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EMERGENCY MANAGEMENT PLAN


     Effective: 
February 2017  
     Last review: 
February 2017
     Review date:
February 2018
Manual structure
Part 1 – Emergency management plan
Includes:

· Overview of Emergency Management Plan
· Preparation for emergencies
· Response to emergencies
· Recovery strategies
Part 2 – Evacuation procedures and other attachments
Includes a range of support documents relevant to this workplace
Document location

There are 4 copies of this manual.

Other copies are held by:

Director of Lachlan Schools, Principal, Head Teacher Administration and a copy loaded to ICE
PART 1:
Emergency management plan
1.1

OVERVIEW OF EMERGENCY MANAGEMENT PLAN
	Purpose and objectives 

	Purpose

To ensure the safety of staff, students and others in the event of an emergency.
Objectives

· to identify potential emergencies and implement elimination or control measures to prevent those emergencies, where possible
· to enable effective preparation for emergencies through appropriate training of personnel, testing of equipment and practice of evacuation drills

· to provide staff and students with a clear understanding of how to respond effectively in the event of an emergency

· to ensure the recovery of staff, students and the workplace after an emergency.



	Scope of the emergency management plan

	This plan applies to all activities at the workplace and takes into account hazards that may occur within 200 meters of the school.
NOTE: Planning for excursions and other off-site activities are subject to separate risk management and emergency planning processes.
Each school excursion must be risk managed separately.



	Relationship with other plans

	This plan is subject to the actions and operations of emergency services on a larger scale in the event of a large scale emergency impacting on the community.

 

	Description of the workplace

	Trundle Central school has 122 students. It is situated on Croft Street. The school has staff including the Principal, 1 Head Teacher, 1 Assistant Principal, 1 Counsellor, 1 Administration Manager, 9 1/2 Classroom Teachers, and 10 SASS staff as well as cleaning staff. Timetabled classes occur between 8.55 am and 3.25 pm Monday to Friday. The Office is open 8.30am to 4pm. Students and staff regularly utilise school facilities outside these hours for extra tuition or school activities. Community use of school facilities occurs at various times but there are no routine users. The school has an oval that is located 25 metres to the west of the main buildings and an Agriculture Block located in Croft street west of the school. Staff can use school facilities after hours.

	Roles and responsibilities

	Emergency planning committee (responsible for emergency planning)

	Name
	Title
	Contact phone numbers

	John Southon
	Principal
	68921303

	John Grady
	General Assistant
	0455202435


	Ann-Marie Taylor
	SAM
	68921199

	John Southon
	WHS Administration
	68921303

	Emergency control organisation (responsible for evacuation and emergency response)
Chief Warden

	Name
	Title
	Contact phone numbers

	John Southon
	Principal
	68921303

	Deputy Chief Warden

	Name
	Title
	Contact phone numbers

	Gerry Capell
	Secondary Studies 1
	68921303


	Floor Wardens

	Name
	Title
	Contact phone numbers

	Kylie Strudwick
	SAO
	68921303

	Caroline Watt
	SAO
	68921303

	First Aid Officer

	Name
	Title
	Contact phone numbers

	Anne Mawbey
	SAO
	68921303

	Communications Officer

	Name
	Title
	Contact phone numbers

	John Southon
	Principal
	68921303


	Process for notifying, alerting and reporting emergencies

	Notifying emergencies
All teachers and other staff are to ensure the Principal is notified in the event of an emergency.
Alerting the workplace to emergencies
The Principal is to undertake appropriate action to alert the workplace of the emergency including commencement of evacuation procedures, where required. Where the Principal is absent from the workplace, the Head Teacher Administration is to undertake this responsibility.
Reporting emergencies
· Contact emergency services immediately where required
· Notify the Director Public Schools of the emergency immediately

· Contact the Health and Safety Reporting and Support Hotline (1800 811 523) if the incident involves violence, weapons, illegal drugs or major criminal activity

· Contact the WHS Directorate immediately on (02) 9266 8955 in the event of a death, serious injury or dangerous occurrence at the workplace

· Report incidents on the Incident Notification Hotline (1800 811 523) immediately or as soon as reasonably practicable (but within 24 hrs) to the Injury Management Centre. This may already have been done if the incident involved violence, weapons, illegal drugs or major criminal activity and the third step in Reporting emergencies was undertaken


	Identified evacuation assembly areas and evacuation routes

	Assembly Area One
Assembly Point One at Area 3 (School Oval) located at the South Western end school is the evacuation point

Assembly Area Two Off-site (1 km from workplace)
Trundle Hall Forbes Shire


	Location of emergency coordination centre and recovery premises 

	1.  School Administration area when practicable – A Block
2.  Trundle Hall Forbes Street


	Review dates 

	November 2017, February 2018
The emergency management plan will also be reviewed:

· Following any emergency that impacts on the workplace

· Following drills where the need to change is evident

· If there are major structural changes or other changes that affect the ability of the plan to be implemented.


	Strategy for communicating the plan (e.g. training, newsletters, posters)

	1. New staff trained via the WHS Induction Program
2. Placed on WHS Noticeboard in Common Room
3. Key points of emergency plan discussed at the P&C meeting
4. Students to receive instruction through assemblies and in class groups and practice drills
5. Visitors and contractors receive information and instruction when completing the visitor’s induction sheet 


	Essential services on premises (e.g. location of hydrants, water main, etc)

	1. Water mains

2. Gas mains 
3. Electrical mains 

4. Fire hydrants 
5. Solar Power main
6. Fire blankets and extinguishers
Refer to site map which indicates locations


	Types of installed communication systems 

	1. Emergency bell controlled by remote switch located in A Block or by the Principal or delegate
2. Hand held hooter
3. The Principal and both Head Teacher Administration each have a mobile phone and landlines. Please see Emergency Map.


1.2

PREPARING FOR AN EMERGENCY 

	Risk assessment process

	Staff to undertake risk assessment

	Name
	Position
	Contact phone numbers

	John Southon
	Principal
	68921303

	John Grady
	General Assistant
	0455202435


	Ann-Marie Taylor
	SAM
	68921303

	Risk assessment consultation

	Person or group
	Timeframe for consultation

	Ros Williams - WH&S Consultant
	February 2017

	Parent & Citizens Assoc
	February 2017

	TCS Staff
	February 2017

	Risk management strategies for prevention or control of emergencies

	Refer Risk Management Plan: Emergency Management Plan Review Pages 17 to 22.
Emergencies reviewed:

· Gas leak or ignition to main gas cylinder

· Emergency at two nearby fuel stations (BP and Garage)
· Emergency at nearby Ag n Vet
· Highway Road Accident

· School Site Fire

· Science Lab Chemical
· Electrocution

· Violence Between Students

· Violence from External Source

· Outbreak of infectious disease

· Bomb Threat

Additional Risk Management Plans provided in induction pack
· First Aid Plan

· Anaphylaxis Risk Management
· Working Alone Risk Management Plan
Training for emergency management plan 

	Type of training
	How often

	Staff Training on the workplace Emergency Management Plan
	Once every 12 months

	First Aid, CPR, Anaphylaxis and Emergency care training for teacher taking excursions
	Ongoing All Staff: Anaphylaxis and CPR annually face to face with trainer, E-Training in Anaphylaxis and Emergency Care every 2 Years and 3 Years respectively, First Aid training every 3 years


	Frequency of emergency response drills

	Type of emergency response drill
	How often (Review loaded into ICE and communicated to all staff)

	Building evacuation (eg. fire)
	Once every 6 months

	Lockdown (end with evacuation/debrief)
	Twice every 12 months

	Lockout
	N/A  

	Training schedule attached – Part 2


	Arrangements for disabled persons

	Strategy
	Person responsible for action

	Nominated person to assist disabled person in event of emergency
	Lubka Prenbendarcik and or Class Teacher

	Consultation with student and parents about emergency arrangements including evacuation and noted in the student’s Learning and Support Plan.
	A.P Primary

	Emergency services to be notified of disabled person’s whereabouts if necessary
	A.P Primary


	Testing of equipment

	Type of equipment
	Frequency of testing

	Fire fighting equipment (including fire extinguisher, fire blankets)
	Every 6 months (DEC contractor)

	Bell system 
	Monthly

	Hand Held Hooter
	Every 6 Months


	First aid requirements

	Requirement
	Action completed

	First Aid Officer appointed
	Yes – Anne Mawbey

	First Aid Officer participates in emergency drills
	Yes

	Portable first aid kit available
	Yes


	Communications during an emergency

	Requirement
	List form of communication

	Primary means of communication in the event of an emergency
	Electronic bell

	Secondary or alternative means of communication
	SASS member using the hand held hooter through school


1.3

RESPONSE

	The process for making decisions

	Once an emergency is reported the Principal (Chief Warden) will assess:

· What is the nature of the emergency?

· How the emergency is developing (getting closer, moving away etc)?

· Which emergency services should be contacted (Police, Fire, Ambulance and State Emergency Service)? (see table below)

· The immediate response actions required based on the initial assessment
The Principal (Chief Warden) will then immediately initiate necessary actions and responses e.g. evacuation, lockout or lockdown

	Immediate response actions (actions will often take place at the same time)

	· Implement emergency evacuation, lockdown or lockout procedures where required
· Ring 000 for Police, Ambulance or Fire Brigade if required
· Ensure first aid is administered and medical treatment provided as soon as possible
· Contact and liaise with relevant emergency services

· Secure the area, remove people from the area and make it as safe as possible while maintaining personal safety

· Establish the facts: assess the situation, plan who to contact, who will do what, what assistance is needed from regional office, School Safety and Response, WHS Directorate and the Media Unit

· Report the incident to the Health and Safety Reporting and Support Hotline (1800 811 523) Ensure telephones are not used for anything other than incident communications

· Contact the injured person’s family if required

· Report the emergency through the Department’s incident reporting procedures (serious incident report, employee incident report if required)

	Vehicle control during emergency (e.g. keeping lane clear for emergency services) 

	Who:  General Assistant
How:  Keeps driveway clear for emergency services. Must wear a fluorescent vest where time permits
When:  After emergency services have been called until their arrival 

	Evacuation procedures (summary) – Full procedures included in Part 2

	Stages: 
· Chief Warden decides on the need to evacuate, where possible in consultation with emergency services

· Chief Warden requests SAM to ring emergency sirens (Prolonged siren) 

· Teachers to evacuate in an orderly manner with all members of their classes via the shortest and safest route to the Assembly Point One, unless advised of an alternative evacuation assembly area
· Classes to line up in order as indicated on the Evacuation Procedures Plan 

· Rolls marked

· Office staff to evacuate to Assembly Point One, unless advised of an alternative evacuation assembly area
· SASS/SAO from administration Block to check toilets 

· Chief Warden to then brief staff on emergency and await arrival of emergency services or take other appropriate action

· Chief Warden advises when to return to the school in consultation with emergency services
· Communication to Parents and Community made by Principal via Facebook or telephone

	Response procedures for specific emergencies

	Response procedures are provided in Part 2 for the following emergencies:

· Evacuation – Fire, Bomb threat, External Emergencies 
· Lockdown – Violence

	Emergency contacts

	Name
	Number

	Emergency Fire, Police and Ambulance
	000

	Trundle Police station
	6892 1111

	School Education Director : Maree Angus
	6392 8400 Mobile 0427435426

	School Safety and Response Hotline
	1300 363 778

	Security Hotline
	1300 880 021

	Trundle Hospital
	68621051

	Regional WH&S – Ros Williams
	6883 6312    Mobile: 0427 494 307

	EAP counsellor (Davidson Corporate & Trahaire)
Optum
	1300 360 364 - General
1300 361 008 – Post Trauma Support


1.4
RECOVERY 
	Strategy and description (documents included in Part 2)

	Counselling strategy –  Student counselling will be provided by school counsellors
                                         Staff counselling will be provided by EAPS

	Recovery time line – key actions that need to be undertaken to ensure the school returns to normal as quickly as possible will be negotiated with Senior DEC management


	Trauma counselling and description
	Who

	Students: School Counsellor/DGO to coordinate
	Margret Bourke

	Staff:        EAPS referal in consultation with DPS
	Principal contact DPS


	Managing the media strategies (documents included in Part 2)

	DOE Media Liaison Officer – Grant Hatch

	Phone:02 6334 8080  Mobile: 0419 284 243

	Note: When the media make initial contact with the school/office, avoid saying “No comment”. Instead take the details of the enquiry including contact details and advise the caller that a relevant DOE Officer will get back to them.

	Return workplace to normal
	Action

	Return to normal business activities ASAP
	Principal will liaise with relevant stakeholders to return business to normal ASAP, while being mindful of ongoing needs of some groups or individuals, anniversary dates and sensitivities. Consideration should also be given to any temporary requirements such as temporary work locations, access to resources, advising community.

	Completion of post event evaluation
	In consultation with all internal and external stakeholders will review all aspects of the Emergency Management Plan. A post event evaluation will be provided to the Principal and WHS Committee who may include recommendations for improvement. The Principal and WHS Committee considers the recommendations, determines actions required and timeframes and communicates to appropriate stakeholders.


Procedures to temporarily cease operations due to

an emergency or potential emergency situation
The following steps should be followed.
Step 1: Where a Principal has concerns about the viability of their school operating due to local circumstances, the Principal should consider available advice from emergency services and determine the best approach to take to ensure the health and safety of staff and students.

At this point advice can also be sought from the relevant state office area, e.g. School Safety and Security Response Unit, WHS Directorate, Asset Management School Operations and Performance Division.

Options that should be discussed include:

 Maintaining school operations or remaining at the school. Note: emergency services may issue a specific direction for a school to ‘shelter in place’ in an emergency e.g. a bushfire, as this is considered to be the safest place for staff and students to be at a given time;

 Temporarily ceasing school operations – meaning the school is non-operational (no staff or students on site); or

 Taking appropriate steps such as advising parents that they may wish to collect students if appropriate during the course of the day.
Step 2: Where a decision is made to temporarily cease operations, consider relocation options for staff and enact communication to the school community, including as much information as possible.
Step 3: Principals are required to notify the Incident Report and Support Hotline 1800811523. The Incident Report and Support Team will notify all relevant Managers and Directors including the WHS Directorate.
Principals are responsible for updating their school website to advise the school community whether the school is either;

 Operational (detailing the operational arrangements on site); or

 Non-operational (this means that no staff or students are on site)

Where possible, principals must provide status reports at 8am each morning and 2pm each day. The status reports are to be provided to the School Operations and Performance Division (and Work Health and Safety Directorate, where appropriate as detailed below). The status report must detail if the school is:

 Operational (number of staff and students on site); or

 Non-operational (this means that no staff or students are on site)

All schools, including those that resume operation, must provide an update.

Step 4: School temporarily ceases operations. This action is normally taken for one school day only unless there are exceptional circumstances, e.g. flooding has isolated a location or the school is temporarily unsafe for use.
Step 5: Once it is deemed safe to resume operations, the Principal must notify the Office of Schools and advise the school community of return to normal operational services or alternative arrangements as soon as possible.
.

PART 2:
Evacuation procedures and other attachments

Checklist for documents to be included in Part 2

Documents attached: 
(Workplaces are to attach documents that relate to their Emergency Management Plan)
·    Evacuation procedures

·    Lockdown procedures   

· First Aid plan
· Allergen Risk Management Plan

· Working Alone Risk Management Plan

· Standard precautions for infection control

· Procedures for spills of blood and other body substances

· Procedures for contact with blood or other body fluids

· Procedures for sharps handling and disposal

· Bomb Threat or suspected device procedures
· Emergency Evacuation Map
· Relevant ACSIA or Health Care Plans for individuals onsite
After Hours Contacts 

Emergency Services: 
000

Security Hotline: 

1300 880 021

Police:     


6892 1111
EAP counsellor:

1300 360 364
ESS:



1300 361 008

Director:


0427 435 426


Principal: 


0268 921303    0407602506
Head Teacher Secondary Studies 0457176756
G.A:        


0455 202 435
Vet:



6884 9777
WIRES:


1300 027 905
SES



132500
DOE Media Liaison Officer
 – Grant Hatch

0419 284 243
Parkes Shire Council
Business Hours 68612333 After Hours Emergencies 1800 648 585
Essential Energy

132391
Gas: Haines Gas Services
1300 862 055


Trundle Central School

EMERGENCY 

PROCEDURES

EVACUATION PROCEDURES

TRUNDLE CENTRAL SCHOOL
EMERGENCY POLICY

Rationale:
To ensure a rapid orderly response to a threat to life and property using a predetermined effective plan.

Date: 

November 2016
AIMS:

· To secure structure in a possible dangerous or chaotic situation

· To reduce possible harmful effects

· To protect staff, students and visitors from harm

· To provide staff with definite roles and clear procedures to increase efficiency and safety

· To locate all personnel to safe areas

IMPLEMENTATION:

NO SITUATION IS EVER TO BE ASSUMED AS BEING ONLY A DRILL

· Staff must report to the Principal/Delegate in any situation that may necessitate an urgent response in the school.
· The Principal/Delegate will determine what response is necessary and initiate the procedures. Situations could require an evacuation or a lockdown.

· The appropriate warning signals will be sounded continuously until all personnel are alerted.

· For an evacuation, teachers will escort students to Assembly Point One. The procedures and duties as set out in the documentation will be followed.

· Upon assessment, the Principal/Delegate is to decide if the event is to be classified as a critical incident. If so the Critical Incident Procedure is to be put into action.

· Personnel may only return to normal routine after the Principal/Delegate and/or the appropriate authority in control have deemed it safe to do so.

· If students are to be sent home, parents are to be contacted.
· Communication: Principal to decide if communication to all parents/careers is made post event.
EVALUATION:

· Review effectiveness of procedures and ensure they are clearly understood

· Conduct regular drills and assess for effectiveness

· Identify potential emergency situation in the school and assess emergency procedures that would be required to be in place

Review Date:
After each drill or event 

ROLES AND RESPONSIBILITIES DURING AN EVACUATION

       A
      NOTIFICATION OF EMERGENCY EVACUATION:


It is the responsibility of the Principal to:
· Determine the nature of the emergency and the responses needed

· Direct the School Administration Manager to sound the appropriate emergency sirens of rising siren with evacuation voice over
· Direct a staff member to contact Emergency Services 000

· Notify Safety and Security Directorate (130036778) within 24 hours
· Meet and direct emergency services personnel, if safe to do so
· Supply set of master keys if a search is necessitated
· Confirm safety of all persons

· Liaise with Emergency Services

B
EVACUATION OF THE SCHOOL: Prolonged Siren
It is the responsibility of the Classroom Teacher to:  

· Inform class of the need for evacuation

· Ensure all windows are closed

· Turn off gas taps, ovens, kilns if time permits and it is safe to do so
· Instruct students to leave bags in the room 
· Close the door after the last student has left and leave the room unlocked
· Check adjoining classrooms en route to the evacuation point
· Escort class to evacuation assembly area, by the shortest route

· Advise and assist students to assemble calmly into class groups
· Mark the roll for your class and account for any absences to the Head Teacher Administration
· Class teachers are responsible for their class throughout evacuation

     It is the responsibility of teachers NOT on class to:
· Supervise evacuation of home building and student movement to assembly area

· Assist in assembling students into class groups at the evacuation Assembly Point



It is the responsibility of School Administration and Support Staff to: 

· School Administration Manager (SAM) will direct School Assistants in the Administration Block and students in sickbay to evacuation assembly point  
· SAM to bring Daily Notification sheet to evacuation assembly point and account for staff absences to the Principal
· General Assistant to be contacted on mobile to advise of evacuation
· First Aid Officer to take evacuation kit and class rolls for teachers to mark the roll at the assembly point

· Toilets to be checked en route to evacuation point
· All School Assistants will move to the evacuation assembly point
· General Assistant will staff main entrance to prevent entry of visitors and students.

· Cleaning Staff will report to evacuation assembly point if they are on duty
I
It is the responsibility of students to: 

· Follow directions from the staff

· Leave bags and all equipment in the classroom

· Assemble in class groups and remain seated at the evacuation assembly point
C
POST-EMERGENCY PROCEDURE

1
The Principal will indicate when the emergency is over after an all clear report is given by police or fire attendants.


2
Students are to be escorted back to classrooms after debriefing.


3
Rolls are to be returned to the SASS in the front office.

4
Persons designated in charge of equipment are to ensure these items are returned.
5          Damaged facilities will be inspected by a qualified person and must be given a clearance before use by the School.
  D
ALTERNATIVE PROCEDURE


In the event of an emergency in close proximity to the Evacuation Assembly Point One at Area students are to be evacuated to the off-site Assembly Point Two Hospital Grounds.  
            Roles and Responsibilities of staff members remain the same.

PROCEDURES FOR A LOCKDOWN: Three short bursts of a siren twice

LOCKDOWN is a procedure used when there is an immediate threat to the school e.g. school intruders.  Lockdown minimises access to the school and secures staff and students in rooms.  As part of this procedure, everyone must remain in the room until the situation has been declared safe by an authorized person e.g. principal or police.


LOCKDOWN SIGNAL


Should a situation arise where there is a threat on the grounds the Principal or Head Teacher Administration will determine if lockdown procedures should be initiated. The signal will be three short bursts twice. 

•
For a lockdown students will be confined to classrooms and supervised by a member of staff. Students should not be released from the classroom until the all clear signal is activated by the Principal/Delegate on advice from emergency personnel.
It is the responsibility of the Principal to:

· Direct the School Administration Manager to sound the lockdown signal and contact  emergency services if required 

· Meet and direct emergency services personnel, if safe to do so

· Supply set of master keys if a search is necessitated
           The school will be advised of the end of the lockdown by the rising siren with evacuation voice over for an evacuation to Assembly Point One and debrief. 
LOCKDOWN OF THE SCHOOL:
CLASSROOM TEACHER/SLSO   

· Inform class of the need for a lockdown.
· Check spaces outside classrooms for nearby students and direct students in the immediate vicinity into the classroom. Staff should not leave classroom to get students.

· Ensure all doors and windows are closed and locked.
· If at outdoor learning space the class should be directed to the nearest secure space. 
· Turn off gas taps, ovens, kilns where time permits and it is safe to do so
· Instruct students to move out of line of sight of doors and windows.

· Close blinds

· Record names of the students who are in the room.  Any missing/extra students should be noted.

· Maintain room security and do not open doors for anyone under any circumstances.  

· Stay in the classroom until given the evacuation signal to commence evacuation to Assembly Point One.
SASS Staff

· Obey the directions of the Principal or Head Teacher Administration
· Obey the Directions of Emergency Services

· Ensure all doors and windows are closed and locked

· Close blinds

· Instruct any students in the office area to remain out of sight of doors and windows

· Ensure a staff member goes and supports a student if they are in the sick bay

· Record names of the students who are in the room.  Any missing/extra students should be noted.

· Maintain room security and do not open doors for anyone under any circumstances.  

· Stay in the room until given the evacuation signal to commence evacuation to Assembly Point One.
Cleaning Staff/Canteen Staff
· Obey the directions of School Staff and Emergency Services.

· Ensure all doors and windows are closed and locked.

· Close blinds

· Maintain room security and do not open doors for anyone under any circumstances.
· Remain out of sight of doors and windows.

· Stay in the room until given the evacuation signal to commence evacuation to Assembly Point One.

IF DURING RECESS/LUNCH BREAK


Notify the office if an incident is observed by a teacher. Upon sounding of lockdown siren students are to be directed immediately to the closest room. Teachers are to attend to the nearest room immediately. Executive are to go to nearest block to secure it.

POST LOCKDOWN PROCEDURE
The Principal will indicate when an emergency is over after an all clear report is given by police or fire attendants. The Principal will sound the Evacuation Alarm and Staff and Students will assemble for a debriefing and parents will be contacted. 
Should a decision be made to evacuate during a lockdown, the evacuation siren will sound and the evacuation procedures will then be followed.



	Name of workplace:  Trundle Central School                                                                 Name of workplace manager: John Southon
Risk assessment focus: Identify and Manage Emergency Risks Within and Outside of School Grounds

	Location / Activity
	Hazard Identification Type / Cause
	Risk matrix score
	Elimination or Control Measures
	Who
	When

	Main Gas Cylinder - onsite
	Gas (above ground gas cylinder) and Possible Explosion
	2            Unlikely but if happens could cause Death or Serious Injury
	· Gas Cylinder fenced and gate locked to isolate from unauthorised access

· Automatic annual checking of the Cylinder by the Department to identify any issues

· Visual inspection by a WHS member once a week. 000 called if leak identified

· Bomb threat procedures in place to manage threats that use the Gas Cylinder. 000 called for all bomb threats

· Yearly consultation with Fire Brigade to ensure School plan for Emergencies involving gas cylinder are Best Practice

· Evacuation to offsite location if Gas Cylinder involved in emergency

· SASS staff to notify teachers of alternate route
	GA

AMS

John Southon
ALL Staff

WHS

Principal

SASS Staff
	All Times

Oct - Yearly

Weekly

All Times

Yearly

All Times

All Times


	Trundle Garage - 100 Metres from school
	Gas (Above Ground Gas Cylinder), Liquid Fuel (Diesel and ULP), Oils and other Chemicals
	3               Unlikely but if happens could cause long term illness or injury
	· If emergency takes place for this site then automatic evacuation to offsite location

· Students to exit via Front gates and gates that are adjacent to Forbes street to avoid walking near service station

· SASS staff to notify teachers of alternate route


	Principal

All Staff

SASS Staff


	All Times

All Times

All Times

	BP Service Station – 1000 Metres from School
	Liquid Fuel (Diesel and ULP), Oils and other Chemicals
	3               Unlikely but if happens could cause long term illness or injury
	· If emergency takes place for this site then automatic evacuation to offsite location

· Students to exit via Front gates and gates that are adjacent to Forbes street to avoid walking near service station

· SASS staff to notify teachers of alternate route

	Principal

All Staff

SASS
	All Times

All Times

All Times

	AG nVet 100 Metres from School
	Farm and Industrial Chemicals
	2              Unlikely but if happens could cause Death or Serious Injury

	· Evacuation to off site location – Recommended by Fire Brigade due to toxic chemicals stored at Agricentre


	Principal


	All Times



	Agriculture plot south west 75 metres from school.
	Crop Fire
	5             Unlikely but if happens could cause long term injury or illness.
	· Regular slashing of Agriculture plot to keep grass low

· If Crop fire takes place:

· Agriculture Teacher trained to evacuate students from site

· Agriculture Teacher to ring 000 for Fire Brigade

· Teacher to then notify Principal and main School Site to watch for embers blowing onto site and starting spot fires
	GA

Agriculture Teacher and Principal


	When Required

All Times

	Road Accident. Large number of trucks pass the school each day
	Possible petrol spill from vehicles or chemicals/explosives if transport truck involved
	4             Unlikely but if happens could cause death or serious injury.
	· Evacuation to onsite location: Staff and Students to exit via back oval and gates that are adjacent to Forbes street and to travel along Forbes street to the onsite evacuation point

· SASS staff to notify teachers of alternate route
	All Staff

SASS Staff
	All Times

All Times

	School Site - Fire
	Threat to people and property
	2               Unlikely but if happens could cause death or serious injury.
	· Annual Gutter Cleaning (Automatic by AMS)

· Fire Extinguisher Inspection – Automatic by AMS

· Fire Blanket Inspection – Automatic AMS

· Removal of combustible rubbish

· Ensure Electrical faults/hazards are dealt with quickly

· Tag-N-Test Electrical Appliances. Automatic by AMS
	AMS

AMS

AMS

GA

David Gaunt/GA

AMS
	Refer AMS Site

Refer AMS Site

Refer AMS Site

Weekly

All Times

Annual

	Science Lab - Chemicals
	Threat to People
	4           Unlikely due to dilution and total quantities but if occurs could require medical attention
	· Staff and SASS Support for Science trained in Chemical Safety in Schools program

· Staff to adhere to the Departments guidelines on age groups for individual chemical use – Colour Coded

· Chemicals coded as black are not to be used or stored in the school and are to be removed and disposed according to policy

· PPE must be in good condition, in sufficient quantities so that everyone participating has PPE and must be worn when required or recommended

· Staff trained in use of body, hand and eye wash first aid station in the lab

· Staff Trained in emergency evacuation procedures
	Teacher/SASS Support Staff
	All Times

	Electrocution
	Threat to people and property
	2            Unlikely but if happens could cause death or permanent injury
	· Annual Test-N-Tag - Automatic by AMS

· Reporting of Faults – Immediate tagging and isolation of faulty equipment
· Electrical equipment only to be used as advised by the manufacturer

· Power boards not to be overloaded

· Only power boards with cut out switch to be used and NO double adaptors to be used
	AMS

All Staff

All Staff

All Staff

All Staff
	Annual

All Times

All Times

All Times

All Times

	Violence between students
	Threat to People and Property
	4                Unlikely but if happens could cause long term illness or injury
	· All threats of violence to be taken seriously

· Emergency Lockdown Procedure

· Anti Bullying policy

· Adhere to DEC Suspension Policy


	All Staff

All Staff

All Staff

All Staff


	All times

All times

All times

All Times



	Violence from External Source
	Threat to people and property
	3                   Unlikely but if happens could cause long term illness or injury
	· All threats of violence to be taken seriously

· Emergency Lockdown Procedure

· Visitor Passes with no unauthorised entry
	All Staff

All Staff

All Staff


	All times

All Times

All Times



	Outbreak Infectious Disease
	Threat to Health
	3

Likely and could cause medical attention and several days off
	· Encourage staff to report injuries and illnesses
· Encourage parents or carers to report infectious conditions to the school or facility if a student is absent due to illness. If many students or staff are absent and appear to have similar symptoms, an outbreak may be occurring and the local Public Health unit should be notified
· Staff should be aware of students displaying signs  of illness and ensure that they seek medical attention immediately
· Ensure that infection control procedures are followed especially during outbreaks of infectious diseases
· Isolate unwell people away from well people if possible
· Exclude unwell staff and students if necessary, according to advice from the local Public Health Unit
	Principal/All Staff
All Staff/Parents and Carers
All Staff

All Staff

Principal/First Aid Officer

Principal/First Aid Officer
	All Times
All Times

All Times
All Times
All Times
All Times

	Bomb Threat
	Threat to Life
	2
Unlikely but could cause death or permanent injury
	· Staff to treat all bomb threats as serious
· Staff to implement Department policy as communicated and distributed in safety bulletin 58

· Record as much detail from the caller as possible
· Call 000 immediately and relay the information to Police

· If the threat relates to a Bomb being present on the School site then the School will immediately evacuate to the offsite location

· When safe to do so the Principal will inform the Schools Safety and Response Unit

· The Principal will implement other aspects of the emergency management plan (eg notify the Director Public Schools etc)
	All Staff
Principal

Principal
	All Times
All Times

All Times

	Relevant additional information reviewed and attached:  No

Plan prepared by:  John Southon                                                                                   Position: Principal                                                                                                                   Date: 03/04/2017                                                                                                           Communicated to: All Staff                                                                                                                                                                                                                    Prepared in consultation with: Fire Brigade, Police, President P & C, Parent Disabled Student, Department WHS Consultant & Emergency Management Committee. 

	Monitor and Review: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or a significant change occurs. 

















INSTRUCTIONS





     1.  Line your class up in allocated areas for each stage


     2.  Ask the class to sit down in an orderly manner


     3.  Teachers to mark the roll and identify any missing students to the         Head Teacher Administration
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EVACUATION PROCEDURES
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