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SUMMARY  
 
This guidebook is for staff, students, and other responsible adults on the premises at Bethany 
Lutheran Primary School to be aware of safety procedures in the case of an emergency. 
 
Reporting of Incidents - Suspected situations should be reported to the Principal or available 
member of the Administration immediately.  
 
Establishing the Event - Assessment of the situation will be the responsibility of the Principal 
and/or the School Response Team. Consultation is to be made with the relevant authorities 
immediately.  The procedure is implemented by ringing “000”. 
 
PURPOSE 
 
This guidebook is to be followed in situations where: 
 

1. There is a school ’invasion’ by dangerous persons or animals. 
2. There is a natural disaster such as a severe storm. 
3. There is a hazardous situation near the school such as a chemical spill. 
4. There is a person or persons acting erratically. 
5. There is a major conflict between members of the community. 
6. Acts of terror. 

 
ASPIRATIONAL GOALS 
 
Bethany Lutheran Primary School successfully navigates incidents using our established 
lockdown and amber alert routine with all members of our community being safe. 
 
DELIVERY AND TIMELINE 
 
Delivery and timeline implemented in any of the above situations and at the discretion of the 
Principal or available member of the Executive. 
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IMPLEMENTATION GUIDE 
 
LOCKDOWN  
 
Direct threat on-site – “000” has been called.  
 

• An announcement will be made: “ATTENTION STAFF AND STUDENTS - THE 
SCHOOL IS IN LOCKDOWN, PLEASE FOLLOW LOCKDOWN PROCEDURES”, then 
classical music will be played over the loudspeaker. 

 
Procedure During Class Time 
 

• Teachers will close and lock all doors and windows and instruct students to move to 
the back areas way from view and sit on the floor. Where this is not possible (i.e., too 
many students in the back area), students should sit under their desks. 

 
• Staff and students should always remain silent and as calm as possible. 

 
• Once the room has been secured, take note of the students you have in the room and 

report that information to the office via email to connect@bethany.qld.edu.au. The 
email should contain a concise message indicating the number of students you have 
present and the names of any adults present in your classroom.   
 

• Please alert administration staff if you are missing any students (who may be at 
specialist lessons).  Admin staff will have a list of any absent students and a complete 
list of enrolled students. 

 
• The only people to move from their area are Rebecca McConnell and Mark Schneider 

to check for staff/students/specialists. Yellow vests are to be worn. 
 

• If safe to do so, the IT officer is to check and lock the toilets next to their office and 
conceal themselves in their office as well as possible.  
 

• If safe to do so, the Year 6B Teacher is to check and lock the amenities at the end of 
the senior precinct.  
 

• If safe to do so, the Year 1A Teacher is to check and lock the amenities at the church.  
 

• Administration staff are to contact the staff list below to ensure they are accounted for.  
 

• If required and safe to do so, the Principal will start at the Arts Centre, move to the 
toilets, Year 2, The Hub, Year 3, Year 4, Senior Primary Precinct, through Undercover 
Area, Year 1, Prep, and Church.  
 

• If required and safe to do so, The Business Manager will start at Church, Prep, Year 
1, through the Undercover Area, Senior Primary Precinct, Year 4, Year 3, Library, Year 
2, toilets, Arts Centre.  
 

• The Principal and Business Manager are to meet along the way and then proceed 
back to Office.  
 

• Administration staff will announce when the lockdown is over via the PA system.  
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Procedure Outside Class Times (before school, after school, breaks) 
 

• When on duty you are to always have a walkie-talkie (stored in the Library entry).  
 

• An announcement will be made over the walkie-talkie “LOCKDOWN – please make 
your way to the closest building”. This will be repeated 3 times. Confirmation will be 
required from each person on duty. 

 
• Move students in a calm and orderly fashion to the closest safe area. If you are unable 

to get to a classroom, the adult on duty is to use the walkie-talkie to communicate with 
the Office as to where they are and who is with them. 
 

• At no time should staff or students try to leave, collect belongings, or move away from 
their immediate area without instructions from Administration. 

 
• Other information may be forthcoming from the Police during this time once they arrive. 

 
• Emails will be sent to Teachers with updates as much as possible. 

 
• Sounding the “ALL CLEAR” – Classical music will continue through the duration of the 

Lockdown. Staff and students should remain in ‘Lockdown’ until notified verbally by an 
Administration member or a relevant agency officer (such as police or fire department). 
Instructions for further action will be given at that time. 

 
• The ALL CLEAR will be provided with the cessation of the music and the words 

“ATTENTION STAFF & STUDENTS: THE LOCKDOWN IS NOW OVER” will be 
sounded over the PA.  

 
• Classroom rolls are then to be marked once students return to their classrooms to 

ascertain that all students are present. 
 

Students who cannot be located 
 
If a student can not be located, administration staff will email the classroom teacher to 
double-check who is in their care. If the student is still unaccounted for, the police will be 
notified. No staff members are to look for the student.  
 
 
WHERE WHO MOBILE WHAT 
Office Principal – Rebecca 

McConnell 
 

Director of Administration – 
Samina Hill 

 
Administration/Accounts – 
Pam Stokes/Judy Jackson/ 

Chee Zhou 

0491 796 483 
 

0413 599 709 
 
 
 

0478 185 571 
0438 808 891 
0477 432 442 

Main point of contact 
 

Begin lockdown 
procedure. 

 
Lock doors, shut 

curtains, take computers 
to pigeonhole area, 
phone list of people 

below 
Office to 
Contact 

PE Teacher – Tanya Knight 
 

0408 527 786 
 

0478 094 189 
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Property Manager – Steve 
Hoefling 

 
Groundsman – Reon 

Lergesner 
 

Tuckshop/Church – Joanne 
Clarke 

 
Uniform Shop – Liz 

Buettner 
 

Bus Drivers – Kevin 
McInnes, Kim McInnes, 

Jane Stockhill 
 

Cleaners – Evie Skinner, 
Rebecca Zurawski 

 
OSHC – Tegan Embrey 

 
Kindergarten – Megan 

Starker 
 

0412 954 528 
 
 

0410 680 650 
 
 

0439 891 762 
 
 

0459 679 859 
 
 

0423 900 994 
0412 239 964 
0431 557 745 

 
0423 165 807 
0429 238 355 

 
0411 095 780 

 
3294 0024 
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AMBER ALERT - Potential threat 
 
Procedure During Class Time 
 

• Relevant classes will be called to ensure their classrooms are locked and secure. 
Students and adults from these classes cannot leave their teaching space. They 
can continue teaching. 
 

• An email will be sent to TEACHERS with the subject line AMBER ALERT.  
 

• The announcement will be made “TEACHERS PLEASE CHECK YOUR EMAILS”. 
 

• Teachers are to inform all adults in their room/area. 
 

• If a relief teacher is your teaching partner for the day, please inform them. 
 
• Teachers in all other classes (who have not been called) lock doors and pull blinds 

but they can continue teaching. 
 

• If there are two relief teachers in one year level, the nearest teacher to that room 
is to notify the year-level teachers. 

 
• Please always check the Daily Messages each morning regarding staffing so you 

are aware of whom you may need to notify on any day. 
 
Procedure Outside Class Times (before school, after school, breaks) 
 

• When on duty you are to always have walkie-talkies. They are in the library. 
• The announcement will be made over walkie-talkies “AMBER ALERT” This will be 

repeated 3 times. Confirmation will be required from each person on duty. 
• No further action is required unless a suspicious person is seen on the grounds. 

Alert office staff via walkie-talkie if this is the case. Stay vigilant.  
• Caitlyn Muller + Steve Hoefling/Josh Rutten to proceed to Church entry. 
• Mark Schneider to proceed to Front Admin Entry 

 
WHERE WHO MOBILE WHAT 
Church Area Caitlyn Muller 

 
 
 
 
Steve Hoefling / 
Josh Rutten (Mon-Thurs) 

0411 832 053 
 
 
 
 
0478 094 189 
0478 185 571 

If threat exists, Caitlyn to 
state “The police have 
been notified, please 
leave” 
 
Steve/Josh to notify the 
Office 

Front of 
School Mark Schneider 0491 149 999 Mark to notify the Office 

IF IT PROCEEDS TO LOCKDOWN… follow above directions 
Office Principal – Rebecca 

McConnell 
 

Director of Administration – 
Samina Hill 

0491 796 483 
 

0413 599 709 
 
 

Main point of contact 
 
Begin lockdown procedure 
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Administration/Accounts – 
Pam Stokes/Judy Jackson/ 
Chee Zhou 

 
0478 185 571 
0438 808 891 

0477 432 442 

Lock doors, shut curtains, 
take computers to 
pigeonhole area 

Contact the 
following 

PE Teacher – Tanya Knight 
 

Property Manager – Steve 
Hoefling 

 
Groundsman – Reon 

Lergesner 
 

Tuckshop/Church – Joanne 
Clarke 

 
Uniform Shop – Liz Buettner 

 
Bus Drivers – Kevin McInnes, 
Kim McInnes, Jane Stockhill 

 
Cleaners – Evie Skinner, 

Rebecca Zurawski 
 

OSHC – Tegan Embrey 
 

Kindergarten – Megan 
Starker 

 

0408 527 786 
 

0478 094 189 
0412 954 528 

 
0410 680 650 

 
 

0439 891 762 
 
 

0459 679 859 
 
0423 900 994 
0412 239 964 
0431 557 745 

 
0423 165 807 
0429 238 355 

 
0411 095 780 

 
3294 0024 
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RESOURCES 
 
IN THE CASE OF A DRILL 
 

• An announcement will be made “ATTENTION STAFF AND STUDENTS – THIS IS 
A LOCKDOWN DRILL, PLEASE FOLLOW LOCKDOWN PROCEDURES” then 
classical music will be played over the loudspeaker. 
 

• Follow the Lockdown steps as outlined above. 
 
Communication with School Community 
 

• The School Response Team will contact firstly parents to advise them of the 
situation. This may be after the event in most cases but always at the direction of 
the Police. 
 

• LEQ and The Ipswich Church Office are also to be advised. 
 
Procedures for Natural Disaster or a hazardous situation near the school 
 

• In these cases, staff are to be informed by PA or telephone depending on the 
severity or the perceived response of students, but a security phrase need not be 
used. 
 

• The School Response Team will decide on what action to take based on the Event 
procedures in place. 

 
Procedure for Acts of Terror 
 

• The School Response Team will contact the Police or other authority for advice on 
action to be taken. 
 

• It is important for the student’s well-being that you remain calm until the full details 
of the threat have been analysed and action decided on. 

 
Communication 
 

• Once the authorities have been involved it is important that their instructions are 
followed before contacting others outside of the school ground. 
 

• The communication will be made through the school response team. 
 


