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Emergency management plan
Health and Safety Directorate

EMERGENCY MANAGEMENT PLAN
For

Seaham Public School
Still St, Seaham 2324
(02) 4988 6234

Effective: ## August 2017

Date of last review: 31 August 2018

Review date: 31 August 2019

The purpose of the emergency management plan is to ensure the health, safety and welfare of all
staff, students and others at the workplace in the event of an emergency. In terms of the scope of the plan,
it should address emergencies that can take place during activities away from the workplace (e.g. excursions
or sporting events). Note that each excursion and sporting event requires a separate risk management
process.
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1.1 Overview of emergency management plan

Description of the workplace (e.g. location, if a split or single site, no. of students and staff)

Location:
The school has between 200 and 250 students. It is situated on Still and Warren Streets, Seaham and is approximately
13 kilometres from Raymond Terrace and 15 kilometres from Clarence Town.

Business Hours:
e The school operates 5 days a week from 9am to 3pm, Monday to Friday. The school would have personnel
onsite from 6am to 6pm of an evening.
e The school has an after school care program which is located in the School Hall operating five afternoons per
week from 3pm to 6pm.
e Seaham Public School P&C operates a school canteen each day and various other activities during the year
including fundraising events and working bees.

School Profile:

Staff/Students/Volunteers

This co-educational school has 205 students and 19 staff, including: 1 Principal, 3 teaching Assistant Principals; 5
classroom teachers; 4 support teachers, 1 Senior Administration Manager; 2 SAQ, 2 SLSOs and 1 General Assistant.
During the day an average of 5 parent helpers are working in the school canteen or in classrooms.

Building Infrastructure/Layout

Located within the school grounds are: - a school hall with attached COLA, 3 single storey brick blocks incorporating 7
classrooms. There is an original heritage school building serving as a staff meeting room and administration area, a
library and 1 demountable class room.

There are two recreation areas: the bottom playground (also serves as the Emergency Assembly Area) incorporating a
fenced asphalt area located 50 metres from the nearest classrooms. There is a large COLA area located in the middle
of the buildings area next to two smaller covered areas and a grass and garden area.

Surrounding local area/School Precinct

The school has suburban homes on the Southern and Northern sides along the boundary. The main road from Raymond
Terrace runs adjacent to the school on the Western side. Opposite the school on that road is the Seaham shop, the
medical centre and the town hall. Still Street runs adjacent to the Eastern boundary.

Relationship with other plans (e.g. core rules, Chemical Safety in Schools, Local Government emergency
EGE)

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 e.g. evacuation in the event of chemical spill or bushfire in the local area.

Separate plans have been developed for managing and responding to bushfires, further information in relation to
bushfires can be found in part two of this document.

Roles and responsibilities

Emergency planning committee (responsible for emergency plannin

Name Position Contact phone numbers
Craig Partridge Principal Mobile: 0419282467
James Eagleton Assistant Principal Mobile: 0418 634 401

Deb Bowman Assistant Principal Mobile: 0423 491 698

Emergency control organisation (responsible for evacuation and emergency response)

Chief Warden

Position
Principal

Contact phone numbers
Mobile: 0419282467

Craig Partridge
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Deputy Chief Wardens

Position Contact phone numbers
James Eagleton Assistant Principal Mobile: 0418 634 401
Deb Bowman Assistant Principal Mobile: 0423 491 698

Floor Wardens

Name Position Contact phone numbers
Sue Lawler (K-2) Teacher Mobile: 0428 265 775
Deb Bowman (3-6) Assistant Principal Mobile: 0423 491 698

AH: 49971018

First Aid Officer

Position Contact phone numbers
Sandra Butler Senior Administration Manager Mobile; 0414 442 059
Communications Officer

Name Position Contact phone numbers

Craig Partridge Mobile: 0419 282 467

Process for notifying, alerting and reporting emergencies

Notifying emergencies
All teachers and other staff are to ensure the principal (or if absent the Assistant Principal) is notified via phone or in
person 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 nominated Assistant
Principal is to undertake this responsibility.

Reporting emergencies

e« Contact emergency services on 000

e Contact the Incident Report and Support Hotline (now inclusive of the former Safety and Security) for any
school related criminal activity on 1800 811 523, and select “option 1.

e Report the emergency to the relevant senior officer within the Department e.g. Director Public Schools NSW,
College/Campus Manager, State Office Director or Office of Communities Director

e Follow the Department's Incident Reporting Policy and Procedures for other necessary internal reporting (e.g.
to Health and Safety Directorate for a SafeWork NSW serious incident). To report an incident or injury please
contact the Incident Report and Support Hotline on 1800 811 523 and select “option 2".

Identified evacuation assembly areas and evacuation routes

Assembly area one
Bottom playground near court area

Assembly area two (if bottom playground is a danger area)
Staff carpark

Assembly area three — Bush Fire Sheltering Refuge
School Hall, building K

(Refer to site plan, Part 2)

Location of offsite assembly area, e.g. emergency coordination centre and recovery premises (for major
emergencies where it is necessary to evacuate school and normal assembly areas are not appropriate)

Off-site assembly area (af least 1 km from workplace)

Carpark in Warren Street opposite school.

(Refer to site plan, Part 2)
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Strategy for communicating the plan (e.g. training, newsletters, posters)

Inductions and orientations of staff, students, contractors; WHS consultation arrangements; staff awareness sessions
and minuted meetings; training and practice drills; information displayed.

site plan.

Essential services on premises (e.g. location of hydrants, water main)
Include a description of isolation points for utility supplied below. Also identify those isolation points on the attached

Location of water main
Also show on attached site plan

Warren street next to the double access gate (in front of
basketball court)

Location of gas main
Also show on attached site plan

Still Street carpark

Location of electricity main
Also show on attached site plan

Electricity mains located in Building B, Building J (library)
and Building K (hall)

Solar power main (where applicable)

Building K (hall)

Types of installed communication systems

External sirens/Telephone internal and external paging alerts/2 way radio communication.
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Emergency management plan ‘

Training against emergency management plan
Type of training How often

Training on the workplace emergency plan All staff annually through induction and/or awareness
sessions and practice drills, and as required by DEC
Emergency Training requirements

Emergency care / CPR / first aid training Ongoing, as required, for staff conducting off-school
activities

Anaphylaxis Online e-learning module Required to be completed every 2 years

Face to face anaphylaxis and CPR course Annually for significant proportion of staff

Frequency of emergency response drills

Type of emergency response drill How often
Building evacuation (e.g. fire emergency) Once every 6 months
Lockdown Once every 6 months

Arrangements for disabled persons

Strategy Person responsible for action
Nominated person to assist disabled person in event of Class Support - Mrs Gardner/Mrs Stulz
emergency - Mr Partridge
Consultation with students and parents about emergency Class Support - Mrs Gardner/Mrs Stulz
arrangements including evacuation - Mr Partridge
Emergency services to be notified of disabled person's Chief Warden

whereabouts where necessary

Testing of equipment

Type of equipment Frequency of testing

Fire extinguishers, blankets Every 6 months (AMU contract)
Emergency lighting Every 6 months (AMU contract)
Alarm systems Annually (AMU contract)

First aid requirements

Requirement Action completed
First aid officer/s participate in emergency drills Yes
Portable first aid kit available and maintained Yes

Communications during an emergency

Stages (e.g. initial alert, evacuation, | List form of communication (e.g. Responsibility for commencing
return to workplace) PA system, agreed alarm signal) and managing communications
Primary means of communication in Evacuation alarm Principal/SAM

the event of an emergency (e.g. alarm | |nternal/external paging system
system, Public Announcement system)

Secondary or alternative means of School bell / siren Principal/SAM
communication
Return to workplace Verbal Principal or Chief Warden of

Emergency Services

1.3 Response

The process for making decisions
Once an emergency is reported, the Principal will assess:

NSW Department of Education | TEMP007 — V1 | Health and Safety Directorate: 1800 811 523 https://education.nsw.gov.au 1
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Emergency management plan \'

e What is the nature of the emergency?

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

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

e The immediate response actions required based on the initial assessment?

The 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)

e Implement emergency evacuation, lockdown or lockout procedures where required

e Ensure first aid is administered and medical treatment provided as soon as possible

e Contact and liaise with relevant emergency services

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

o Establish the facts: assess the situation, plan who to contact, who will do what, what assistance is needed from
regional office, Incident Support Unit, Safety and Security Directorate, HS Directorate and the Media Unit

e Report incidents involving violence, weapons, illegal drugs or major criminal activity to Incident Support Unit 1800
811 523; and incidents involving malicious damage, break and enter, fire and security breaches to School
Security on 1300 880 021

o Ensure telephones are not used for anything other than incident communications

e Contact the injured person’s family if required

e 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, directing traffic to keep
lane clear for emergency services)

Who: School Executive (delegated person on day of emergency).

How: Keeps driveway clear for emergency services using hand held sign and wearing 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
] Decision to evacuate
e Chief Warden decides on the need to evacuate, where possible in consultation with emergency
services
H Warning staff and students
e Chief Warden to ring emergency evacuation alarm (continuous alarm)
] Withdrawal (evacuation)

e« Teachers to evacuate in an orderly manner with all members of their classes via the shortest and
safest route to the (assembly area 1), unless advised of alternative evacuation assembly area.

e Floor Wardens to check that all classrooms are clear and lock them where possible
o Classes to line up in order at the assembly area
« When whole school is assembled, mark roll book to account for everyone
o Office staff and canteen staff to evacuate to assembly area or alternative location when advised
e Chief Warden in charge of canteen to account for all canteen staff
N Shelter and assembly area
e« Chief Warden to brief staff on emergency and await arrival of emergency services or take other
appropriate action
] Return to the workplace
e Chief Warden to advise when to return to the school in consultation with emergency services.
] Location of designated emergency exits: see map
] Location of fire hoses: see map
] Location of fire extinguishers: see map
] Location of fire blankets: see map
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Emergency management plan ‘
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] Location of first aid kits: Administration Block: First Aid Room

Note: Plans showing the identified evacuation assembly areas and evacuation routes must be posted in the
workplace. Evacuation maps should clearly mark all exit routes and assembly areas relevant to each building and
the location of all firefighting equipment. Maps are to be displayed prominently throughout the workplace.

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

e Bomb threat e Death at work
e Bushfire e Death of Staff/Student
e Pedestrian Accident e Electrical Hazard
e Student lost on excursion e Explosion
e Emergency Health Situation e Flood
e Storm e Letter or parcel bomb
o Earthquakes e Qutbreak of disease
e Overflow of sewage e Fire
e Fumes or chemical spill e Gasleak
e Violence or threats e Suicide
1.4 Recovery

Strategy and description (documents included in Part 2)

Counselling strategy — school will liaise with student counselling staff, Employee Assistance Program and with HS
Directorate if onsite counselling for staff is required.

Recovery time line — Immediate response actions will be completed in accordance with the plan. Short term and long
term recovery planning will be conducted in accordance with and in liaison with HS Directorate to ensure support is
provided to people who may be affected by the emergency event.

Trauma counselling and description Who

School, college or campus counsellors should be used in Appointed School Counsellor.
the first instance when providing support to students

EAP providers are contracted to provide counselling for Davidson Trahaire Corpsych (DTC) —
staff immediately following an emergency or other incident | 1300 360 364

Return workplace to normal

Return to normal business and activities ASAP Principal and other school or regional staff to liaise with
relevant stakeholders to return business to normal
ASAP, while being mindful of ongoing needs of some
groups or individuals and also mindful of anniversary
dates or other sensitivities.

All enquiries from the media should be referred immediately to the Department’s Media Unit on 9561 8501. The Media
Unit will assist in managing enquiries from the media for the necessary period.
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Emergency management plan

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):

[0 Evacuation procedures

[0 First Aid plan

Management if you require a copy)

Floor plans

Specialist information e.g. location of hydrants
After hours contacts

Other relevant information

[J  Site plan (Note: each workplace will need to provide its own site plan. Please contact Asset

Communication strategy (where there is additional information to section 1.2 above)

Emergency contacts

Name

Number

Emergency services

From internal phone: Dial ‘0’ for outside line,
then dial ‘000’

From other phones: dial ‘000’

Raymond Terrace Police Station 4983 7599
Maitland Hospital 4939 2000
John Hunter Hospital 4921 3000
John Millburn, Director Public Schools 0467 716 620
Craig Partridge, School Principal 0419 282 467
Janene Atchison, Assistant Principal 0428 692 270
James Eagleton, Assistant Principal 0418 634 401
Deb Bowman, Assistant Principal 0423 491 698
Diane Stulz, First Aid Officer 0409 229 568

EAP counselling services

DTC: 1300 360 364

Incident Support Unit

1800 811 523

David Houlahan, WHS Consultant

0467 762 887; 4931 3515

Gas Supplier Company (Elgas)

13 11 61

NSW Department of Education | TEMP0O07 — V1 | Health and Safety Directorate: 1800 811 523
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Seaham Public School
Emergency Evacuation Procedures

public School IN the event of an evacuation, all classes are to assemble in the Bottom

Playground (Area 1) if safe or staff car park (Area 2) or car park adjacent to

community hall (Offsite). Make your way to the area via the safest and most direct
route across the open ground away from main structures.

EVACUATION - (Classroom)

¢

Continuous ringing of the Evacuation alert (ascending tone)
Or Notified individually by a member of the executive or designated
officer via speaker phone.

Responsibilities

*

All Staff move children quietly and in an orderly fashion to the designated
area

Class teacher to get 'Health care’ essentials (Clare and Joseph) from 5/6E
and 3/4A

Buddy teacher escort classes while executive complete their tasks)
Executive (Deb Bowman) to check classrooms 1, 2, 3, AP office, Library
and toilets

Executive (James Eagleton) to check classrooms 4, 5,6, 7 & 8

Executive (Janene Atchison) to check school hall and demountable toilets.
Office staff member to monitor Still Street gate if safe to do so. Principal
to check office and canteen. Bring ‘Evacuation folder’ and asthma bag
and school EpiPen to assembly area

Office staff if time permits to quickly print off late arrivals, out of class,
early departure and sick bay registers (this is for children arriving/leaving
after evacuation lists done in morning after rolls)

Office staff to bring defibrillator, staff sign on book and volunteer sign on
book (or give to Principal due to monitoring of Still St)

Call the Roll and report any missing children to the Principal

EVACUATION - (Playground)

Continuous ringing of the evacuation alert (ascending tone)
Or notified individually by a member of the executive or designated officer
via speaker phone

Responsibilities

¢

Teachers on playground duty to move children quietly and in an orderly
fashion to the designated area (Hall for bushfire emergency)

All other teachers to move quickly to the designated area

Class teacher to get 'Health Care’ essentials from 5/6B and 3/4A
Principal to bring ‘Evacuation Folder’ and asthma bag and school
EpiPen

Office staff if time permits to quickly print off late arrivals, out of class,
early departure and sick bay registers (this is for children arriving/leaving
after evacuation lists done in morning after rolls)

Office staff to bring defibrillator, staff sign on book and volunteer sign on
book (or give to Principal due to monitoring of Still St)

Executive check areas ‘as above’.

Call the Roll and report any missing children to the Principal



EVACUATION DIAGRAM
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EVACUATION DIAGRAM

Seaham Public School
Emergency Evacuation

Offsite Assembly Point

Evacuation Route

Offsite
Evacuation Route

Fire Extinguisher

Fire Blanket

First Aid Kit

Defibrillator

Sump

Water Tank

Play Equipment

Water Main

>

Gas Main

Electrical Main

ol-BE|+o|-almp|| |

Solar Main

|

= :
E 3
Q
&
i -
¢ ) Q.
C =
1S Iing {g %
(V7]
O 1S IIng
Seaham
Public
School
=
5
ASSEMBLY
& AREA ONE
S

N
L

e |

» "-...

N .I..
[ ]

1S uay =)

1S Us.Ligpy

OFFSITE
ASSEMBLY

AREA

Seaham School of Arts €23

Dixon sy
Seaham General Store

TArea

IS S,




Public School

Seaham Public School
Emergency Evacuation Procedures

In the event of an evacuation, all classes are to assemble in the school
hall (Bushfire emergency) or car park adjacent to community hall
(Offsite). Make your way to the area via the safest and most direct
route across the open ground away from main structures.

EVACUATION - (Bush Fire)

¢
¢

¢

L

Continuous ringing of the Evacuation alert (ascending tone)

Or Notified individually by a member of the executive or designated
officer via speaker phone.

If bushfire evacuation. Principal to contact teacher in

ROOM 8

**ROOM 8 teacher waits with class at entrance to hall area to alert
others to assemble in school hall

Responsibilities

¢

All Staff move children quietly and in an orderly fashion to the
designated area.

Class teacher to get 'Health Care’ essentials from 5/6B and 3/4A.
Buddy teacher escort classes while executive complete their tasks
Executive (Deb Bowman) to check classrooms 1, 2, 3, AP office,
Library and toilets

Executive (James Eagleton) to check classrooms 4, 5, 6, 7 and 8
Executive (Janene Atchison) to check school hall and demountable
toilets

Principal to check office and canteen. Bring ‘Evacuation folder’ and
asthma bag and School EpiPen to assembly area

Office staff if time permits to quickly print off late arrivals, out of
class, early departure and sick bay registers (this is for children
arriving/leaving after evacuation lists done in morning after rolls)
Office staff to bring defibrillator, staff sign on book and volunteer
sign on book

Staff delegate to ensure hall vents closed and rolled damp towels
placed under the doors.

Call the Roll and report any missing children to the Principal

First Aid box in hall will have School EpiPen, School Asthma Puffer and spacer including
disposable, GlucaGen Pen, Poppas for Diabetes students ONLY, general first aid supplies and
pens for staff use for marking evacuation reports or class lists to be used in emergency
ONLY!
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Public School

Seaham Public School
Emergency Lockdown Procedures

LOCKDOWN - (Classroom)

¢

Signalled by a continuous Lockdown alert (consistent tone)
and notified individually by a member of the executive or
designated officer via speaker phone.

In an emergency situation, the aim is for everyone to
remain inside the school buildings sitting on the floor
where possible (away from windows and doors) and
all doors to remain LOCKED and blinds down if safe
and if locks and blinds are available.

Individual or small groups of unsupervised students outside
their room move into the closest supervised room.
Supervising teacher to contact class teacher to alert them
that a student from their class is with them and safe.

Students involved in Sport (or any outside activities) should
move IMMEDIATELY to their classroom or hall if this
is the safest option.

Staff and students are to remain locked in the buildings
until the situation is declared “safe” and the “all
clear” is given by Police and/or Principal.



Public School

Seaham Public School
Emergency Lockdown Procedures

LOCKDOWN - (Playground)

¢

Signalled by a continuous Lockdown alert (consistent tone)
and notified individually by a member of the executive or
designated officer via speaker phone.

If Lockdown alert sounds before school or during break one
or two, all students and playground supervising staff
should IMMEDIATELY move to the hall and lock down
as above.

Remaining staff should lock down in the room they are in or
the nearest room.

Staff to mark class lists that are located in the hall.
Contact the office to liaise in relation to student absences

Staff and students are to remain locked in the buildings
until the situation is declared “safe” and the “all
clear” is given by Police and/or Principal.

LOCKDOWN procedures maximise safety by keeping
everyone in secure areas.

First Aid box in hall will have School EpiPen, School Asthma Puffer and spacer including
disposable, GlucaGen Pen, Poppas for Diabetes students ONLY, general first aid supplies and
pens for staff use for marking evacuation reports or class lists to be used in emergency
ONLY!



BUSHFIREEMERGENCY
MANAGEMENT AND
EVACUATION PLAN

Date:

TO BE REVIEWED ANNUALLY




Facility Details

This plan is Seaham Public School
for:

and has been designed to assist management to protect life and property in the event of a bush fire.

This Plan outlines procedures for both sheltering (remaining on-site) and evacuation to enhance the
protection of occupants from the threat of a bush fire.

The Primary Action to follow under normal bush fire conditions is to:

Shelter [ Evacuate [_|

Contact person: Craig Partridge

Position / role: Principal / Chief Warden

Phone number

Phone number (BH): 4988 6234 (AH): 0419 282 467
Type of Number of
facility: Primary School buildings: 7

Number of employees: 19

Number of employees with support
needs: Nil

Number of students: 205

Number of students with support needs:  Nil

Provide description of support needs;




Roles & Responsibilities

The following outlines who has the responsibility of implementing the emergency procedures in the event of a bushfire.

Building/areaof

J Mobile phone number

Hoslol oo DRRERORER U Frolporiaibility. | WSS EIEnS IORRALT
Principal / Chief Warden / : ;
csmmRications Oficar Craig Partridge 0419 282 467
Assistant Principal / Deputy Chief Bals B K-2 0423 491 698
Warden
Assistant Principal / Deputy Chief
Warden / Floor s\lardenp % James Eagleton 3-6 0418 634 401
Teacher / Floor Warden Janene Atchison 0428 692 270
School Administration Manager / :
First Aid Officer Sandra Butler Admin. 0414 442 059
Emergency Contacts
l Name of organisation | Office/contact | Phone Number
NSW Rural Fire Service Lower Hunter Fire Control Centre 4015 0000
1800 679 737
NSW Rural Fire Service Bush Fire Information Line 1800 NSW RFS
NSW Rural Fire Service Website www.rfs.nsw.gov.au
NSW Police Force Raymond Terrace Police Station 4983 7599
Director Public Schools John Millburn 0467 716 620
NSW Health Maitland Hospital 4939 2000
Health and Safety Directorate Incident Support Unit 1800 811 523 (option 1)
Salely divd Seclity School Security Unit 1300 880 021
Directorate

NSW RURAL FIRE SERVICE — GUIDE TO DEVELOPING ABUSH FIRE EMERGENCY MANAGEMENT PLAN



SHELTERING PROCEDURES

Evaluation of the safety of employees and occupants has determined that it would be safer for ALL persons to shelterina
designated refuge.

The following are the designated refuges allocated within the premises.

Designated refuges
a. School Hall, Building K — Refer to Emergency Evacuation Procedures
b.
G

Procedure for sheltering during a bush fire emergency

In the event of an approaching bush fire threatening the Designated Chief Warden will take control of the situation
premises within 2 hours, the primary action to shelter will | , - S

take place, staff and occupants of the premises shall follow Remain calm and explain to the occupants what is

the procedure/action outlined: happening.

Staff to ensure all doors and windows closed within the
premises.

fMove all persons to the dﬁesignated fefugé in accordance
with Emergency Evacuation Procedures.

Ensure all béksons are accounted for (use listing of
loccupants and visitors register).

The Chief Warden (or person responsible) is to advise the
local emergency service (4015 0000) that the centre is
isheltering- in-place (include how many people and which
building on site).

After all the occupants have been relocated to refuge,
nominated staff will commence contacting relevant families
affected.

iMaintain situational awareness through radio, NSW RFS
website, 1800 NSW RFS, smart phone applications and
local firefighting resources.

[Two persons to make regular exterior visual inspection
(wearing appropriate protection from bush fire) of the refuge|
for embers and extinguish where possible or call 000 for
assistance.

After the bush fire emergency
a. No person should re-enter any evacuated building until advised by the emergency services.

The Chief Warden (or person responsible) to arrange the movement of occupants back to the site and or their
separate accommodation.

(o) All occupants are to be accounted for on their return.
d. Inform the HS Directorate, police/lemergency service of the return of persons to the premises.




EVACUATION PROCEDURES

Evaluation of the safety of employees and occupants has determined that it would be safer for ALL persons to evacuatetoa
designated refuge.

Designated assembly points

a.

b
c.
d

Refuge (primary)
Name of venue (primary):
Address of venue:
Nearest cross-street:
Map Reference:

Phone number:

Transportation arrangements
Number of vehicles required:
Name of organisation providing transport:
Contact phone number:
Time required to have transportation available:

Estimated travelling time to destination:

Refuge (alternate)
Name of venue (alternate):
Address of venue:

Nearest cross-street:
Map Reference:

Phone number:

Transportation arrangements

Number of vehicles required:




Name of organisation providing transport:
Contact phone number:
Time required to have transportation available:

Estimated travelling time to destination:

Before and at the commencement of the Bush Fire Danger Period, we will:

Ensure that the staff are prepared in accordance with this Plan.

Lo

Ensure that all persons are informed of the evacuation/shelter-in-place procedures

Ensure that families are provided with a copy of the procedure “What to do if the centre is to be evacuated” upon

@ ™o ao

arrival at the centre (for schools and child care centres etc).

Ensure building and areas around buildings are prepared and maintained.
Ensure any firefighting equipment (hoses etc.) is serviceable and available.
Update contact details of staff and occupants

Contact and update emergency services with the premises’ contact details.
Contact refuges for potential use during a bush fire emergency.

Contact transport suppliers for potential use during a bush fire emergency.

Procedures for evacuation in the event of a bush fire

In the event of a bush fire in the surrounding area,
occupants of the premises shall follow the
procedure/actions outlined:

The Chief Warden (or person responsible) is to advise the local
emergency service (4015 0000) that the centre is being evacuated
(include how many people and where they are going).

Arrange for vehicles to meet at designated assembly point for pick-
up of persons.

If evacuating offsite, contact refuge and inform them of pending
arrival.

Move all persons to the assembly point for evacuation.

Ensure all persons are accounted for prior to departure (use listing
of occupants).

Ensure all site buildings have all doors and windows closed prior to
leaving site.

At refuge, move all persons inside and ensure all persons are
accounted for and safe.

The Chief Warden (or person responsible) to advise the local
emergency service (include phone number) that the all persons
have been evacuated and are accounted for and safe at the
designated refuge.

After all the occupants are accounted for and safe at the designated
refuge nominated staff will commence contacting families affected.




Maintain situational awareness through radio, NSW RFS website,
1800 NSW RFS, smart phone applications and local firefighting
resources.

After the bush fire event

a. No person should re-enter any evacuated building until advised by the emergency service.

The Chief Warden (or person responsible) to arrange the movement of occupants back to the site and or their
b. separate accommodation

All occupants are to be accounted for on their return.
d. Inform the HS Directorate, police/femergency service of the return of persons to the premises.




Procedures to temporarily cease operations — Protocols flowchart

Principal has concerns
regarding viability of school
operations due to emergency
situation

Principal discusses
situation with
emergency services

Decision to
either
temporarily
cease
operations

Maintain
operations

Temporarily cease operations:

e Advised school community via the school website
¢ Immediately advise the Health and Safety Directorate’s Incident
Report and Support Hotline on 1800 811 523 (option 1)

Are temporary relocation or
alternative places of work
available? Include in
communications

Continue to monitor situation. Return to normal operations as soon as
possible, in consultation with Emergency Services where required.




