Bega A.P.&H. 
  
BEGA SHOW VOLUNTEER INDUCTION 
   
FEBRUARY 17 & 18 , 2024 
 
TABLE of CONTENTS 
 
1. Introduction 
2. Working at The Showground 
3. Showground Communications 
4. Emergency Procedures 
5. Weather Problems  
6. Lost Children & Lost Property 
7. Suspicious Item 
8. Incident Reporting Form 
9. Site Plan 
 	 
Introduction 
Thank you for agreeing to be part of our volunteer team.  These notes are intended to help you settle into your role at the Show so that you can work safely and confidently while helping Show visitors enjoy themselves.   
Working at the Showground 
 
· If you are unable to attend for your shift, please advise the Volunteer Co-ordinator on 0409430997 as early as possible 
· It would help us keep to schedule if you could arrive for your shift 15 minutes prior to your start time 
· On arrival please visit the Committee Room [ interim office underneath Caretaker’s Cottage ]to sign on to the Volunteer Roster 
· After signing on, please go to your assigned work station and confirm your arrival with the Steward in Charge. 
· While working at the Showground, do not attempt any tasks for which you are not competent or are beyond your fitness. 
· Certain areas you might be assigned to require a separate induction.  You will be inducted by the area steward or their nominee.
· If you will be working in the Ring, you must sign an Indemnity Form (WHS05) acknowledging the risks of being in the ring.   [available in Committee Room or Horse office- under broadcast box: #9 on map]
· If your work station requires the use of personal protective equipment (PPE), please ensure that your footwear is fit for purpose and if working in the open, please wear a hat.  Sunscreen is available from the Committee Room.  Depending on the Section of the Show to which you are assigned, you may require additional PPE.  Your Section Steward will advise. 
· If working in the sun, remember to re-hydrate?  Water will be supplied. 
· Refreshments will be provided during your shift.  Your Volunteer Co-ordinator will provide details 
· When your shift is over, please visit the Committee Room to sign out so we know that you are safe and well. 
· If you experience any form of workplace harassment while on shift, report this to the Volunteer Co-ordinator 
 
Showgrounds Communications 
 
If you need assistance while on shift, in the first instance speak with your Section Steward or 
the Volunteer Co-ordinator who is based in the Committee Room but may be out with other volunteers. You can call the Co-ordinator on 0409430997  or visit the Committee Room. 
 
 
Emergency Procedures 
 
If you notice an incident (injury, near miss, security breach, suspicious item, disturbance, etc) contact your Section Steward or Volunteer Co-ordinator. 
 
Injury or Accident 
 
In the case of an injury requiring medical attention, contact the First Aid office which is located immediately beside the Show Ring below the Broadcast Box.  If the casualty is able to walk safely, escort the person to the First Aid Room. 
 
If the casualty is unable to walk, wait with the person until First Aid assistance arrives. 
The First Aid officer will decide if further assistance is required, i.e. Ambulance  
Fire 
 
Do not place yourself or any other person in danger. 
Only if you have prior training, attempt to extinguish fire with a Fire Extinguisher. 
 
If the fire is large or growing rapidly, call “000” and immediately after that advise your Section Steward or Volunteer Co-ordinator.  The entry point for Emergency Service Vehicle is the East Street Gate. 
 
Showground Evacuation 
 
If a site evacuation is called, walk calmly to one of the Evacuation Exits as shown on the Showground Evacuation map at the end of these notes.   
Assist show visitors to find the exit but do not delay your exit.  Do not attempt to move any equipment during this process. 
Meet the Volunteer Co-ordinator at the Volunteer Assembly Point (17) shown on the site plan 
 
Weather Problems 
In the event of a severe weather event such as a thunderstorm or hail storm, help show visitors to seek shelter in one of the pavilions. 
Do not seek shelter under a tree. 
Lost Children and Lost Property 
Any lost children are to be taken to the Committee Room [ underneath Caretaker’s cottage- #13 on site plan]and a message will be broadcast over the public address system. 
Escorting children must be done with another person, not alone 
Lost property is also to be taken to the Committee Room [ #13 on site plan].  Do not open the item to look for owner’s details.  This will be done under supervision in the Committee Room 

Suspicious Item 
If a suspicious item is found, do not touch it or move it.  Clear the immediate area and notify you Section Steward or Volunteer Co-ordinator.  
Accident / Incident Report 
A copy of the Show Society Accident/ Incident Report (WHS 02) is included with this pack. 
If you witness an Accident or Injury at the Show, you will be required to complete this report as soon as possible after the event. 
Your Section Steward or the Volunteer Co-ordinator can help you with this task. 
 	 

	Date: 
 	 	 	 	 
Risk Register No.: 


Bega A.P.& H. 	  	 	WHS 02 
Accident to a Person 
Incident or Observed Hazard Reporting Form 
PART A- TO BE COMPLETED BY THE PERSON REPORTING THE ACCIDENT, INCIDENT or HAZARD 
Section 1. Person Reporting: 
Date of Incident or Observation:           /            /        
            
Name ………………………………………………………………………… Phone: ………………………………………………………. 
 
 
	Section  	2. Report Type: 
  Accident: an injury that has been suffered by a person   
 Dangerous Occurrence: incidents that have resulted in damage to equipment, property, facilities,  	or                dangerous substances. 
 Near Miss: incidents that have the potential to cause personal Injury or damage to plant, property 
 
or facilities 
  Hazard: conditions of buildings, surfaces or systems which have potential to cause injury 


 
Description of Accident / Incident / Hazard 
………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………………………………………… 
 
 
SEE OVER 
 	Section 3: Name of Injured Person (if Applicable) 
 	 
 	Name: …………………………………………………………………..  	Date of Birth:             /                /                 
 	 
 	Injured Person’s Address ………………………………………………………………………………….. 
 	 
 	                                              ………………………………………………………………………………….. 
 	 
Contact Number: …………………………………….. 	 	 	Occupation ………………………………………………. 
	Incident / Hazard Details: 
 
Date of Incident:         /           /             	 	Time of Incident: ……………………… (Use 24 hour Clock) 
 
Location of incident: …………………………………………………………………………………………………………………. 
Names & Phone Numbers of Witnesses: 
1. …………………………………………………………………………………………………………………… 
 
2. ………………………………………………………………………………………………………………….. 
 

	SECTION 4: Injury/ Illness Details: 
 
Nature of Injury/Illness: (e.g. Cut, Bruising, Sprain) …………………………………………………………………………………….. 
 
Bodily Location of Injury/ Illness (e.g. Back, Right Shoulder) ……………………………………………………………………….. 
 

	Date: 
Risk Register No.: 


Treatment: 	No Treatment    [image: ] First Aid     [image: ] Doctor    [image: ] Ambulance    [image: ] Hospital Date Report submitted to Risk Manager  	………./…………../………….. 
 
Signature: ………………………………………………………. 


9. Bega Show Site Plan 
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