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Introduction 
The Department of Education and Training (the department) respects and values diversity. Key enablers of diversity 
include supporting employees to better manage their work and other responsibilities and treating all employees with 
fairness and respect. 

We are committed to being an inclusive organisation. One key element of this is ensuring our corporate workplaces 
provide facilities that support staff at work and uphold the right to equal opportunity. These facilities include carers 
rooms, quiet spaces, all gender toilet facilities and multi-faith rooms. 

As part of the department’s commitment, all new fit-outs in corporate offices aim to include these spaces that support 
staff to feel comfortable at work. In older tenancies, space limitations in the designs may mean that a flexible, shared 
space needs to be converted when needed. 

These guidelines set out the purposes and provisions of facilities in corporate workplaces, how they may be 
accessed and the responsibilities of users. 

Multi-faith rooms 
Dedicated multi-faith rooms are available for people of all religious beliefs to spend time in reflection. These rooms 
assist employees to meet their religious duties with minimal disruption to their work commitments. Facilities within the 
rooms vary – please check with your local management team to confirm.  

The rooms can also be used for quiet contemplation or meditation. Noise should be kept at a minimum level in and 
around the rooms, respecting others who may be using them.  

Where dedicated multi-faith rooms are not available, staff are able to use wellbeing rooms or quiet rooms if they wish. 
If your office is not listed below, please speak with your manager about finding a suitable location.  

MULTI-FAITH ROOM LOCATIONS: 

CBD locations: 

35 Collins Street 

• Level 3 - Male and female multi-faith rooms available. Rooms are equipped with washing facilities, are 
unbookable and feature a door slider to indicate if they are in use. 

• Level 4 – Room is unlocked when not in use. 

41 St Andrews Place 

• Ground floor – Multi-faith room available. Please email academy@education.vic.gov.au or call (03) 8199 2900 to 
discuss building access.  

Regional locations: 

North Eastern region  

Ringwood, 60-62 Maroondah Highway 

• Level 3 - Two multi-faith rooms available, which are unlocked when not in use. 

North Western region 

Mildura, Langtree Avenue 

• Level 1 – Multi-faith room available, which is unlocked when not in use. 

Carer rooms 
The department’s carer rooms, sometimes referred to as lactation/nursing rooms or wellbeing rooms, provide a clean, 
private space for expressing milk, breastfeeding or bottle feeding. Each room is equipped with a comfortable chair, 
refrigerator, table, sink and nappy change area. Employees using refrigerators are required to provide their own clear 
labeling for refrigerated expressed or bottled milk. Employees are to leave the room clean and tidy after use. Carer 
rooms are an important element of the department’s commitment to family-friendly workplaces 

Where dedicated carer rooms are not available, staff are able to use wellbeing rooms or quiet rooms if they wish. 
Equipment in these rooms varies – please check with local management teams to confirm. 

mailto:academy@education.vic.gov.au
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CARER ROOM LOCATIONS  

CBD locations: 

2 Treasury Place 

• Ground floor – Lactation room is available to book through Outlook (2T_GRND_Lactation_Room_CAP2) and is 
unlocked when not in use. 

41 St Andrews Place 
• Ground floor – Please emailacademy@education.vic.gov.au or call (03) 8199 2900 to discuss building access 

and room booking. 

35 Collins Street 

• Level 3 –Nursing room is available to book through Outlook (35Collins_3.Nursing Room). The room booking 
panel will be green when the room is not in use. 

• Level 6 –Nursing room is unlocked when not in use.  

80 Collins Street 

• Level 27 - Wellbeing room available. Room is unlocked when not in use. 

Regional locations:  

North Eastern region  

Glen Waverley - 295 Springvale Road 

• Level 2 - Wellbeing room available. 

Kilsyth – 29 Garden Street 

• Parents room available. 

North Western region 

Coburg - 189 Urquhart Street 

• Level 2 – Multipurpose room located in the Annex. Room is not lockable, but a sign for when the room is in use 
is available.  

Greensborough - 1 Flintoff Street 

• Level 2 – Multipurpose room available. Room is unlocked when not in use. 

South Eastern region  

Dandenong - 165-169 Thomas Street 

• Mezzanine level - Wellbeing room available  

Moe - Corner Kirk and Haigh Streets 

• Multipurpose room available  

Sale - 64-66 Foster Street 

• Multipurpose room available. 

South Western region 

Ballarat - 109 Armstrong Street 

• Level 1 - Multipurpose room available 

STORAGE  
The following is an excerpt from the Australian Breastfeeding Association on the storage of breast milk for home use. 
Further information about breastfeeding can be obtained from the Australian Breastfeeding Association at: 
http://www.breastfeeding.asn.au/ 

mailto:academy@education.vic.gov.au
https://www.breastfeeding.asn.au/bf-info/breastfeeding-and-work/expressing-and-storing-breastmilk
http://www.breastfeeding.asn.au/
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Breast milk 
Room 
temperature Refrigerator Freezer 

Freshly expressed 
into a closed 
container 

6–8 hours 
(26ºC or 
lower). If 
refrigeration is 
available store 
milk there 

No more than 72 hours. 
Store in the back of 
refrigerator where it is 
coldest 

2 weeks in freezer compartment inside 
refrigerator (-15ºC) 

3 months in freezer section of refrigerator with 
separate door (-18ºC or lower) 

6–12 months in deep freeze (-20ºC or lower*) 

Previously frozen— 
thawed in 
refrigerator but not 
warmed 

4 hours or less 
(i.e. the next 
feeding) 

Store in refrigerator - 
24 hours 

Do not refreeze 

Thawed outside 
refrigerator in warm 
water 

For completion 
of feeding 

Hold for 4 hours or until 
next feeding 

Do not refreeze 

Infant has begun 
feeding 

Only for 
completion of 
feeding, then 
discard 

Discard Discard 

*Chest or upright manual defrost deep freezer that is opened infrequently and maintains ideal temperature  

EMPLOYEE ENTITLEMENTS – LEGISLATIVE CONTEXT 

The Victorian Public Service Enterprise Agreement stipulates the following regarding lactation breaks during work 
hours:   

a) Employees cannot be discriminated against for breastfeeding or chest feeding or expressing milk in the 
workplace.  

b) An employee who wishes to continue breastfeeding or chest feeding after returning to work from a period of 
parental leave or keeping in touch days may take reasonable time during working hours to do so, without 
loss of pay. 

c) Paid lactation breaks are in addition to normal meal and rest breaks provided for in this Agreement. 

Quiet room 
There is a dedicated quiet room available in the Treasury precinct. The room is the first of its kind and has been 
designed with neurodiverse employees in mind. The room can also be used for quiet contemplation or meditation. 
Noise should be kept to a minimum in and around the room, respecting those using the facility.   

Aside from this dedicated room, many offices have quite workspaces available so staff can take phone calls or 
concentrate on tasks away from an open plan office. Ask your manager where these are located. 

CBD location: 

2 Treasury Place 

• Ground floor - Room is unlocked when not in use. 

All gender toilets 
Accessible toilets can be used by people with disability and people of all genders. Trans, gender diverse and non-
binary staff are encouraged to use the facilities that they feel most comfortable using.  
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End of trip facilities 
End of trip facilities are available for staff to use after commuting to work. Facilities are equipped with showers and 
change rooms. Trans, gender diverse and non-binary staff should use the end-of-trip facilities they feel most 
comfortable using.  

Speak to your local building management team regarding what end of trip facilities are available in your workplace. 

Conditions of use  
Employees using the facilities mentioned above are solely responsible for the care, supervision, safety and security 
of dependents at all times. The department takes no responsibility for dependent(s) or for private property brought 
into the facilities. Rooms must be left in a neat and tidy condition. 

Employees using the rooms must be signed in using normal security procedures.  

Use of the facilities is subject to current public health advice. For more information please see Corporate CovidSAFE 
plan. If applicable, rooms will have signs indicating the maximum capacity to enable physical distancing and to 
comply with density quotients. 

Employees must be respectful of others who may be using the facilities. Noise should be kept at a minimum in and 
around the multi-faith, carer and quiet rooms. 

In case of emergencies 
In the event that a fire drill or emergency evacuation takes place, a floor warden will check the room and advise on 
the safest exit point. 

For security assistance contact security or local area management.  

Conflicting bookings 
We all have a right to a respectful workplace and a responsibility to ensure that our own behaviour contributes to a 
respectful work environment for everyone.  

The rooms cannot be booked or used for any other reason other than the intended purposes as outlined in these 
guidelines. In the instance of more than one person wishing to use the room, joint use is possible if all parties agree 
to it. 

When booking and using the rooms, please consider others and follow the department’s Values and Code of 
Conduct. 

Workplace reasonable adjustments  
Staff may require workplace reasonable adjustments for many reasons and at different times of their lives. This could 
be due to work and non-work-related injuries, disability, and various health conditions. A workplace adjustment is a 
modification to a work process, practice, procedure or setting that enables an employee with disability to perform their 
job in a way that minimises the impact of their disability. It also applies for a recognised carer for a person with 
disability.  

For more information about workplace adjustments, visit the Disability and reasonable adjustment page on HRWeb.  

Further assistance 
For assistance for any of the rooms, speak to your local building management or contact 
Working.Places@education.vic.gov.au. 

For any facilities and maintenance requests, raise a work order on Corrigo. 

If your issue is not resolved, contact Working.Places@education.vic.gov.au 

Further information, advice or assistance on any matters related to these guidelines is available: 

• the department’s Flexible Work and Equal Opportunity Policies under A-Z HRWeb.  
• via the A-Z topic list on HRWeb 
• via email diversity@education.vic.gov.au.  

https://www.coronavirus.vic.gov.au/six-principles-covidsafe-workplaces
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3378/support_and_service_(corp)%252Femployee_guide_to_covidsafe_offices%252Fhealth,_safety_and_wellbeing_supports%252Fcovid-19_safety_management_plan_(covid_safe_plan)_for_corporate_workplaces
https://edugate.eduweb.vic.gov.au/sites/i/Pages/production.aspx#/app/content/3378/support_and_service_(corp)%252Femployee_guide_to_covidsafe_offices%252Fhealth,_safety_and_wellbeing_supports%252Fcovid-19_safety_management_plan_(covid_safe_plan)_for_corporate_workplaces
https://www.education.vic.gov.au/hrweb/workm/Pages/Public-Sector-Values.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/conduct.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/conduct.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/disability.aspx
mailto:Working.Places@education.vic.gov.au
https://jll-vic-govt-au.corrigo.com/CP30/sign-in
mailto:Working.Places@education.vic.gov.au
https://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
https://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
mailto:diversity@education.vic.gov.au
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