Aid Kits

Management of First Aid Kits
Activities Leaders and/or the Friends Group’s trained First Aider are responsible for managing their first aid
kits, including:
• checking contents of first aid kits (including expiry dates). Include emergency contact numbers and ensure
hospital locations and contact numbers are known
• ensuring kits are freely accessible and that all participants know the whereabouts of the kits
• identifying any volunteers that hold first aid qualifications
• ensuring the adequacy of first aid kits in relation to any known pre-existing medical conditions or injuries
(notwithstanding the personal responsibility of participants to provide their own medications in accordance
with their personal risk management plan)
• re-stocking the kits as necessary. Council is able to provide some items in bulk orders or as needed.
Contact Council’s Environmental Education and Volunteer Support Officer for assistance.

F i r s t A i d M e d i c at i o n s
Under normal circumstances, the Friends Group does not supply medication. Members should be made
aware of this and be asked to supply and administer their own medications if needed.

I n f e c t i o n C o n t r o l S t r at e g i e s
1. Create a barrier between the first aider and any blood or body fluids by using disposable non-latex gloves.
Eye and other protective clothing my need to be considered in some circumstances.
2. Immediately and thoroughly wash, with soap and water, any part of the body that comes into contact with
blood or body fluids. Flush eyes and mouth with clean water.
3. Carefully clean up blood spills and clean surfaces with disinfectant.
4. Appropriately launder or dispose of any items that have been soiled with blood or body fluids.
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Incident and Hazard Reporting
Where a work injury or illness requires professional medical attention including first aid, or renders a volunteer
permanently or temporarily incapable of continuing with their duties, causes property loss or damage, or
where a near miss occurs, an Incident and Hazard Report Form must be completed and sent to the Council’s
Environmental Education and Volunteer Support Officer as soon as possible or on the next business day.
See Appendix 4: Incident and Hazard Report Form
If an injury requires medical attention, it is possible for Council to reimburse some medical costs if necessary.
The volunteer or Activities Leader must contact Council’s Environmental Education and Volunteer Support
Officer to discuss the injury before seeking treatment at Council’s approved medical providers. For urgent
medical treatment, Council recommends that volunteers seek medical assistance at their own discretion as
needed.
If medical treatment is deemed necessary, and approved by Council, the volunteer can make an appointment
to attend one of the following Frankston City Council medical providers, listed below. Council will reimburse
the volunteer for a limited number of consultations or treatments, to be negotiated between the injured
volunteer and Council.
Frankston City Council’s approved medical providers are:

Peninsula Family General Practice

Lifecare Physio

1B Vera Street, Frankston, Vic 3199

342 Nepean Hwy, Frankston 3199

P 9781 3300

P 9770 2343

F 9781 3399

Langwarrin Flora & Fauna Reserve
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Insurance
The Friends Groups are covered by three separate insurance policies.
• All individuals working as volunteers on Council Reserves are covered under Frankston City Council’s
Public Liability Policy, subject to policy terms, conditions and exclusions.
• All individuals working as volunteers are also covered by Council’s Personal Accident Policy subject to
policy terms, conditions and exclusions. (N.B. Groups will need to be aware of terms and conditions as
there are age limitations).
• Members of the Friends Groups are also covered under an additional Broad Form Public Liability Policy for
social events that are not under Council direction e.g. Friends Group BBQs, Kananook Creek Celebration
Day, and Christmas Parties etc. Friends Groups need to be specifically listed on the Council Insurance
Register to be covered under this policy, subject to policy terms, conditions and exclusions.
Other special activity days such as Clean Up Australia Day and National Tree Day are covered by the
insurance policies of the organisations that lead these events (e.g. Planet Ark – Tree Day). It is a good idea to
check with the organiser just to make sure your group is covered.
Please note: If a Friends Group intends to hold an event for in excess of 750 people, this must be referred
back to Council as additional cover will need to be confirmed by the insurer.
• Contact Council’s Risk Assessment Coordinator on 9784 1775 to discuss.
It is important to stress that there are limitations to what is covered by the above Insurance Policies for
volunteers.
Volunteers MUST:
• be official members of the Friends Group or working under the guidance of the Friends Group as a visitor,
working on Council land.
• work on agreed plans, with the approval of the Council’s Natural Reserves team or Ranger.
• sign an “Attendance Sheet for Working Bees (see Appendix 3)” to show the day, time and location of
their work.
Please note that Friends Groups operating on land not managed by Council e.g. Parks Victoria, Melbourne
Water or private property are not covered under the above Council Insurance policies. These groups will
need to check their cover with the relevant management authority.
Council recommends that Friends Groups obtain their own Public Liability Insurance and even Personal
Accident Coverage to cover the Groups in instances where Council’s policy will NOT apply.
A Community Insurance Scheme has been developed for Not-For-Profit Organisations. Details can be
obtained at http://www.ourcommunity.com.au/insurance or by calling 9320 6800. This Scheme is a State
Government initiative, with assistance of the Municipal Association of Victoria and Jardine Lloyd Thompson.
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I n c o r p o r at i o n
Frankston City Council strongly recommends that Friends Groups become “incorporated”. This provides
protection for individual members of the Friends Group in the event of legal action against the group.
• An incorporated body can sue and be sued, not the members that comprise the body. If an action against
an incorporated body is successful, the incorporated body’s assets will be sold to satisfy the court 		
judgment, but the members of the body will not be personally liable.
• If the group is not incorporated, the individuals on the executive or committee may be sued, because an
unincorporated body itself cannot be sued. This is because the group has no legal identity and only 		
consists of the members at any given time.
• Incorporation also enables the group to apply for a range of grants. Incorporation forms are available at
www.consumer.vic.gov.au or by phoning 1300 518181.

Edithvale-Seaford Wetlands
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Appendix 1 - August 2013

A.1 Safety Prompts
The following information is for all Friends Group volunteers. Please read through these Safety Prompts as
part of your Induction process, so that you are aware of the potential risks of working in Council reserves and
the suggested ways of managing these risks. For general safety it is important to always work in the company
of others, not alone.

Slips, Trips and Falls
Associated Risks

Twist injuries to ankles and knees; impact injuries, especially to backs, legs, hands, wrists, head and face.
A sprained ankle, while not life threatening, may present a major evacuation problem at a remote or difficult
location.

Risk Management Strategies
•
•
•
•
•

Avoid any obvious hazards such as slippery logs, loose rocks, steep embankments etc.
Remove trip hazards from the worksite by filling holes, removing unnecessary objects etc.
Flag, or cordon off, immovable trip hazards.
Ensure that boots are firmly laced.
Exercise additional caution when walking downhill, e.g. walk across the slope, have a strong leader control
walking speed.
• Avoid carrying heavy or awkward sized objects on uneven ground.
• Identify, and closely supervise, workers with pre-existing back, knee or ankle injuries.

Weeding
Associated Risks
Spikes and scratches to face and eyes; spike injuries to hands; back and shoulder strains; exposure to
chemicals; laceration or impact injuries from cutting tools; hay fever and asthma.

Risk Management Strategies
• Wear eye protection where potential for eye injury is identified.  Chemical splashes and grass or twig
spikes to eyes are common weeding injuries.
• Wear gloves whenever hands are working at ground level.
• Demonstrate and encourage warm up stretches.
• Comply with all Material Safety Data Sheet (MSDS) directions if using chemicals.
• Maintain a safe working space between participants.
• Provide adequate washing facilities.

Working in Hot Conditions
Associated Risks
Dehydration; heat exhaustion; sunstroke; sunburn; skin cancer; cramps; skin irritation; falls or tool use injuries
associated with fatigue.

Risk Management Strategies
•
•
•
•
•
•

Maintain hydration by providing adequate drinks and regular drink breaks.
Take advantage of, or create, shaded work areas.
Schedule, or reschedule, work to avoid heavy exertion during the most intense heat of the day.
Reinforce the need for long trousers and long sleeves, broad brimmed hats and sunglasses.
Provide and encourage the regular use of a SPF 30 sunscreen on any exposed skin.
Closely monitor participants for signs of fatigue, particularly those who are less fit, inexperienced or not
acclimatised.

1

Working in Cold Conditions
Associated Risks
Hypothermia; dehydration as a result of excessive perspiration under heavy clothing; loss of dexterity and fine
motor functioning leading to reduced tool control.

Risk Management Strategies
•
•
•
•
•
•

Make ample food and fluids available, including warm drinks if possible.
Demonstrate and encourage simple warm up stretches before commencement and after breaks.
Rotate tasks to avoid prolonged exposure.
Identify shelter area and use this during periods of inactivity e.g. breaks, or extreme conditions.
Structure work to avoid the coldest times of the day.
Encourage participants to wear layered clothing that enables them to adjust their body temperature
according to weather conditions and activity level.
• Wear a warm hat (the head is a major heat loss area).

Tree Planting
Associated Risks
Hands and knee spike injuries; tool impact injuries to feet and hands; soil borne infections; muscle strain from
bending, posture; soft tissue overuse injuries.

Risk Management Strategies
•
•
•
•
•
•

Wear gloves when handling soil, and additional personal protective equipment (PPE) as necessary.
Conduct a visual inspection of the site, remove potential risks such as broken glass, wire etc.
Use kneeling mats or padding if there is a danger of spike injuries from glass, stones etc.
Rotate tasks, even is participants are not experiencing discomfort.
Take regular breaks and encourage gentle stretching.
Provide adequate hand washing facilities.

Mulching
Associated Risks
Foot impact injuries; back and shoulder strains (also refer to ‘Manual Handling’ prompts); hand injuries; foreign
particles in eyes; dust which may cause eye and respiratory irritation or asthma; skin irritations (also refer to
‘Slips, Trips and Falls’ prompts)

Risk Management Strategies
•
•
•
•
•
•
•
•
•

Explain and demonstrate wheelbarrow loading and use.
Explain and demonstrate correct techniques for using a rake.
Explain and demonstrate correct use of fork / shovel.
Explain and demonstrate how to carry, put down and store the tools, giving consideration to both the users
and the general public.
Check that all tools are in good repair, that there are no split handles or loose tool heads.
Maintain a safe working distance of at least 3 metres from other participants.
Clear the area of any trip hazards, as much as possible.
Rotate tasks, even if participants are not experiencing discomfort.
Ensure that sturdy work boots are worn and that PPE, including glasses, dust masks and gloves are
available.
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W o r k i n g i n S n a k e H a b i tat
Associated Risks
Bites; fear/phobias; risks arising from emergency evacuation (also refer to ‘Bites and Stings’)

Risk Management Strategies
• Seek local advice regarding snake risk history of the area.
• Do not work at the site if the risk cannot be adequately managed.
• Where practical, avoid working in known snake habitat during early spring when snakes are generally most
aggressive.
• Wear boots, long trousers and thick socks; gaiters may also be advisable in higher risk areas.  Gloves must
be worn when hands may be at risk of being bitten.
• Do a ‘heavy line walk’ through the area before commencing work and after any breaks.
• Do not work in a circular or ‘surrounding’ formation that may prevent a snake from escaping.
• Use a lifting aid, e.g. crowbar, when lifting objects such as rocks, logs, rubbish etc. that might hide a snake.
• If a snake is seen, stay clear and point out its location to nearby workers.
• Train in and regularly revise snakebite first aid.
• Ensure all participants understand the emergency response plan.
• In the event of a bite, render first aid then arrange medical assistance.
• Remember: in most instances, a high speed dash to hospital can be of greater risk than the actual snake bite.

Manual Handling
Associated Risks
Refers to any activity requiring the use of force exerted by a person to lift, push, pull, carry or otherwise move
or restrain either an animate or inanimate object. Injury may occur from a single event of overexertion or as a
consequence of sustained application of force (overuse). These types of injuries are generally characterised
by discomfort of persistent pains in muscles, tendons and soft tissues, most commonly in the back, neck,
shoulders and wrists.

Risk Management Strategies
• Use warm up stretches before commencing manual handling tasks and after breaks.
• Reduce the amount of manual handling by:
		
o restructuring the task
		
o using mechanical aids where possible, e.g. crowbars
		
o carefully planning the workplace layout
		
o having heavy materials delivered as near as possible to the work site.
• Set weight limits for lifting that take account of the skill and physical stature of the team members. (Do not
allow demonstrations of strength).
• Reduce the weights lifted or carried, or the force applied when working on uneven or slippery surfaces.
• Explain and demonstrate proper individual, pair and / or group lifting techniques.
• Avoid, or limit the duration of tasks that may require or encourage the use of strenuous or unsound
postures, i.e. slouching or over reaching.
• Rotate tasks, even if participants are not experiencing discomfort.
• Check that equipment to be used is appropriate for the tasks to be undertaken and has been properly
maintained.
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Bites and Stings
Associated Risks
Snake or spider bites; insect stings; reactions to stinging plants; allergic reactions.

Risk Management Strategies
• Ensure that all participants are appropriately dressed, i.e. long sleeves and trousers, sturdy footwear,
thick socks.
• Tuck trousers into socks, wear gloves when working in areas were there is a known, or suspected, higher
risk of spider / insect bites.
• Provide insect repellent.
• Offer alternative tasks or work locations to any participants who have known allergies to bites or stings.
• Conduct a visual inspection of the worksite to identify and flag high risk areas, i.e. ant nests, stinging plants.
• Walk heavily in suspected snake habitat.

U s e o f Sw i n g i n g T o o l s
Associated Risks
Impact injuries to feet, legs, hands and head; blisters; back and shoulder strains; foreign particles in eyes.
(Also refer to ‘Manual Handling’ prompts)

Risk Management Strategies
•
•
•
•
•
•
•
•
•

Ensure that suitable work boots with reinforced toes are being worn.
Demonstrate and encourage simple warm up stretches before commencement, again after breaks.
Maintain a safe working distance of at least 3 metres; for short handled tools, such as hammers, 2 metres.
Explain and demonstrate how to use, carry and store tools correctly.
Maintain tools in good condition.
Establish a firm footing before swinging tools.
Rotate tasks even if participants are not experiencing discomfort.
Adjust the duration of work periods to take account of the physical capacities of the participants.
Wear appropriate PPE, e.g. hard hat, glasses and gloves.

Litter Collection
Associated Risks

Hand laceration or spike injuries; bites and stings; injuries related to bending or lifting; spikes or gastric related
infections including hepatitis, AIDS etc.

Risk Management Strategies
•
•
•
•
•
•
•

Ensure that adequate washing facilities are available, and are used by participants.
Look carefully at litter items or piles that might be a refuge for snakes or spiders.
Check objects for spikes or sharp edges.
Wear gloves when handling litter; eye protection may also be necessary.
Use tongs to pick up any objects that are known, or suspected, to be dangerous, e.g. syringes.
Place any syringes in a proper ‘sharps’ container.
Maintain a safe working distance to avoid the inadvertent scratching or spiking of other participants.  
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Collecting Sharps
Associated Risks
Needle stick injuries; infections including hepatitis, AIDS etc. (also refer to the ‘Litter Collection’ prompts).

Risk Management Strategies
• Always use tongs to pick up sharps.
• Wear gloves and sturdy footwear. Eye protection may also be necessary.
• Determine a search strategy, e.g. gain local knowledge of area, conduct a visual inspection of the site and
•
•
•
•
•

flag any sharps for collection, minimise the number of persons involved in a search.
Rake through known areas of disposal.
Maintain a safe working distance to avoid the inadvertent scratching or spiking of other participants.
Provide soap and water on site.
Withdraw team if necessary to allow for professional removal of sharps.
Put all sharps in approved sharps containers for disposal. Disposal to be accordance with local health
authority and Council guidelines and regulations.

Working near Roadsides
Associated Risks
Exhaust fumes or dust causing eye and respiratory irritation; excessive noise; collision or impact injuries;
potentially dangerous litter; communication difficulties. (also refer to ‘Litter Collection’ prompts).

Risk Management Strategies
• Eliminate or minimise the need for participants to work near roadsides.
• Place signs, e.g. ‘Slow down, workers near roadside” etc., and/or witches hats to indicate to drivers that
there are workers ahead.
Note: This should not be done without proper training and authorisation by the appropriate road management authority.

•
•
•
•

Wear high visibility vests.
Maintain direct and continual supervision.
Check that all participants understand the signals to be used, that the signals are clear and unambiguous.
Work upwind or out of fumes and dust range, if possible.

W o r k i n g n e a r W at e r
Associated Risks
Drowning; risks associated with water / wetland habitat, e.g. mosquitoes, snakes; illness arising from water
borne disease or pollution; exposure to cold winds; sun glare and ultraviolet reflection.

Risk Management Strategies
• Maintain a safe distance between participants and water that is deemed dangerous because of depth,
current, murkiness, turbulence, difficulty of escape etc.
• Refrain from working on steep, slippery or unstable banks.
• Fence, flag or tape off high risk areas.
• Identify non-swimmers and ensure that they undertake duties away from high risk areas.
• Where there is an inadvertent possibility of the need to rescue someone from the water, ensure there are
rescue aids readily accessible, i.e. rope, long pole, floating device. Where there is a current, these aids
must be positioned downstream of the most likely entry point.
• Formulate an emergency response plan that is based on non-contact rescue strategies.
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A.2 Annual Registration
F o r m f o r Vo l u n t e e r s
(To be completed when joining the Friends Group and updated annually by all members)
First Name

Last Name

Street Address
Town / Suburb

Postcode

Telephone (home)

Mobile

Email
Emergency Contact Person
Relationship: (e.g. Parent, Partner)
Telephone (home) Mobile
Do you have any medical conditions, allergies, disabilities, past injuries or take any medications that may
affect your participation?
Yes
No
If yes, please discuss with your Friends Group Activities Leader. It is the volunteer’s responsibility
to update the Activities Leader of any changes to your health or medical condition when attending
working bees.
Please sign below when the volunteer has been inducted to the work of the Friends Group and discussed
relevant safety information and volunteer responsibilities with the Activities Leader.
ACTIVITIES LEADER

VOLUNTEER

All declared pre-existing medical conditions
discussed with volunteer





I have informed Activities Leader of any relevant
medical conditions that may affect my work with
the group

Safety briefing has been provided





I have read and understood the OH&S
information and know where the first aid kit is
located

All information has been checked and is complete 



I have read and understood all identified risk
and safety prompts





I understand my responsibilities as a volunteer

Volunteer responsibilities discussed with
volunteer
Signature

Signature

Date

Date

EMERGENCY CONTACT
NAME AND PHONE
NUMBER
START TIME

Group Activities Leader today

FINISH TIME

Date

ANY RELEVANT
HEALTH ISSUES
DISCUSSED?

VOLUNTEER’S SIGNATURE

Please return sign in sheets every 3 months to the Environmental Education and Volunteer Support Officer, Debbie Coffey, either by post at Frankston City
Council, PO Box 490, Frankston, 3199 or at one of the Frankston Environmental Friends Network meetings, held monthly at the Civic Centre.

NAME OF VOLUNTEER

Location

Name of Group

A.3 Attendance Sheet for
Working Bees
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A.4 Incident and Hazard
Report Form
Type of Incident or Hazard
Please Select From the Following Options and Complete
Injury / Illness

Near Hit

Environmental/Human exposure

Property Damage/Injury to public

D e t a i l s o f P e r s o n Aff e c t e d o r
Person Reporting
Name

Date of Incident

Contact No

Date Reported

Address

Time of Incident

Friends Group

Activities Leader

Location of incident / hazard
Witnesses’ Name

D e t a i l s o f I n c i d e n t, H a z a r d ,
E n v i r o n m e n t a l I n c i d e n t, P r o p e r t y D a m a g e
Brief description of incident/hazard - (What occured?)

Where did it occur?
How/Why did/does it occur?
Type of Injury (if relevent)

T r e at m e n t D e ta i l s
Was there any treatment given for the injury / illness? (Please tick) No
First Aid

Medical

Signature		

Ambulance

Yes

If yes select treatment type below

Hospitalisation

Date

Please send this form to Council’s Environmental Education and Volunteer Officer as soon as possible,
or on the next business day.
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A.5 Induction of New and
E x i s t i n g Vo l u n t e e r s
The information below is designed to be used as a guide for Friends Group Activities Leaders when inducting
new and existing volunteers for practical work on Council land. Council asks that Activities Leaders use the
following standard format to ensure consistent delivery of important information. Some aspects may need to be
regularly revisited with experienced and long term volunteers as well.

1. Welcome
Welcome and some background information of the natural reserve and the work the group has been doing in
partnership with Frankston City Council.

2 . A n n u a l R e g i s t r at i o n F o r m a n d
At t e n d a n c e S h e e t f o r W o r k i n g B e e s
All volunteers, whether new or experienced, must complete an Annual Registration Form, which needs to be
updated on a yearly basis. Volunteers need to inform the Activities Leader of any relevant pre-existing injuries
or medical conditions and discuss ways these conditions can best be taken into account when working with the
group.
Activities Leaders are asked to regularly discuss with all new and existing volunteers the safety information
contained in the Council Guidelines.
See Appendix 2: Annual Registration Form for Volunteers
At every working bee, all volunteers are required to sign an Attendance Sheet, to ensure that they are covered
by Council’s Insurance policies (where applicable) and to inform the Activities Leader of any changes to their
health or medical conditions.
See Appendix 3: Attendance Sheet for Working Bees

3. Pre-existing Medical Conditions /
Past Injuries
Volunteers are asked to declare verbally any medical conditions or past injuries which may affect their
participation and their management plans for these. This information can be provided at time of annual
registration and again at working bees to ensure the Activities Leader (or Acting Activities Leader) is always
aware of any health issues or injuries, in order to look after the safety and wellbeing of the volunteers.
It is important that a sensitive approach is used to discussing health information and that privacy of the
volunteer’s personal information is maintained at all times. Explain why you need to know – for their own safety –
so you both know how to best avoid aggravating an existing medical condition or injury.
In some instances, medical conditions, injuries or the use of certain medications may limit participation on
projects. Ensure that volunteers understand the nature of the work of the group.

4. Volunteer Responsibility
Activities Leaders need to emphasise that volunteers should listen carefully to safety directions and need to
comply with these as directed. Please discuss with volunteers both the detailed Safety Prompts
(See Appendix 1) and the Volunteer Responsibilities as listed in the Council Guidelines.

5. Incident and Hazard Reporting
Volunteers must advise the Activities Leader of any incident or hazard encountered when volunteering, and
seek first aid where required and complete an Incident and Hazard Report Form.
See Appendix 4: Incident and Hazard Report Form

6. Drugs, alcohol and smoking
Illegal drugs and alcohol are not permitted on any Council owned land, including Friends working bees, and
smoking is not permitted while working on Council owned land.

7 . P r o t e c t i v e C l o t h i n g a n d E q u i p m e n t ( PPE )
If a volunteer does not have adequate personal gear, please assist them by telling them where they can
buy the items locally. The Activities Leader is advised to exclude a volunteer from an activity, where the Risk
Assessment indicates an unacceptable level of risk.

Check the following:
• Clothing - Volunteers should have long sleeved shirts, long trousers, and wide brimmed hat and gloves.
Depending on weather, adequate warm clothing and wet weather gear may also be necessary.
• Boots - Volunteers should have boots which protect their feet and ankles.
• Other Personal Gear - Volunteers should have work gloves and a drink bottle. Depending on the season,
volunteers should also have adequate sun screen and insect repellent.

8. Power tools and chemicals
Power tools such as chain saws are NOT to be used by volunteers.
Chemicals are generally not required to be used by volunteers. However, occasionally it may be appropriate to
use approved weedkillers such as “Round up” with the approval of the Council Reserve Ranger or the Natural
Reserves Team Leader. These chemicals may only be “dabbed”, not sprayed, on vegetation.

9. Project briefings
Ensure volunteers understand they will be given a safety briefing at the start of each working bee or activity.
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A.6 Daily Site Checklist for
Friends Group Activities
Leaders
Date

Location

Activities Leader

(signature)
Issues To Be Discussed, Where Relevant,
Prior To Volunteers Starting Work.

1

Clothing and footwear
All volunteers must wear sturdy, covered footwear and sun protection
in warm weather. Any other Personal Protective Equipment (PPE) as
required e.g. glasses, gloves, mask etc.

2

Sun protection Hats, sunscreen, fluid intake, move to shade if
necessary

3

Hand tools and equipment
Handle with care, sharp/pointed ends to be carried downwards

4

First Aid
Location of First Aid Kit, reporting of injuries, qualified First Aid person in
attendance

5

Worksite cleanliness
Location of rubbish containers

6

Manual handling
Reminders about care of spine, correct techniques for using tools etc.

7

Snakes and insects
Awareness of what is potentially in the area today and ways to ensure
safety, e.g. treading heavily if snakes may be present, applying insect
repellant etc.

8

Chemicals
Safe use, storage, PPE required, e.g. gloves, mask, glasses

9

Tripping and slipping
Identify any hazards, e.g. fallen braches, uneven or muddy ground etc.

10

Infectious Waste
Do not pick up, report to Ranger or Frankston City Council

11

Attendance Sheet
Signed by all volunteers today

12

Annual Registration Forms
All volunteers attending today have previously completed the annual
registration form

13

Safety Induction
All volunteers on site today have had an induction in past year

14

Safety Prompts
Review any specific points relevant to today’s activities

15

Incident and Hazard Report Form (if applicable)
First Aid provided by qualified First Aider and form completed. To be
forwarded to Council’s Environmental Education and Volunteer Support
Officer

Completed Or
“Not Applicable”
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A.7 Suggested contents list
for First Aid Kits
The items below are a guide and can be found in a St. John Ambulance Outdoors First Aid Kit –  
stock code #1232 – or equivalent.
Store in a heavy duty plastic type tool box, suitable for a group, to treat a range of injuries from minor cuts to
serious accidents involving heavy bleeding.

Item	Quantity
Adhesive shapes (box of 50)		 1
Antiseptic – steritube 30ml		 1
Bandage – conforming 10cm		 2
Bandage – conforming 5cm		 2
Bandage – Heavy Crepe 10cm		 1
Bandage – Triangular		 4
Blanket – Thermal Accident Emergency		 1
Dressing – non adherent (7.5cm x 20cm)		 2
Dressing strip (8cm x 1m)		 1
Dressing universal – large (90cm x 20cm)		 2
Forceps – stainless steel		 1
Gloves – disposable (4 pr)		 1
Kidney dish – plastic

1

Pins – safety (bag of 12)		 1
Saline – steritube 10ml 		 4
Scissors – stainless steel – sharp/blunt 		 1
Soap – antiseptic 		 1
Splinter probe – disposable (pk 5)		 1
Swabs – alcohol 		 8
Swabs – gauze (10cm x 10cm) (pk 54)		 4
Tape – non-allergenic (2.5cm x 9m)		 1
Towels – disposable 		 1
Plastic bags – resealable, for soiled dressings etc

2

Notepad and pencil to record vital information

1

Recommended additional items
Resuscitation Face Shield 		 1
Stingose Gel 25g 		 1
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A.8 Friends Groups
Contact List

become a friend
of your local environment

Join a friends group today!

Friends groups help to care for natural reserves throughout Frankston. Y ou can help care
for your local flora and fauna and make new friends at the sa me time.
Action Sweetwater Creek
Ph: Jenny 9787 5731

Friends of Edithvale-Seaford Wetlands
Ph: Margaret 9588 0867

Friends of Baden Powell
Bushland Reserve
(Tangenong Creek Reserve)
Ph: Ann 9787 7228

Friends of Langwarrin Flora and
Fauna Reserve
Ph: Leon 9783 5015

Frankston Beach Association
Ph: Trish 0423 766 864
Friends of Frankston Reservoir
Ph: Quinn 0403 904 818
Friends of Upper Sweetwater
Ph: Malcolm 9781 4875
Friends of Belvedere Bushland Reserve
Ph: Allan 9786 3552
Friends of Wallace Reserve
Ph: David 9789 5664

Friends of Studio Park
Ph: Coralie 9785 9101
Kananook Creek Association
Ph: Trevor 9781 3071
Friends of the Pines Flora and
Fauna Reserve
Ph: Gillian 9782 5116
Friends of Boggy Creek
Ph: Elley 9775 8793
Seaford Foreshore Friends
Ph: Barb 9786 6634
http://seafordforeshore.weebly.com

For more information contact Frankston City Council’s
Environmental Education and Volunteer Support Officer on 9784 1768
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A . 9 C o m m u n i t y Vo l u n t e e r
S u p p o r t Tr a i l e r I n f o r m a t i o n
Community Trailer Tools
(available to Friends Groups working in Council’s Natural Reserves, courtesy of Frankston City Council)
Qty

Hand Tools

4

Spear & Jackson grass/leaf rakes

1

Oats stiff garden broom

1

Spear & Jackson hedge shears (1x red/black, 1x black/silver-blue)

1

Cyclone hand trowels (green with wooden handles)

1

Square nose pliers (1x green, 1 brown/orange paint, both with wooden handles

2

Cyclone axes

2

Medium size bow saws (2x green handles)

1

Hacksaw (blue/orange paint)

6

Planting hole diggers (6x green with plum handles)

2

Metal garden rakes

2

Wheelbarrows

3

Watering cans

1

Mattock (Spear & Jackson)

1

Log splitter (Garden Master)

2

Crow bars

2

Post hole shovels

2

Long handled square spades

2

Long handled pitch fork

1

Hammer

1

Wood saw

1

Sledge hammer

1

Loppers

5

Bow Saws (3 orange, 1 green, 1 black. various shapes/sizes)

2

Weed forks

1

Fold-up Wiltshire pruning saw

2

Wire cutters / secateurs (old, rusty)

1

First Aid Kit

3

Safety glasses

3

Can catchers

1

Stringline

2

50m Tape measures

1

Shifter

1

Fence Strainer

1

Phillips Head Screwdriver

1

Chisel

1

Fencing Pliers

1

Brush Cutter (2 stroke)

EXTERNALS - USEABLES
Masks

Community Volunteer Support
T r a i l e r I n f o r m at i o n
Booking the trailer

Bookings can be made via phone on 9768 1555.

Where the trailer is stored?

Frankston City Council Operations Centre, Buna Avenue, Seaford

When can you pick up the
trailer?

The trailer must be picked up by 4.00pm on a Friday and returned by
9.00am on Monday morning unless other arrangements have been
made.

Bond Required

$100.00 bond is required prior to the collection of trailer. Paid by
Cheque only.

Keys

Keys can be collected by the hirer once the bond is paid.  The keys
must be returned when the trailer is returned.

Who is able to use it?

Friends Groups, schools, preschools, community service groups and
Council Departments. The trailer is not available to private groups or
for commercial use.

Towing the trailer

The responsibility for ensuring that the lights work and comply with
road safety standards is on the vehicle towing the trailer. Council is
only responsible for the maintenance of the trailer and tools.

Maintenance of tools

Responsibility of Council. Damaged tools must be paid for by the
group responsible for the damage. If there are any damaged or lost
items the amount to repair or replace the item will be deducted from
the bond. The contents of trailer will be checked upon return.

Return of Bond

Bond will be returned once the trailer is checked and all items are
accounted for. Should there be any problems the hirer will be
contacted.

People & Culture Manger

Russell Joiner

Finance Manager

Kim Jaensch

IS Manager

Peter Murphy

Community Development
Manager

Liz Daley

Compliance & Safety
Manager

Arts Centre Manager

Robin Batt

Economic Development
Manager

Sam Jackson

Libraries & Learning
Manager

Kim Kearsey

Vacant

Asset Strategy Manager

Craig Dinsdale

Brad Hurren

Infrastructure Manager

Environment Manager

Libby Anthony

Facilities & Recreation
Manager

Paul Saly

Family & Youth Manager

Mandy Gatliff

Rohan Puls

Peter Cownley

Operations Manager

Matthew Cripps

GM Assets

Vito Albicini

Planning & Building
Manager

Urban Design &
Development Manager

Active Ageing & Disability
Services Manager

Governance & Customer
Service Manager

GM Development

Jane Homewood

Leonie Reints

GM Corporate

Michael Craighead

Gillian Kay
GM Communities

Tim Frederico

CEO

Dennis Hovenden

A.10 Frankston City Council
Organisation Structure
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Debbie Coffey
9784 1768

Environmental
Education &
Volunteer Support
Officer

Prue Robertson
9784 1840
Ella Boyen
9768 1319

Vegetation
Protection Officer
Nathalie Nunn
9784 1748

Environmental

Planner

Paul Gray
9784 1882

Inger Boerema
9784 1009

Clare Warren
9784 1898

Biodiversity
Coordinator

Waste & Litter
Campaign Officer

Wendy Lawrence
9784 1747

Rachel Weaver
9784 1006

Climate Change
Officer

Administration
Officer

Resource Efficiency
Coordinator

Libby Anthony
9784 1802

Environment
Manager

A.11 Environment
Department Structure

Derek Lynn
9768 1558

Senior Arborist
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Kim Cooper
Tristan Brigham
Steve Kennealy
Lisa Stuart
Matt Tetteroo
Sarah Backholer-Wasson

Natural Reserve Rangers

Vacant

Assistant Natural Reserve
Ranger

Brett Manders

Assistant Natural Reserve
Ranger (part-time)

Geoff Linnell

Natural Reserve Ranger
Interps. (part-time)

Kris Paule

Natural Reserve Ranger
Roadsides

Alan Wallis

NR Team Leader

Lee Halkias

Jeska Dee
Foreshore Senior
Gardener

Kim Linley

Nursery Supervisor

Felix Juliff

Assistant Foreshore
Gardener

Peter Jewell
Philip Allen
Vacant

Assistant Foreshore
Rangers

Danny Caswell
Gareth Storey

Foreshore Rangers

Anthony Fitzsimons

Foreshore Team Leader

Foreshore & Natural Reserve Coordinator

Peter Cownley

Manager Operations

Scott McHarry

Assistant Nursery

A.12 Foreshore and
N a t u r a l R e s e r v e s Te a m S t r u c t u r e
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A.13 Useful Contacts for
F r i e n d s a n d Vo l u n t e e r s
Frankston City Council Contacts
Alan Wallis, NR Team Leader

9768 1555

alan.wallis@frankston.vic.gov.au

Lee Halkias, Foreshore & NR Co-ordinator 9768 1555

lee.halkias@frankston.vic.gov.au

Judi Krznaric, Parkland Services Admin

9768 1555

judi.krznaric@frankston.vic.gov.au

Debbie Coffey, Environmental Education &
Volunteer Support Officer

9784 1768

debbie.coffey@frankston.vic.gov.au

Frankston City Council Environment
Department

9784 1747

environment@frankston.vic.gov.au

Kim Linley, Frankston Indigenous Nursery

0417 142 514

kim.linley@frankston.vic.gov.au

Troy Henson, OH&S Consultant

9784 1846

troy.henson@frankston.vic.gov.au

Chris Innes, Risk Management Coordinator 9784 1775

chris.innes@frankston.vic.gov.au

Wildlife Rescue
Animalia, Michelle Thomas

0409 360 871

www.animaliawildlife.org.au
animalia.shelter@gmail.com

AWARE

0412 433 727

www.awarewildlife.org.au

RSPCA Victoria (animal emergency line)

9224 2222

www.rspcavic.org/

Peninsula Animal Aid

5978 6722

www.peninsulaanimalaid.com.au

Snake Busters

0412 777 211

www.snakebusters.net

Wildlife Victoria

1300 094 535
9445 0310

www.wildlifevictoria.org.au

Birds Australia

9347 0757

www.birdsaustralia.com.au

Bureau of Meteorology

9669 4000

www.bom.gov.au

Country Fire Authority (CFA)
Victoria Bushfire Information Line (VBIL)

03 9262 8444
1800 240 667

www.cfa.vic.gov.au

Department of Primary Industries

136 186

www.dpi.vic.gov.au

Department of Sustainability &
Environment (DSE)

136 186

www.dse.vic.gov.au

Frankston Enviromental Friends Network

0427 545 490
David Cross

fowr@atmanuals.com.au
www.fefn.wordpress.com

Greening Australia, Victoria

9450 5300

www.greeningaustralia.org.au

The Inter Council Aboriginal Consultative
Committee (ICACC Secretariat @
Frankston City Council)

9784 1895

www.icacc.org.au/culture-and-history/
boonerwrung-people

Landcare Australia Ltd, Melbourne office

9662 9977

enquiries@landcareaustralia.com.au

Melbourne Water

131 722

www.melbournewater.com.au

Peninsula Field Naturalists Club, Judy
Smart

9775 4231

mandjsmart@gmail.com

Parks Victoria

131 963

http://parkweb.vic.gov.au/

Port Phillip & Westernport CMA

8781 7900

www.ppwcma.vic.gov.au

Royal Botanic Gardens Cranbourne

5990 2200

www.rbg.vic.gov.au

Sustainability Victoria

8626 8700

www.sustainability.vic.gov.au

Useful organisation contacts

Victorian Enviromental Friends Network

http://home.vicnet.net.au/~friends/

Local Members of
Parliament
FEDERAL Members of the House of Representatives
Dunkley

The Hon Bruce Billson MP *
P O Box 501, FRANKSTON  3199
(20 Davey Street, FRANKSTON 3199)
Ph 9781 2333 / Fax 9783 7912

b.billson.mp@aph.gov.au
Karen.Browne@aph.gov.au

STATE Members of the Legislative Council (Upper House Regions)
South East
Metropolitan Region

Ms Inga Peulich MP (Liberal)
376 Nepean Highway, CHELSEA 3196
Ph 9772 1366 / Fax 9772 4648

Inga.peulich@parliament.vic.gov.au
Andrew.dosen@parliament.vic.gov.au

Members of the Legislative Assembly (Lower House – Districts)
Carrum

Frankston

Donna Bauer – Liberal MP
434 Nepean Highway, CHELSEA 3196
Ph 9772 4544 / Fax 9776 0138
Mr Geoff Shaw MP (Independent)
140 Young Street, FRANKSTON 3199
Ph 9783 9822 / Fax 9783 5930

Donna.bauer@parliament.vic.gov.au
Rochelle.mcarthur@parliament.vic.
gov.au
Geoff.shaw@parliament.vic.gov.au
www.geoffshaw.com.au
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A.14 Safe Work Method
Statement
The following is a template for developing your Safe Work Method Statement which is the responsibility of the
Friends Group Activities Leader.

S a f e w o r k m e t h o d s t a t e m e n t ( S W MS )
This SWMS is a site-specific statement that should be prepared before any work is commenced.
Name of Friends Group
Activity Leader:

Date:

Activity:

Location:

What are the tasks involved?

What are the hazards and risks?

How will hazards and risks
be controlled?
(describe the control
measures)

Think about the worksite and each stage of the project, including preparation and clean-up.

S a f e w o r k m e t h o d s tat e m e n t ( c o n t i n u e d )
Steps for filling out
1. Discuss with volunteers what work may be high-risk, the tasks, and associated hazards, risks and controls.
2. In the ‘What are the tasks involved?’ column, list the work tasks in sequence to how they will be carried
out.
3. In the ‘What are the hazards and risks?’ column, list the hazards and risks for each work task.
4. In the ‘How will the hazards and risks be controlled?’ column, select the hazard or risk and choose a
control measure.
5. Brief each volunteer on this SWMS before commencing work. Ensure group knows that work is to
immediately stop if the SWMS is not being followed.
6. Observe work being carried out. If controls are not adequate, stop the work, review the SWMS, adjust as
required and re-brief the group.
7. Retain this SWMS for the duration of the work on this activity.

