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0.0 DOCUMENT CONTROL
0.1 DOCUMENTONTROLLER

This Emergency Management Plan (EMP) is a controlled docufifenDocument Controller holds the
Master Copy.

NAME TITLE/ORGANISATION ‘ EMAIL & PHONE
HughStern Compliance & Traininglanager compliancé@worawa.vic.edu.au

0.2 DOCUMENAMENDMENTS

If you become aware of any changes or corrections that are regupfedsephotocopy this page and the
relevant page(s) requiring changes, note the corrections and email them to the Document Controller.

PROPOSED EMP AMENDMENTS

NAME CONTACT DETAILS
POSITION Td
ORGANISATION Fa
Emai
PLEASE NOTE PROP@HHAINGES TO THE BMINGSECTIOBI PAGES
Document Ref: Revision:
SectionNo Page No
SectionNo Page No
SectionNo Page No
SectionNo Page No
OTHER COMMENTS

When new revisionare issuedchanges are summarised omexision control sheet and highlighted by a
vertical bar in the lethand margin of affected pages.

This plaris to be reviewed annually duririgerm leach year to reflect any changes that may have taken
place such as changes to site facilitiexgersonnel normally on sit&/henever this EMP is updated a copy
mustbe distributedto all partieslisted See Section 0.4 Distribution List

Versionl.0 Uncontrolled in Hard Copy Format

Issue DateMAY 2023 Page3 of 104



Dynamiq

fi=edCoemancitaranament Worawa Aboriginal College Emergency Management Plan

0.3 DOCUMENAMENDMENHISTORY

Details of amendments to thEMPmustbe recordedon the table below

DOCUMENT AMENDMEMBLE

DATE SECTION NATURE OF AMENDMENT | UPDATED BY (NAM} APPROVED BY
Feb 2022 | All New Issue Dynamiq Pty Ltd Worowa Aboriginal College
April 2023 Katharine Smith
May 2023 | 13.0 Updated Evacuation Diagram Dyanmiq Pty Ltd

Samples

0.4 DISTRIBUTIONST

A copy of tls plan hadeen distributedto the following.

=
NAME EMAILPHONE
ORGANISATION
India Anderson Emergency Management eco@dynamig.com.au
Consultant /Dynamiq
Principal Worawa Aboriginal College executivedirector@worawa.vic.edu.au
Board Worawa Aboriginal College Tombell87@hotmail.com
Chairperson
All Staff WorawaAboriginal College Via Employment Hero and Teams Policy Folder
Badger Creek Worawa Aboriginal College By Mail
CFA
Healesville Police | Worawa Aboriginal College By Mail
Healesville SES Worawa Aboriginal College By Mail
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1.0 INTRODUCTION
11 PURPOSE

The purpose of thiplanis to provide a detailed plan of howorawa Aboriginal Collegeill prepare and
respord to emergendes.

This plans designed to met the requirements set out IAS374%; 2010: Planning for emergencies in
facilities.

This plarsets out @ emergency managemestructure and actions for dealing with emergency incidents
during normabusinesshours up until the arrival of Emergency Servi€ast of hours, any occupants should
notify those nearby, contact the emergency services and evacuate or lockdown as required

1.2 SCOPE

Thisplanapplies to all educators, studentsisitors, contractors and volunteers\atorawa Aboriginal
CollegeThis plan also applies to all buildings and ground&atawa Aboriginal College

1.3 DEFINITIONDF ANBMERGENCY

An emergencys broadly definedas an event that arises internally or externally from a facility which may
adversely affect the safety of peofle (i K S bHildidy&ahdhoritie @rvironmentand which requires an
immediate response

1.4 PRIORITIES

This plan demonstrates the commitment of the school to the community, studamdsstakeholders such as
employees and contractors to respond to emergencies promptly and efficiently. The response to an
emergency orsite is basedn the following objectives:

- Preserve life and the safety of people

- Minimise the impact on the environment

- Minimise damage to property

- Minimise the impact on the neighbouring community

- Learn to prevent reoccurrence

Versionl.0 Uncontrolled in Hard Copy Format
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15 COMPREHENSIVE APPEBA

This plarhas been developed to aliguth the four phases of emergency management defined by
Emergency Management Austkal = y I YSt & (GKS &/ 2YLINBKSYaA@dS ! LILINE I

EMERGENCY
MANAGMENT

9 Preventiong strategies include hazard and risk assessment aiming to prevent or mitigate the effects of an
incident.

9 Preparednesg development of strategies including action plaegercising and reviewing plans, training
and awareness campaigns to ensure staff and the Orgs community are prepared to deal with any incident.

fResponse; a coordinated implementation of action plans, systems and processes, including issuing
warnings, comranications and deploying resources in a timely and effective manner.
Recoveryg reconstruction of assets, restoration of systems and services to a position where activities revert
2 Wo6dzaAYySa abemanagedyabrinddbusingsR prazesyges and resources. Recovery operations
occur concurrently with response efforts but can continue for a protrageiod of time

Other factorsare consideredn the development of this plan, such as demographic factors, geograph
factors (seeSection2.0 The Facilityregarding the facility) and specific risks identified (Seetion11.0
Appendix3 Risk Assessment

Emergency Planning Committee (EPC)

The EPC is responsible for the development, implementai@hmaintenance of the EMP, emergency

procedures and related training and exercises. The EPC will also establish an Emergency Control Organisatior
(ECOWith the authority to implement these emergency predures. Se&ection3.0 Emergency Planning
Committee (EPClpr more detail regarding the EPC.

Emergency Control Organisation (ECO)

The ECO will implement tiemergency ProceduréseeSection5.0 Emergency Procedurpahenever there
is a required response to threats to safeguard building occupants,uhdify themselves or the
environment.Thisincludes theshelter in placelockdown or evacuation of the site occupants and specific
duties dependant on the threat. S&ection4.0 Emergency Control Organisatidor more detail regarding
the ECO.

Emergency Services

The Emergency Services (police, fire brigade, ambulance, State Emergency Service) should be contacted
immediately by the ECO when an emergency occurs. One of the Emergency Services may assume legal
responsibility for control and coorditian of response activity on arrival and will retain control until their
services are no longer required.
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2.0 THEFACILITY

2.1 FACILITPROFILE

PROFILE

School Name Worawa Aboriginal College

Address 60-80 Barak Lane, Healesville Vic 3777
Hoursof Operation 24 Hours boarding and education facility
Principal Tanya Peeler

Telephone (03) 5962 4344

Website http://www.worawa.vic.edu.au

After Hours Emergency Contact Name: On Call Staff Member

Telephone: | 0492 459 366

Number of Students 72
Numberof Staff 28
Studenty Staff with Disabilities 0

Total Fire Ban District CENTRAL

hy Q. dzawkATaA|NS N3 A IS
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THE FACILITY

2.2 SITE DESCRIPTION

Worawa Aboriginal Colle@edesignatedorimary Evacuation Assembly Araéni front of the administration
building(as illustrated below). Depending on weather conditionsation, nature and severity of the
emergency situationthe Chief Warden has the authority to decide upon an alternativé more
appropriateEvacuation Assembly Area, should the primary area be unsuiftnleughout the Emergency
Planning and Training@cess other potential onsite Evacuation Assembly Areas have been considered,
discussed with staff and are illustrated are below:

2.3 AREAMAP
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Queens Park
36 Don Road
Yarrawalley Ranway@ Healesville Healesville VIC 3777
Appr x. 4.9km
VA @ 69mins walk
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THE FACILITY

ERFORMIN

ENGLISH
ELLBEIN

¥4 EVACUATION

STAFF 5
ILDING e ASSEMBLY
UNIFORM ¢ ;
STORE cap PARK

DESIGNATED
SHELTER
IN PLACE

| |REC ROOM

BOARDING
OFF ICE %Igg&s

; ; Outdoor
HOUSE 1 |
HOUSE 2 U = iial®

Pedestrian Emergency Services
LEGEND Exit Point » Access Point
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2.4 HREPROTECTIOSY STEMANDEQUIPMENT

This Plan has been designed to take into acctlumfollowing installed fire and building protectideatures
of the site. These include fixed and portable equipment.

All staff on site will always takiéd safetyasa priority over property protection.

SYSTEM

'H Fire detection and alarm systems

Fire Indicator Panel

Automatic Fire Sprinkler Systems

Fire Suppression Trigger

Fire Pump sets

T | 5| 5| S| 39

Fire Hydrant Systems

Water storage tanks for fire protection systems

Fire and smoke control features of mechanical services

Passive fire and smoke systems

Delivery lay flat fire hose reel

Fire hose reels

Portable and wheeled fire extinguishers

TI|T| T |55 52| 5

Fire blankets

Smoke Doors

Fire isolated stairwells

Fire approved lifts

O | D | S| D

Sprinkler Stop Valve
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2.5 COMMUNICATION SYSTEKND EQUIPMENT

This pan has been designed to take into account the following installed communication systems and
equipment features of the sitdMaintenancerequirements of these systems che foundin Section 8.3
Evacuation and Goamunication Equipment Requirements.

SYSTEM

5 Manual Call Point Break Glass Alarms

5 Emergency Warning System (EWS)

5 Emergency Warning and Intercommunication System (EWIS)

5 Warden Intercom Points (WIP)

'H Public Address System (PA)

'H Evacuation Tone
'H Loudhailers

'H Portable Radios

'H Fixed and Portable Phones wittternal system

'H Duress Alarm

2.6 BUILDING SECURBYSTEMS

The nominated site has the following security systems installed. The table outlines the siysttaisd and
outlines their use during a response.

TYPE DESCRIPTION/LOCATION USE DURING RESPONSE

Fixed Duress Alarm Boarding StafBedrooms H1 to H5 | Yes

CCTV Cameras
Security Doors NA
After Hours Security Patrol and Security Pty Lt#vhole | Regular patrols
Site
Versionl.0 Uncontrolled in Hard Copy Format
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2.7 UTILITIES AND BUINGI SERVICES

When an emergency arises there times when it is best to be able to shut down some services from the
mains. The following utilities are esite and can be accessed using the methods described.

LOCATION OF ACCES:!

UTILITY TYP‘ POINT SHUT OFF

Gas / Propane| Elgas tank 5100lt at Gage Shut off valve on top of tank.
Keys required for enclosure.

Main water valve top corner of o _
Water property/Healesville Kooweerup Im in with valve 2m opouncil nature
Road strip

Master Switchboard located in . . .
Hectricity Generator Enclosure between Unlock cabinet angwitch of mains
gates 1 and 2 isolator

Please see Property Management tea

Various access points across onsite to identify the most suitable

facility roof access points for various location

onsite, and ensure correct safety
procedures are followed

Roof Access
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2.8 DANGEROUS GOODS

Dangerous goods are those that may initiate or influeacemergency if used improperly or exposed to an
existing hazard. The table below indicates the types of dangerous goods and storage locations. For all goods
a Material Safety Data Sheet log should be kept up to date and accessible to relevant staff.

MATERRIAL LOCATION QUANTITY
Asbestos For accuracy of information, please refeniorawa

Aboriginal College Asbestos Placated digitally on the
college administration database.

Cleaning Chemicals Cleaning shed Gate2 Quantity unknown
LPG Large tankGate 2 5100 litres
Diesel Storage Maintenance Shed 1000 litre

29 OTHER SITE HAZARDS

The following table lists other site hazards that may impact the occurrence or management of an emergency.

HAZARD FURTHER DETAILS

Essential Oil Plantation TreePlantation
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3.0 EMERGENCY PLANNINGMMITTEE (EPC)
31 RESPOSIBILITIES

Australian StandarédS374%; 2010gives the sitdePQesponsibility for establishing and maintaining tB&IR
Emergency Proceduresd appointing adequatnumbers of trained personn#iroughout the facilityas
members of the EC®ith authorityto override normal management during an emergency.

Australian StandarédS374%; 2010also requires the EPC to:

1 Nominate the validity period for thEMPand the evacuation diagrams. NOTE: The validity period should
not exceedive years but maybe less thdive yearly, depending on the requirements of a maintenance
cycle, a major change to tHacility or an accreditation regime.

1 Establish aeCQwith authority to implement the emergency procedure documentation within this plan.

Establish arrangements toeure the continuing operation of the ECO.

91 Arrange for all members of the ECO to meet at intervals not greater thanaixhly for training
purposes (specific to their role).

1 Ensure that the register of ECO members is current and readily available.

91 Arrange for fireextinguisher training bannually where the use of firextinguisherss documented
within the emergencyprocedures.

1 Arrange for the training of all neRCO occupants annually.

1 Obtain legal advice on the level of indemnity afforded to EPC reesrdnd the ECO.

9 Arrange for regular emergency control exercises to be conducted (every part of the facility must
undergo an exercise annually, the first exercise after establishing response procedures should be an
evacuation).The EPC shall also amend #mergency procedures if changa® requiredfollowing the
exercise report.

1 Review Emergency Procedures annually Geetion3.3 Emergency Planning Committee Meetings

1 Undertake emergency prevention including the implementation of emergency saddities,
maintenance of all equipment and measures required in an emergency, correct storage practices and
good housekeeping measures.

1 Arrange forother appropriate resources, such as financial, equipment or personnel, for the
implementation of this EMP.

1 Determine whether the facility requires a dedicated Emergency Response Teamf(E®&R Bstablish an
ERT and arrangbe development of specific ERT procedures, training and exercises.

=
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3.2 EMERGENGY.ANNINGOOMMITTEE MEMBERSHIP

The EPC shall consist obtwiembers at a minimum who shall be representative ofdh® K 2stikelibklers

of which one member shall e member of themnanagementeam. External contractors, consultants or

others engaged by thechoolto provide specialist advice should not be members of the EPC but may attend
EPC meetings.

Worawa Aboriginal ColledgePC consists of the following representatives.

EPC MEMBERS

NAME TITLE EMAIL
Hugh Stern Compliance & Training compliance@worawa.vic.edu.au
Manager
Daniel Wilcox Grounds & Maintenance grounds@worawa.vic.edu.au
Tanya Ferguson Head ofBoarding headofboarding@worawa.vic.edu.au
Neil Howatt HeadChef catering@worawa.vic.edu.au
Kathaine Smith Deputy Principal deputyprincipal@worawa.vic.edu.au
Renee Spencer Teaching Representative rspencer@worawa.vic.edu.au
OH&S
NAME TITLE/ORGANISATION EMAIL
IndiaAnderson Emergency Management eco@dynamig.com.au

Consultans/ Dynamiq

Various Moore Australia Kylie.Maher@moore
australia.com.au

3.3 EMERGEN@XANNINGIOMMITTEE MEETINGS

The EPC shall meet at least annually to revlenEMPIn line with Australian Standai®i745 andl851,
including warden numbers, procedures and contact directories, provision of training and exercises,
equipment checkghe suitability of the Evacuation Assembly Areas and identification of any introduced
hazards.

The EPC may also decide to meet andens following any exercises, actwahergendesor upon receipt of
feedback fom the ECO regarding the plan.

A record of EPC meetings shall be made and retamadcordance witlthe relevant legislative
requirements NOTE: This may include minuteswdetings, communication, financial position, reports and
specialist advice.
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Dynamiq

Worawa Aboriginal College Emergency Management Plan

STRUCTURE

4.0 EMERGENCY CONTR®GANISATION

The ECO will implement the EmerggriProcedures (as detailed$ection 5.0 Emergency Proceduyes

whenever there is a required response to threats to safeguard building occupants, the building themselves or
the environment.Thisincludes theshelter in place, lockdownr evacuation of the site occupants and specific
duties dependant on the threafthe ECO takes precedence over normal management during an emergency.

The ECO must undertake training and conduct emergency exeasisedlined inSection 8.1 Training and
Exercise Requirementsf this plan.

4.1 STRUCTURE

TheECQuses the followingtructure to respond to emergencies on or affecting their groufidss structure
takes into account the size and layout of the school as well as the numbgrdants enrolled.

Chief Warden Communication Officers
White Identification White Identification

Wardens

Red Identification

First Aid Officers

Green ldentification
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4.2 CONTACT INFORMATION

The table below contains contact information fdesignated primary and alternate role holders on the
Worawa Aboriginal Colle@&CO

ROLE NAME MOBILE AFTERHOURS

Chief Warden Primary: Katharine Smith 0499 533 820

Alternate: After HoursOn 0492 459 366
Call

All staff have been trained in thesponsibilitiesand duties of the
Chief Warden andre able to fulfil the roleshouldthe listed
personnel be unavailable.

Communications Officer All School staffire trainedas Communication Officerspwever, in
the event of aremergencythe Communication Officers are likely
to be administration staff as they are readily available to assist
Chief Warden and are familiar with the communication systemg
on-site.

After school hours, in boarding opéins, the Communications Officer
role and responsibilities will be absorbed by the Chief Warden due to
limited number of staff onsite.

Warden All School stafare trainedas WardensUpon notification ofan
emergency staff in the act of teaching (any staff member with
students directly under their care) will remain with and take
responsibility for the welfare of those students throughout the
emergency

All other staff (those not teaching) will report to tighief Warden
at the Emergency Control Point for deployment.

First Aider Quialified First Aid Personnel may be called upon by the Chief
Warden to attend to casualties.
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4.3 RESPONSIBTLES

4.3.1 Chief Warden
¢CKS / KAST 2| NRSyQa RdziASa AyOf dzRSY

1 Being ready to takeontrol over the response to aamergencyuntil the arrival and handover to the

emergency services (normal management ceases).
Ascertaininghe nature of a reported incident and whether to declare an emergency.
Beingprepared to take on the role and responsibilities of Chief Warden & lead the ECO.
Executinghe emergency plans and evacuation procedure.
Monitoringi KS NBaLR2yaS IyR NBO2NR LINR/ANRDIR2BYW 00 K K S
Ensuring theppropriate emergency services are notified, met on arrival and briefed.
Takingresponsibility for the welfare of the site occupants throughout an emergency.
Wearing the correct Chief Warden identification and return items ready foise
Ensuring all mmbers of the ECO artearlyidentifiable.
Delegatingasks, giving clear instructions to Wardens and the Communications Officer.
Maintainingcompetency by participating in Warden Training and exercises.
Beingfamiliar with the site layout, including exjtpaths of travel, the location of the Evacuation
Assembly Areas and any site hazards.
Actingunder the direction of the Emergency Services.
Beingable to operate the methods of communication used at the school.
Referringall media comment to an authorisetbminated person.
Givingthe ECO the alflear when the building is safe for-oecupation.

Conducting posincident debriefs using the Debrief Checklist and notifying the EPC of issues
identified.

=4 =4 =4 =4 =4 -4 4 - -4 - -9

=A =4 =4 =4 =

4,3.2 Communications Officer

¢KS /2YYdzy A O (i Asanglédde:h T FA OSNNRA RdziA S

1 Being prepared to take on the role and responsibilities of Communications Officer within the ECO.
Beingproficient in the operation of methods of communication used at the school.

Managingall communications on behalf of the Chief Warden ineigdhe notification of emergency
services.

Beingready to take control of a designated Evacuation Assembly Area.

Maintainingrecords on behalf of the Chief Warden.

Being familiar with theevacuation procedurgandemergencyplans.

Wearing correct Communitians Officer identification and return items ready foruee.
Maintainingcompetency by participating in Warden Training and exercises.

Beingfamiliar with the site layout, including exits, paths of travel, the location of the Evacuation
Assembly Areasral any site hazards.

Actingunder the direction of the Chief Warden.

Referringall media comment to an authorised nominated person.

9 Participating in posincident debriefs.

= =4

=A =4 =4 =4 =8 4

= =9
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4.3.3 Wardens

Wardenduties include:

1 Being prepared to take on the role angsponsibilities of a Warden within the ECO.

Being familiar with theevacuation procedures areimergencyplans

Wearing the correct Warden identification and return items ready feuse.
Maintainingcompetency by participating in Warden Training and ejsess.

Beingfamiliar with the site layout, including exits, paths of travel, the location of the Evacuation
Assembly Areas and any site hazards.

Actingunder the direction of the Chief Warden and emergency services.

Beingready to take control of a desigted area €.g. conducting searches or making secure).
Providing assistanand safeguard anyone in danger.

Beingable to operate the methods of communication used at the school.

Referringall media comment to an authorised nominated person.

Participatingn postincident debriefs.

=A =4 =4 =

=A =2 =4 =4 =4 4

4.3.4 First Aiders

¢tKS CANRG ' ARSNARAQ RdziAaASa AyOf dzRSY

Being prepared to take on the role and responsibilities of a First Aider within the ECO.
Being familiar with theevacuation procedures areimergencyplans

Wearing correct identifigtion and return items ready for rese.

Maintainingcompetency by participating in First Aider Training.

Beingfamiliar with the site layout, including exits, paths of travel, the location of the Evacuation
Assembly Areas and any site hazards.

Actingunder the direction of the Chief Warden and emergency services.

Beingready to offer First Aid assistance when required.

Beingable to operate the methods of communication used at the school.

Referringall media comment to an authorised nominated person.

9 Partcipating in postincident debriefs.

= =4 =4 =4 =

=A =4 =4 =

43,5 Staff Members

Staff duties include:

1 Knowing the evacuation procedure and participate in exercises.

1 Beingfamiliar with the site layout, including exits, the location of the Evacuation Assembly Area and
any hazardous areas.

Understandinghe methods of communication used at the school.

Assistinganyone in immediate danger if safe to do so.

Raisinghe alarm upon discovering any emergency.

Takingresponsibility for the welfare of students in their care.

Beingaware of any special requirements of students.

Following any directionom the EC@ndto provide any relevant information to the ECO.
Accauntingfor students in their care.

Referringall media comment to an authorised nominated person.

=A = =4 =4 =4 4 A 9
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5.0 BEMERGENCRROCEDURES

The Emergency Procedures define overall control and coordination arrangemettie fesponse to threats
identified during emergency identification and analysis, as well as roles and responsibilities for all trained
persons expected to be involved in higlg to safeguard facility occupants.

These emergency procedures are flexible to allow the ECO to adapt to the changing circumstances of an
emergencyand are designed to complement the installed emergency features, equipment and fire safety
provisions Further instruction on the use of specific equipment may be found in the instructions published
for or located on the installed emergency equipmeag( firefightingequipment and communication
systems).

This EMP is not designedlie usedduring the emergency itselAdditional documents are available as
guidance for all members of the E@Qring the emergencyincluding:

1 Chief Warden Emergency Procedure folder

1 Personal Emergency Evacuation Plan (PEEEE$ection 12.6

1 Evacuation DiagranseeSection13.0)

Personal Emergency Evacuation Plans (PBEE&$he emergency procedures foldare locatedat the
emergency control poinEach warden haseen providedwvith a handbook containing an excerpt of role
specific informationEvacuation Diagrams and Emergency Procedure Summary diagmaiosatedn areas
around the facility.

Warden identificationis also available at the Emergency Control Point.
51 ECQACTIVATION

Upon discovering an emergency staff should remove themselves and others in the immediate vicinity, before
shutting the door and raising the alarm in the nearby area. Once safely evacuatede affected area or
building they should then raise the alarm to tRECEPTIOStaff should then restrict access to the affected

area until a Warden comes to assist them.

The ECO cdre activatedviaa number ofdifferent communication methods. Once the Chief Warden is
alerted to an emergency the selection process for Wardens operates as per the following diagram.

CHIEF

) Waen
s
VUREEASS THEICHIEF WARDEN
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STRUCTURE

5.2 ON/ OFFSTEEVACUATION PROCEBUR

The below evacuation procedure applies to evacuation ooflesite. These situations are variations of a
standard evacuation, requiring the selection of different evacuation assembly areas (eitheofirsive as
appropriate).

EVACUATION

YOl FF Ay (K SEvdcuation Prdceddr& I OKA y 3 Q
{1 Turn off any equipment that may become a hazard.
Direct students to the nearest safe exit.
Makea final check ofthe room, take the class roll and shut the door.
Lead students to the nominated or closssife Evacuation Assembly Area.
Account for your current class group and report any problems to the Comms Officer.
Remain in control of your class group at the Evacuation Assembly Area.
WARDENS®staff not in the act of teachingevacuation Procedure:
1 Report to the Chief Warden for deployment and don Red Helmet.
{1 Direct Teachers to evacuate students via the closest safeAsdtst in moving people with a disability
safety.
I Anyone refusing to evacuate muse reportedto the Chief Warden.
f Search deginated areas to ensure that everyorgevacuatedOnce checked, close the door and mark w
I Ww22Y / Kith@d. SRQ Lk ai
f Once the evacuation and searahe complete, report to the Chief WardeiN PERSO#&hd give details of
areas clear, anyone missing or requiring assistance.
{1 Follow any further directions from the Chief Warden.
COMMUNICATIONS OFFICER Evacuation Procedure:
1 Report to the Chief Warden for instructions and don White Helmet.
Communicationfficer- Emergency Control Point (ECP):
Manage all communications on behalf of the Chief Warden.
1'aS 0KS W9YSNHBSyOe 0609@FOdzZ GA2y0 [/ KSO1tAaGQ s
Communications Officer Evacuation Assembly Area (EAA):
Move to the nominated Evacuatiorséembly Area.
1'aS W9YSNAESYyOe& 09 JI heatttolinfaddyeport stéts @ the GhieliWardén2 2 :
Manage all communications at the Evacuation Assembly Area.
HIEF WARDEN Evacuation Procedure:
Collect necessary keys and proceed to the Emergéfaying SystemPA Panel IRECEPTIGBEmergency
Control Point (ECP)).
Consider the safety of Evacuation Assembly Areas & egress routes. Use alternatives if required.
Activate theECQby directing the Comuizy A OF G A2y a hFFAOSNI G2 YIF1S i
Emergency Warning Systen®.A. system and activating the Evacuate tone.
{1 Direct the Comms Officer at the ECP to contact the appropriate Emergency Services.
Issue White Helmet and clipboard addploy Comms Officer to the Evacuation Assembly Area.
q Ltéédzé wSR I StySia WwW2IFNRSY 5dzieQ OF NR& | YR theB
stages:
’ 0 Stage 1: Occupants of buildings in immediate danger
0 Stage 2: Occupants of nearby builgl
0 Stage 3: If required complete Site Evacuation
148 (KS WOYSNESYO: 69¢FOdt GA2y0 /KSOLEAAGQ (G
Restrict building access and vehicular movement by placing Wardens at entrances.
Instruct a Warden to meet the Emergency Serviaes guide them to the Emergency Control Point.
Consider notifying neighbouring facilities about the emergency.
Brief the Emergency Services, handover the situation and assist as required.
' NotifyINDEPENDENT SCHO@CSORIA (ISV)

= = —a —a A
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T Regularly contact the Evacuatiéissembly Areas to give and receive information updates.
T2KSy GKS 9YSNBSyOe& {SNBWAOSa RSOt NB (KS -entdghahd
T Hold a debriefing session for &llardens.

5.3 LOCKOUBHELTER IN PLAGEOCEDURE

The below Loakut Procedure Shelterin-Place Procedures are similar, with the main differenei@dpthat
during a sheltefin-place all occupants will gather at a suitable-determined location.

LOCKOUBHETERN-PLACE PROCEDURE

STAFF MEMBEShelterIn-Place Procedure:
f If outside class time:
- Yard Duty Teachers direct students to tHeamerooms classroomsdesignated sheltein-place location
or area nominated by the Chief Warden.
- Grade Teachers atterclass grouparea nominated by the Chief Warden or the mtetermined Shelter
In-Place area and account for students.
- Allother staff reportto Chief Warden for deploymeiitt asked to do so
- Move other staff and visitors to an area nominated by the Chiafd&n or the predetermined Sheltedn-Place
area.
| If during class time:
- Move students to the praletermined Sheltein-Place Are@r remain inthe current location
{1 Follow instructions explicitly stated by the Chief Warden, direct class group accordingly
1 Wait for further instruction from a Warden or Chief Warden.
WARDENShelterIn-Place Procedure:

1 Report to the Chief Warden for deploymeifaisked to do so

| If required,don Red Helmet.

f Direct Students and Teachers to their Home Class Room, area nombyated Chief Warden or the pre
determined Sheltetn-Place areaAssist in moving people with a disability to safety.

1 Ensure that all external doors are closed and lockashsider remaining in place to allow ingress and eg

to approved persons.

Followinstructions as issued by the Chief Warden

Once the Sheltem-Place is complete, report to the Chief Warden and give detadspfindings

Follow any further directions from the Chief Warden.

COMMUNICATIONS OFFIGBRIterIn-PlaceProcedure:

1 Report to the Chief Warden for instructioiisasked to do so

{1 If required,Don White Helmet.

! Manage all communications on behalf of the Chief Warden

CHIEF WARDEMelterIn-PlaceProcedure:

f Notify Staff and Wardens via the PA system or verballySifeiterin-Place and ring school bell.

1 Direct the Communications Officer to contact the appropriate Emergency Semioexternal supporting
agency.

Refer tothe specific emergency procedure and provide directions to Wardens accordingly.

1aS (KS WI/YIN@Styoa i Q 2 23 21 NRSYy NBLER2NIaO®
Once the Sheltein-Place is complete, stop the usual school bell from sounding.

If safe to do so, instruct a Warden to meet the Emergency Services and guide them to the ECP.

If necessarydivert parents and returningrgups from the school and advise if ShelisiPlace is going tc
extend beyond the normal hours of operation.

Consider notifying neighbouring facilities about the emergency.

Meet and brief the Emergency Services, handover the situation and assist agdequir
NotifyINDEPENDENT SCHO@CSORIA (ISV)

If possible, make regular contact with Teachers to give and receive updates.

= —a A
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1 When the Emergency Services declare the school safe, give the All Clear.
f Hold a debriefingession for all Wardens.

5.4 LOCKDOWN PROCEDURE

LOCKDOWN PROCEDURE

STAFF MEMBHRckdownProcedure:
9 If outside class time;
- Yard Duty Teacherssherstudents to theimearest secure building
- Allother staffcommence the lockdown procedure
| If during classime:
- Commence the Lockdown procedurettre current classroom.
T Lock all doors and windows, drainds/curtainsand remain inside.
1 Direct students to sit down on the floor together. Prevent students from peering through windows or ¢
T Reassure studenind help them remain quiet & calm throughout the incident.
9 Wait for further instruction fronthe Chief Warden.
CHIEF WARDHNckdownProcedure:

f Notify Staffof Lockdown initiatiorvia the PA system or verballytilise code call if appropriate.
Contactthe appropriate Emergency Services.

Secure buildingand prevent movement throughout the sitepossible.

Once the Lockdown is complete, stop the usual school bell from sounding.

If possible, divert parents and returning groups from the sclamal advise if Lockdown or ShelerPlace
is going to extend beyond the normal hours of operation.

Consider notifying neighbouring facilities about the emergency.

Meet and brief the Emergency Services, handover the situation and assist as required.
NotifyINDEPENDENT SCHOGCSORIA (ISV)

If possible, make regular contawith Teachers to give and receive updates.

When the Emergency Services declare the school safe, give the All Clear.

Hold a debriefing segssi for all Wardens.

= = —a 9
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STRUCTURE

5.5 BUSHFIRE / GRASSHRBDCEDURE

BUSHFIRERASSFIRE

CHIEF WARDE®tal fire ban days / during bushfires in the local district:

Inform Staff and Students of total fire ban at thirt of the day (or the dayprior if possible) and update
them with relevant information if required.

¢dzyS Ay G2 ! ./ NIRA2 2N t20Ff O2YYdzyAli& NI RA?Z
regional bushfire information line.

Liaise with local Emergency Servicesiave Staff and Students to a Safer Refuge if required.

Assess if it is safe for students to undertake outdoor activities (including outsidgs/lunctbreaks).

Check with the SCHOOL BUS COORDINATOR and Emergency Services to ehsteatkato firedurning
which may endanger your school bus route

Refer to Section.? Bushfire / Grass Fire response for additional preparedness and response considera

1
1
1
1
l
l

CHIEF WARDERNgon being notified of a Bushfire:

Note: Inform the Critical Incident Management Team Leader of an impending bushfire.

This advice is geneiiit natureand may alter according to the circumstances. If early evacuation agviokissueer

the fire is approaching the schoahdit is ursafe to evacuate, everyone should as a last resonainin the building

after the following precautionare taken

1 Identify which buildings need toe evacuatedn the case of a fire. Do not stayportable/demountable
buildings.

{1 Inform Emergency Sepes operator (000 or 112 if calling from a mobile) of building / s where staff and
students willbe housed Keep in contact as fire approaches so the Emergency Services operator can dit
services as they become available. The primary responsibilitaiisthe safety of students.

5.6 FIRE SMOKEPROCEDURE

FIRE SMOKE

ANYONERiIpon discoverindire/ smoke

1 Assist anyone in immediate danger, if safe to do so.

1 Close doors to preveriire/ smokespread.

 RAISE THE ALARWitify RECEPTION (03 596&24)and give details of the location and extent of tt
fire.

1 Alert anyone irthe immediate area about the fire.

f Commence evacuation via the closest safe exit.

WARDENS8pon notification offire/ smoke

1 Report to the Chief Warden for deploymefithile performing your duties:
- Assist anyone in immediate danger if safe to do so.
- Close doors to preveriire/ smokespread.
- Request anyone in the immediate area to evacuate or to assist as necessary.
- Commencdirefighting duties if trained and safe to do so.

1 If the fire cannotbe controlled close the door to preverfire/ smokespread and complete the evacuatic
(seeEVACUATION PROCEDURE

CHIEF WARDEHRIgon notification offire/ smoke

I Collect necessary keys and proceed to the Emergency Warning SyRteRanel iRECEPTIGEmergency
Control Point).

9 Activate theECO.

1 Determine the location and extent of thige/smoke by sending a Warden to investigate and report bid¢k

PERSON
1 Ifafireis evident, direct the Communications Officer to call the Fire Brigade and commence evacuatit
EVACUATIORROCEDURE
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STRUCTURE

5.7 BUSHFIREROCEDURE

BUSHFIRE

CHIEF WARDE®tal fire ban days/ during bushfires in the local district:

Inform Staff and Students of total fire bantae start of the day (or the day prior if possibl¢ andupdate
them with relevant information if required.

¢dzyS Ay G2 !./ NIRA2 2N t20Ff O2YYdzyAi(i& mikRA?2
VICTORIAN BUSHFIREORMATION LIN#ee Emergency Contacts).

Liaise with local Emergency Servideé&APolice) to move Staff and Students to a Safer Refugquired.
Assess if it is safe for students to undertake outdoor activities (including outsidgglunchbreaks).

Check with the SCHOOL BUS COORDINATIH#&o0 ensure thatthere are no firedurningwhich may
endanger your school bus route.

CHIEF WARDERIgon being notified of a Bushfire:

Note: Inform the Critical Incident Management Team Leader of an impending bushfire. The Critical Incident
Management Plan (CIMP) contains furtidormation on Bushfire Preparedness.

This advice is geneiit natureand may alter according to the circumstances. If early evacuation agviokissuear
the fire is approaching the scheahdit is unsafe to evacuate, everyone should as a lasttesmainin the building
after the following precautionare taken

1 Identify which buildings need toe evacuatedn the case of a fire. Do not stayportable/demountable
buildings.

= —a —a = =
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FIOODINGPROCEDURE

FLOODING

ANYONHliscovering a flood:

1
l

1
1l

Assist anyone in immediate danger, if safe to do so.

RAISE THE ALARWatify RECEPTION (03 59624)and give details of the location and extent of tt
emergency.

Alert anyone in the affected area.

Commence evacuation via the closest safe exit.

CHIEF WARDERIgon being notified of a flood:

l

Collect necessary keys and proceed to the Emergency WéBgsigm PA Panel IRECEPTIGEmergency
Control Point).

Activate theECO

Direct Wardens to take control of the situation, assess the area for hazards and keep people out
flooded area.

If required,direct the Communications Officer to call the Fire Brigade.

Determine the nature of the flood (watenain/roof damageésewerage etc.) and shut off the sourcand or
contact the relevant maintenance provider (see EMERGENCY CONTACTS).

If the flood is exteral, commenceshelter in placdseeSHELTER IN PLAGTEOCEDURE

If the flood is internal, commence evacuation ($8¢ACUATION PROCEDJURE
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5.9 ADVERSE WEATHEROCEDURE

ADVERSE WEATHER

EVERYONturing Adverse Weather:

1 Try to remain calm.

f Move away fromwindows, mirrors, bookcases and items that may fall.

T Ifindoors, seek shelter under a desk or table or move to an interior room corner, sit down and protec
face and head with your arms.

| If outside seek shelter.

9 Await instructions from the Chief Warde

CHIEF WARDENring and after adverse weather:

I Collect necessary keys and proceed to the Emergency Warning SyRteRanel iRECEPTIGEmergency
Control Point).

9 Activate theECO

1 If the threat is external, commenghelter in placdseeSHELTER IN PLAGEOCEDURE

f Once the threat has passed, direct Wardens to assess the buildings for casualties, building dam
hazards and report back.

T Ifany building damage or hazara® identified, commence evacuation (séiee EVACUATION PROCED)UF

5.10 FALLENREE / STRUCTURALLURFPROCEDURE

FALLEN TREE / STRUCTURAL FAILURE

ANYONEIpon discovering a Fallen TréeStructural Failure

f Assist anyone in immediate danger, if safe to do so.

1 RAISE THE ALARM: NdRigCEPTION (03 59&24)and give details of the threat.

CHIERVARDENNCe notified ofa Fallen Tred Structural Failure

7 Deploya Wardento assess thaffected areafor casualties, anyone trapped, building damage and haz
and report back.

1 Ensure First Aiders attend any casualties.
1

If abuildingis damagel or hazards are identifiethat threaten occupants inside buildingsommence
evacuation (se&EVACUATIORROCEDUIRE

T LT FLye2yS Aa GNFLILISR 2N adzaLISOGSR 27T dsSquipgdai
rescue).

Versionl.0 Uncontrolled in Hard Copy Format

Issue DateMAY 2023 Page31of 104



Dynamiq

ergency Management Worawa Aboriginal College Emergency Management Plan

5.11 EARTHQUAKEROCEDURE

EARTHQUAKE

EVERYONturing an earthquake:

1 Try to remain calm.

' Move away from windows, mirrorgookcases and items that may fall.

1 If indoors, seek shelter under a desk or table or move to a room corner, sit down and protect your fa
head with your arms.

f If outside, move to an open space away from buildings, power lines and trees that may fall.

9 Await instructions from the Chief Warden.

CHIEF WARDEifter an earthquake:

7 Direct Wardens to assess the buildings for casualties, building damage and hazards and report back

T If anybuildingdamage or hazardsre identified commence evacuation (séiee EVACUATION PROCED)UF
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5.12 BOMB THREATBOMB THREAT EVACUANPROCEDURE

BOMB THREAT

ANYONEeceiving a bomb threat via telephone:
f Take the threat seriously. Do not hang up the phone to assist call trace.
T 1aS GKS a.2Y0 ¢KNBIG /KSO(tAadGe G2 2o0GlAy I &
1 RAISE THE ALARM with a discreet response. IREGHEPTION (03 596314)and give details of the
threat.
CHIEF WARDEHMNthe event of bombthreat via telephone:
f Contact the Police.
T 9yadiNBE GKS NBOALASY(H O02YLE Rdiénd2.4Bon THeEtChetklsNE |
T !'aaSaa GKS AyTF2NNIGA2Y 2y (GKS a.2Y0 ¢ KNS kspecific
and actions required. (see below)
7 Discreetly activate th&COand decide whether taonduct a searcland if a partial or full evacuation is
required (seeBOMB THREAT EVACUATI#ow).
Direct Wardens to look for items not normally found in the area, itemkwhin owner cannabe found
and anything that is considered suspicious for any reason and report back search results.
- If no suspicious itenis identified, determine actions to take on subsequent threats.
If a suspicious itenis located commence evacuation (sé&0MB THREAT EVACUATE@Mw).
T Cordonoff the area. Do not touchHilt, tamper or use mobile phonetyo-wayradios or flash photography
within a25-metre radius.
f Contact the police to confirm that a suspicious item hasn found

BOMB THREAT EVACUATION

WARDEN$®hen conducting a Bomb Threat Evacuation:

I Advise teachers to evacuate students to the nominated Evacuation Assembly Area, taking only
personal belongings.

f Search evacuation routes and the Evacuation AsseArelgs for suspect items and leave doors and wind
open.

T Report to the Chief WarderGive details of areas clear, people missing or requiring evacuasisistance
and any suspicious items.

CHIEF WARDEMen conducting a Bomb Threat Evacuation:

f Consideiselecting an EvacuatiofssemblyArea not publicly known (at least 100 metres from the item,
vehicle, evacuate at least 500 metres).

7 Determine the safest route to the Evacuation Assembly Afeaure paths of travel avoid the vicinity of a
suspicious item or area specified in the threat.

{1 Ensure the Evacuation Assembly Area is a safe distance away from possible flying debris.

Activate theECQby directing the Communications Officer to make tH® @I Odzt 4§ S | yy 2 dz

Emergency Warning SystehiP.A. system and activating the Evacuate tone. Consider instructing eva

to take their nearby personal effects with them.

Issue evacuation instructions to Wardens, leaving windows and do@rs ibfime permits.

Meet the Police upon arrival and give details of the situation.

NotifyINDEPENDENT SCHOGCSORIA (ISV)

2 KSy (GKS 9YSNESyO& {SNPAOSa RSOf I NBbuildiKgSeentrgzant

hold a debriefing session for all Wardens.

==
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5.13  SWPICIOUS MAIL / PACBGEPROCEDURE
SUSPICIOUS MAIPACKAGE

SUSPICIOUS MAIPACKAGE RECOGNITION POINTS:

{1 Origin:Unusual postmark and unknown source.
{1 Labelling:Poor handwritingor typing, misspelling of common words.
1 Physical Characteristics:

- Unusual size, weight, feel, sound or smell.
- Excessive taper postage
- Discolouration, stains or powdery deposits.
- Perforations or protruding objects.
T Ownership:ltem not normally found intte area, items for which an owner canrm foundand anything that
is considered suspicious for any reason.

WARDENMMEDIATE ACTIONSuspected explosive device:

Carefully placehe item on the nearestlevel surface.

Cordonoff the area. Do not touchilt, tamper or use mobile phones, radios or flash photography within a z
radius

1
1
7 Contact the police to confirm that a suspicious item hasn found
1
1

Advise the Chief Warden of the exact location in the building, a description of the item, actionsiagen
discovery and number of persons affected in the area.

Commence evacuation of the area (#8MB THREAT EVACUAT)ION

WARDENMMEDIATE ACTIONSvritten/recordedthreat:
1 Carefully place the item in a clear plastic bagoid unnecessary handling poeserve evidence, such as
fingerprints.

7 Place all items in an envelope or container for assessment by police

WARDENMMEDIATE ACTIONSuspectediological chemicalhazard:

T Alert others and keep people away from them butremain nearby.

1 ABSk theperson who handled the item to place it inside an airtight plastic bag and then into another airtigh
ag.

1 h:j Qrt)enbed, dto not disturb any further nor clean up any spilled substaDaeer the item ipossiblewithout
isturbing it.

1 Ask the handler teemain calm and not to touch their face, anyone or anything else.

{1 Stop people from entering the immediate area.

1 If able to without leaving the immediate area, have the handler wash their hands.

I If possible shut offthe ventilationsystem and fans and clesloors and windows.

1 If at any time there is a strong noxious smell, move to an adjoining room and close doors and windows.

1 Advise the Chief Warden of the exact location in the building, a description of the item, actions taken sin
discovery and numberfgersons affected in the area.

9 Await further directions from the Chief Warden.

WARDENMMEDIATE ACTIONSuspected radiological hazard
f Limitexposuréshieldyourself from the item.

T Do not handle the item.

9 Evacuate the area (sé2OMB THREAT EVACUAT)ION

CHIEF WARDE#hen advised of suspiciousail/ package
9 Don whitehelmet/tabard
1 Ensure the Warden completéSIMEDIATE ACTIONf®r the following situations) and isolates the area:
- A suspected improvised explosive device.
- A written or recorded threat.
- Abiologicalchemical hazard
- A radiological hazard.
1 Inform Police

1 Decide whether the situation warrants a partial or full evacuation and discreetly activate the EGED(g&e
THREAT EVACUATION
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5.14 HAZARDOUS MATERIABAS LEARROCEDURE

HAZARDOUS MATERIAEAS LEAK

ANYONHipon discovering a Hazardous Material Spill or Gas Leak:

1 Assist anyone in immediate danger, if safe to do so.

 RAISE THELARMNOotify RECEPTION (03 596&24)and givedetails of the location and extent of th:
emergency.

T Alert anyone in the affected area.

' Remove sources of ignitioxtinguish cigarettes and open flam&on not use tweway radios or mobile
phones

f Commence evacuation via the closest safe exit.

WARDENSpon being notified ofa Hazardous Material Spill or Gas Leak:

I Reportto the Chief Warden for deploymentVhile performing your duties:
- Assist anyone in immediate danger.
- Isolate the affected area.
- Remove sources of ignitioExtinguish cigarettes and opélames.Do not use tweway radios or mobile

phones

- DO NOT attempt to clean up or confine the spill or leak unless youldemreappropriately trained
- Isolate anyone contaminated until the arrival of the Emergency Services.

T Complete the evacuation (s&&/ACUATION PROCEDURE

CHIEF WARDENgon being notified ofa Hazardous Material Spill or Gas Leak:

1 Collect necessary keys and proceed to the Emergency Warning SyRfeRanel iRECEPTIQEmergency
Control Point).

| Activate theECO

1 Direct Wardens to take control of the situation.

9 1a8a8aa G(KS GeL FyR ljddkydarade 2F KFTFNR2dza Yl i
determine the appropriate response.

I If required, diret the Communications Officer to call tkére Brigade

1 Direct everyone to remove any sources of ignition, extinguish cigarettes and open flames and not to-u
way radios or mobile phones.

! Send a Warden to investigate the source (in casegasleak) andshut off supply if safe to do so.

{1 Direct Wardens to isolate anyone contaminated until the arrival of the Emergency Services.

1 If the spill or gas leak is external, commersteelter in place close all doors and windows and turn ¢
ventilation systemgseeSHELTER IN PLAGTEOCEDURE

| If the spill or gas leak is internal, commence evacuation to a safe area upwind of the leek/fse&JATION
PROCEDURE
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5.15 MEDICAL EMERGENRROCEDURE

MEDICAL EMERGENCY

ANYONHliscovering a Medical Emergency:

1 RAISE THE ALARMatify RECEPTION (03 59&214)and givethe location and details of the emergenc
f Contact a nearby trained First Aider, if available.

CHIEF WARDEHRIgon notification of a Medical Emergency:

1 Collectnecessary keys and proceed to the Emergency Warning SystarRanel iRECEPTIQEmergency
Control Point).

Activate theECQand call First Aider(s) to attend to the casualty(s).

Direct Wardens to take edrol of the situation.

If the person is receiving an electric shock, refeeEtd=CTRIC SHOCK GUIDE/bBIB® .

If requested by the First Aider, direct the Communications Officer to call an Ambulance.

Direct a Warden to meet the Ambulance on arrival guoitle the Officers to the casualty.

For serious incidentand or if the personis hospitalisednotify the Principal to arrange for next of kin to |
notified

E R I ]

ELECTRIC SHOCK GUIDELINES:

Avoid direct contact with the affected person while they are @ontact with the current.

1 If the emergency habeen reportedto you, notify the Chief Warderhe Chief Warden will deploy Fir
Aiders.

Low Voltageg Immediate Actions (person discovering):

f Immediately switch off disconnect power source.

1 If unable toswitch off current, stand on something dry (blanket, rubber mat, newspapers) and brea
contact by pushing the affected person free with a wooden pole or board, or pulling with a loop of
around an arm or leg.

1 Ensure onlookerare keptaway from thelive/ energisedequipment.
High Voltage; Immediate Actions (person discovering):

f Immediately disconnedhe powersource.

1 Only permit first aid treatment after the current has been switched off (high voltage injuries can be
severe, even fatal, involving burnsttee skin and possibly to internal organs).

1 Ensure onlookerare keptaway from thelive/ energisedequipment.
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5.16 THREATENING BEHAVROCIVIL DISORDEPROCEDURE

THREATENING BEHAVIQURVIL DISORDER

ANYONMBecoming aware of threatening behaviour or civil disorder:

1 If possible RAISE THE ALARM: Nd@fgCEPTION (03 59&24)and give the location and details of tr
emergency.
Act calm. Do not interrupt an agitated person; allow them to have their say.
Do not tell people to calm down.
Do not take sides in a dispute.

HIEF WARDEHMNthe event of threatening behaviouor civil disorder:
Notify the Police if assistance is required.
Direct staff and students not to confromitruderd protestorsand keep away.
If the threat is external, commence lockdown (462CKDOWN PROCEDLRE
If the threat is internal, commence evaciat (seeEVACUATION PROCEDURE
Direct a Warden to meet the Police on arrival

=A== -a-a =22

5.17 ARMED INTRUSIGNROCEDURE

ARMED INTRUSION

ANYONTEaught up in an armed intrusion:

Act calm and obey instructions given by intruders.

Do not make sudden movements or make epatact.

Be compliant and answer all questions asked by intruders.

Hand over valuables when requestdthese are replaceahlkfe is not.

Do not give chase when intruders depart.

If possible RAISE THE ALAR¥atify RECEPTION (03 596&24)andgive the location and details of th
emergency.

CHIEF WARDEHMNthe event of an armed intrusion:

f Call the Police.

If the threat is external, commence lockdown ($62CKDOWN PROCED)RE

If the threat is internal, commence evacuation ($8éACUATION PROCEDURE

After the intruder has fled, gather details and observations of the offenders, such as speech, mann
clothing, scars, tattooghe weaponused, getaway vehicle and the direstiof departure.

Isolate the crime scene and ensure no one disturbs the area.

Prevent discussion between witnesses.

Direct a Warden to meet the Police on arrival.

= =8 4 8 —a 9
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5.18 ACTIVE ARMED OFFERIBRESPONSE

ActiveArmed Offendeevents unfold rapidly and often without the opportunity to formalise ECO roles.

DEFINITIONAnarmed offender who is actively engaged in killing or attempting to kill people, and who
demonstrated their intention to do so while having access to additipogential victims.

OBJECTIVES:

Initiate immediate response activities

aAyAYAaS GKS 2FFSYRSNRa 00Saa (2 LROGSYGAlLf @A
Move people from danger

Prevent people from entering the scene

Help Police to locate and contain the shooter.

= =4 =4 4 A

There are three rain options for teachers and students. In order of priority they are:

ESCAPE: leave the school premises to an-aite location
HIDE: find a hiding place and block entry into the area
TELL alert emergency services and surrounding occupants at #nkest opportunity

As there may be little time to organise a coordinated respoimserder tomaintain the safety of the

students under their supervision, staff should be traitedndependently decide on the appropriate

reaction They must be able tohooseto ESCAP& HIDEandeffectively TELL emergency services and nearby
occupants
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ACTIVRARMED OFFENDER

STAFIn the event of an Activeédrmed Offender

ESCAPE (to a safe offsite location)
f Try to confirm that the entire escape route is safe.
T Inform students of specificpoint to go to andhe pathto take.
1 Where possible, alert others nearby of the ability to escape
' While escaping
- Lead the students from the front and move together quickly and quietly
- Remain as low as possible using availableer (use buildings, fences, treete. where available)
- Avoid open spaces
- If initial escape location is no longer safe, continue moving until safe

HIDE- Hide if Escape is not possible:

1 Find a hiding place where th#tive Armed Offendeis less likelyi 2 Uy R &2 dzd ¢KS KARAY3 LI I (
Active! N SR h Fview prevBieydoiectionfishotsare firedin your direction (e.g. an area with a closed and
locked door or heavy wall) and not trap you or restrict your options for further movement.

I Prevent an active shooter from entering your hiding place by locking theatubor blockade the door with heavy
furniture/items.

1 If the Active Armed Offendeis nearby:

- Lock the door and silence mobile phoreesl or pagers and turn off any source of noise (e.g. radios,
televisions).
- Hide behind large items (e.g. cabinets, desks)
- Teachers to continue to keegiudents quiet and calm.
f Constantly reassess your option to escape or hide (including moving to another hiding location).

TELIc while escaping or hiding:

T Inform Emergency Services as soon as you become aware the threat exists. Provide informationg ¢ganture,
location and direction of the offender.

1 Alert any nearby occupants and direct them to respond appropriately (escape or hide).

IF POLICE ARRIVE IN YOUR AREA

LYYSRAIFIGSt& N¥XA&S KIYRa YR &LINBIR Uy3aSNa®

Keepyour handsvisible at all times.

Behavecalmlyandf 2f t 26 2FUOSNBQ AyaliNHOUA2yad

Put down any items in your hands (e.g. bags, jackets).

' @2AR YF{1Ay3 ljdzA Ol Y2@SYSyida (26 NR 2FUOSNA &dzOK Fa K
Avoid pointing, screamingnd or yelling.

Provide information regardipthe ActiveArmed Offendelocation direction, number of shooters, weapons,
RSAONRLIIAZ2Y SGOX0

52 y20 at2L) G2 &1 27FUOSNEjustLaNG KSSS RJ A2yNJ (RASNBRAGNIRG/U Ad2KYS YT N
entering the area.

E R W N
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STRUCTURE

CHIEF WARDEHiNthe event of an ActiveArmed Offender

9 Delegate the nearest person to call the Police (000), remain on the phone and inform them of the:
- the exactlocation of the shooter
- the bestpoint for Police to directly enter the school and find the ActwenedOffender(Police want access to
the location of theoffender)
1 If possibledetermine the location of the ActivArmed Offendel information from notifier- (location/ direction,
number of shooters, weapons, physical descripéo number of casualties)
1 Natify occupants to undertake Activirmed Offenderesponseby making the Activérmed Offendeannouncement
a! OGA DS { K22 G SN &SOITA @ Kbt ig@ary)i A 2 y Q
1 If thelocation/directionof the ActiveArmed Offendeis known and it is possible to determine that specific areas of
the school are safe teSCAPEen staff at these locations should be directed to ESCAR&E®ffusing closed
communications methods)n areas close to the Activiemed Offendemwhich arenot safe to ESCAPE, then staff in
these locations should be directed to HIDE (using closed communications methods).
1 Continually broadcast updates to occupants about the location of the Aatived Offender
1 Continually assess and-centact specific aremand advise them to ESCAPE or HIDE.

WHEN POLICE ARRIVE
1 Police will likely move straight to the location of the Acthrened Offender
1 Where available provide police with local tway radio access for monitoring and live updates and offer ongoing
information assistance
- Site informationg maps, hazards, choke points, restricted access, any CCTV
- Communication systems available including P.A, logs etc.
- Neighbouring facilities / local area insight
{1 Continue to provide information to 0Qhis will be dstributedto the responding officers.

WHEN THE THREAT HAS BEEN DECLARED ALL CLEAR OR SAFE BY POLICE:

1 Nominate a staff member to act as a police liaison

i Direct witnesses to assist Police with details and observations of the offender(s). Observationslod®y/details
such as speech, mannerisms, clothing, scars, tattbesyeaponused, getaway vehicle and the direction of
departure

Communicate with offsite escape locations to ascertain those at the location and any issues.

Prevent discussion between wisses.

Notify governing body.

Assist police as requested

= —a —a —_a
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5.19 MISSINGGTUDENT PROCEDURE

MISSING STUDENT

ANYONHipon the report of a Missing Child / Dependent Person:

T o9aitlotAakK G(GKS YAaairyd LISNE2Y Q& Y I Y Stk lotatiodih&d |l
seen and any other critical or useful information.

1 RAISE THELARMNotify RECEPTION (03 59@&24)andgive details of the location and description.

WARDENS notified a Missing Child Dependent Person:

7 Alert the Chief Warden if not already notified.
1 If requested by the Chief Wardesearch designated area for the missing person.
1 Report to the Chief Warden following the completion of your search.

7 Follow any further instruction from th€hief Warden.

CHIEF WARDEWhite Helmet) once notified o& Missing Child / Dependent Person:

T Collect necessary keys, Emergency Response Procedures, nominate a suitable Emergency Control Point (1
activate the ECO.

Ensure a Warden or Staff membeRs\ NS OG SR (2 YIFAyGlrAy Oz2yial 04 ¢
9ailofAaK YAaaAy3d LISNEZ2YQa I Y S Jhe IbcatioriviGete M3t Se&hiard N.
Fye 20KSNJ ONARUAOIf 2N) dzaSTdzd asgsF2NXNI UA2Yyd | &S
PESNIG Fft adFFF 2F GKS YAaaiay3d LISNE2YyQa ylYS
Instruct Wardens to perform a search of the site for the missing person,

Deploy Wardens at gates to prevent the missing person from leaving the site.

LT ySOSaal Nz GtralWarden ® indeCii® Policeomalrivai R A NB
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5.20 ANIMALHAZARD PROCEDURE

ANIMAL HAZARD

CHIEF WARDEMNthe event of an Animal Hazard:

7 Activate & Direct Wardens to keep persons away from any immediate hazard posed by the animal.
Try to identify theowner of the animal to ensure they aware of the problem.

Controlling the animal will be the responsibility of thener/handler.

In the absence of thewner/handler, inform the RSPCAouncil Rangers appropriate supporting agen@s
appropriate.

Receivaipdates from Wardens.

If the threat isexternaland deemed severe, commenshelter in plac§seeSHELTER IN PLAEOCEDURE
If the threat isinternaland deemed severe, commence evacuation S§&CUATION PROCEDURE
Stand down Wardens if / when thetation is declared all clear.

= —a —a
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521 PEOPLE WITH DISABWI INJURPROCEDURE

PEOPLE WITH DISABILITY / INJURY

WARDEN# the event of an evacuation:

f Assist in moving anyone with d@isability/injury out of the danger area via the closest safe exit to f
nominated Evacuation Assembly Area.

{ If any person canndie movedto the nominated Evacuation Assembly Area:
- Attempt to move them to a place of safety.
- Notify the Chief Warden at the Emergency Control Point, of the location and status of the person.
- Direct someone to stay with the person until rescued, if safe to do so.

{1 Wardens should only carry people down flights of stairthadastresort.

CHIERVARDENN the event of an evacuation:

1 Log details of any person that is unable to be evacuated.
f Inform the Emergency Services of the location of anyone that requires rescue.

NOTE: It is advised to maintain an up to date register of people with a disability. Suitable emergent
evacuation strategies shoulde discussedwith those occupants who have a disability and a Persor
Emergency Evacuation Plan (PEEP) developed fdn pacson that requires additional assistance.

¢KS O02YLX SiSheke@Py QK % K2KX RT 2 | NR JligtbationtiSpioydent & S
assistance during an emergency response.
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5.22 STUDENRELEASEROCEDURE

STUDENT RELEASE

PARENTS / GUARDIAMSst complete the following before a student cave releasedo them:

Park in a safe location. Do not block gates or other cars.
If the school is currently undertaking an emergency procedure, follow the direction of staff members.
Repot to school administration. If the school haeen evacuatedreport to the EAA.

l
1
l
1 Show photo identification to Staff at administration or the Communications Officer at the EAA. Staff v
only release a student to an authorispdrent/guardian
l
l
5.

If requestal, complete a student release form.
Staff will then arrange for the student tme releasedo the parent/guardian

23 OFFSITE EMERGENCYGHDURE

OFFSITE EMERGENCY

CHIEF WARDRIgon receiving a report of an emergency offsite:

If the emergency is a threat to yosite,then commenceshelter in placéseeSHELTER IN PLACE
PROCEDURE

Tune in to ABC radio or local community radio station for updates on the emergency or conte
relevant emergency services information line.

Inform Staff and Students of the emergency and update them with relevant information if requirec
Assess if it is safe for students to undertake outdoor activities (including outsidgs/lunctbreaks).

Check with the school bus coordinator and relevantergency services to ensure that there are
emergencies which may endanger your school bus route.

= —a —a = =

CHIEF WARDEHRIgon receiving a report of an emergency offsite that involves classes on an excursior

Remain in contact with staff at the emergency to receive information about the emergency if post
LyadNHz0t GKSY G2 F2tft2¢ GKS aA0SQa SYSNESy(
shelter in places required.

1

1

1 P‘ therz] staff involved in the emergency have not, instruct a nearby staff member to call Emergency S
or them.
f
1
1

Consider sending staff to assist if available and &at® sa
Inform Staff and Students of the emergency and update them with relenémtmation if required.

Notify INDEPENDENT SCHOAQCIFORIA (I¥)he incident to ensure critical incident
management processes begin.

5.24 POST INCIDENT PROJED

POST INCIDENT

CHIEF WARDHK9st-incident dutiesinclude:

I Ensure the building is safe for-oecupation (if emergency services are involvegon advice from
the Incident Commander).

f If there is any building damage restrict access to this area.

I Ensure the Emergency Warning Sysismlacedback into automatic mode.

1 Notify RECEPTION (03 59&24)of the incident to ensure critical incident management
processes begin.

T

T

l

Conduct a posincident debriefing with all ECO members involved, identifying anysaiera
improvement and actions to improve the response. If relevant, communicate findings with all s

If any ECO equipment was damaged arranga feplacement
If any fire extinguisherwere discharge@rrange forareplacement
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6.0 PANDEMI@GCTIONS

6.1STAGH: PREPAREDNESS AYBGE 2: STANDBY

RESPONSE CATEGOI ACTIONS COMMENTS
Emergency 1 Ensure emergency management plans (including emergency numbers and key
Managementlan contacts) are up to dateandpandemic planning arrangemerase included
preparation 1 Ensure contact lists of staff, students, families and local sergiBepartment of

Health, Local Government Emergency Management Coordingiane up to date

1 Ensure your call tree of key stadfcirculatedalong with nominated school Incident
Management Team members

1 Prepare to enacthe pandemic response section thife emergencymanagement plan
with stakeholders and prepare to activatee IncidentManagement Team

1 Identify minimum requirements and key stédfr continued operations (including
planning for the absence of the direcjor
Hygiene measures 1 Promote basic hygiene measures

1 Review cleaning procedures and determine whether frequency or other processes
should change

1 Communicate the risk @& pandemiand how to identify cases of possible influenza
coronavirus, etdased on the current up to date case definition by the Chief Health
Officer, Department of Health
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RESPONSE CATEGOF ACTIONS COMMENTS

Communications 1 Ensure hygiene information is displayedefer to Staying Healthy i@hildcare (2005)
1 CGonsider providing information sessions for staff and parents about:
1 pandemic symptoms
1 preferred hygienic practices
1 vulnerable children

T Communicate status/situation, personal hygiene measures, containment measure
necessary), availaliijf of vaccinationgtc. to staff and parents/carers as appropriate
(especially those people/families at a greater risk of infection)

1 School Nursing Program nurses may assist with information dissemination
i Direct any media querige INDEPENDENT SCHOQOCSORIA (ISWgdia unit

6.2STAGE 3: RESPONSE

Pandemic declared. Minimise transmission, minimise mortality and morbidity, maintain essential services and inform nehgagewer the public.

Emergency 1 EnactBmergencyManagemenians where necessary
Managemen#lan f  Activate Incident Management Team (or Emergency Control Organisation as
enactment applicable)
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Containment 1 Follow the advice of the Department of Heai#thdthe Department of Education and
Trainingincluding service closures and exclusion periods for infectious diseases

1 Identify a designated area to keep sick children quarantined from othersthegilcan
be taken home by parents

1 Inform carers of theipbligations during closures

T School Nursing Program nurses may be asked to assist the Department ofathelalth
Human Servicesith the distribution of antiviral medication at the direction of the
Regional Nurse Manager (based in regions)

Outbreakmanagement =~ 7  You will be advised of any additional reporting requirementsnogpendent Schools
Victoria(ISV)and/or the Department of Health

Management of 1 Encourage staff who develop flike symptoms dting a pandemic to stay away until
workforce completely well
1  Ensure staff who develgpandemiclike iliness leave immediately and seek medical
attention
Service closures 1 Inform staff of their obligations during service closures
Communications 1 Follow the advice from the Department and distribute information about individual

protective measures and cleaning procedures

I Communicate status/situation, personal hygiene measures, containment measure
necessary), availability of vaccinations tofstand parents/carers as appropriate
(especially those people/families at a greater risk of infection)

T Communicate plans for closure if applicable and send letters to staff, parents and
carers as appropriate

1 Direct any media queries to your governing bodgdia unit.
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6.3STAGE 4: STAND DOWN

RESPONSE CATEGOF ACTIONS COMMENTS

Emergency 1 Develop a recovery plan for a return to normal operations which includes:
Managementlan 1 staff availability
review . :

9 procedures to reopen (if applicable)

9 provision ofcounselling (if required)

1

monitoring cumulative effects of the pandemic and identifying and
supporting those who may need assistance

1 Chief Warden (Incident Controller) to -@etivate ECO (Incident Management Team)
and conduct final debrief(s)

1 Review effedveness of Emergency Management Plans and update as approriate
involve relevant staff and others, e.g. school nurses

1 Replenish personal protective equipment (if required)
1 Be aware that multiple waves of the virus n@ocur,and that review and revisioof
the plan may be required between waves

Communications 1 Communicate status of the situation to staff and parents/carers including supports
that may be available
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BUSHIRE /GRASSFIRE
APPLICATION

Bushfire preparedness is not just a concern of rural and regional schools. Metropolitan schools may be at risk
from site-specificfactors (e.g. located in a leafy area) or because their students may attend activities or

camps in bushfirgprone areasWorowa Aboriginal Collegés inBushfire at Risk area and as such, Please

refer to the below detailed Bushfire Planing.

During the summer months, the Chief Warden, Principal or Senior Leadership Team should check the CFA
website regularly for fire dangeatings.On days of Very High, Severe and Extreme fire danger days, the
Senior Leadership Team should meet to-plen actions for the remainder of the day

Once natified of ode Redlay, either advice of either the CFA or other local authorjtitbe team must
meet to confirm actions and ensure that all staff and studemrtsadvisedINDEPENDENT SCHOZICIORIA
(ISV)maybe advising schools to close on Code Red daWBFPENDENT SCHOULCI ORIASV )website

will report potential and actual closure notifications)wever the local CFA is the most reliable source of
information and advicewWorowa will be required to relocate students from the premises to their pre
identified offsite accommodations inGeelong, VictoriaThey will remain at this facility until the Code Red
day/instruction has ceased.

The table below outlines recommended actions for property holdefsérmproneareas given each
classification of fire risk

[MoBERATE ] [FicH |

Plan and prepare Be ready to act
Take action now to For your survival, leave

protect life and property  bushfire risk areas

The table below outlines recommended actions for property holdefsémproneareas given each
classification of fire risk

FIRE DANGER RATING TABLE (VICTORIA)

CATASTROPHIC

CATASTROPHIC before.

What does it mean? What should 1 do?
If a fire starts and takes hold, For your survival, leave
lives are likely to be lost. bushfire risk areas.
1  Your life may depend on
These are the most dangerous the decisions you make,
conditions for a fire. even before there is a
fire.

1  For your survival, do not
be in bushfire risk areas.

1 Stay safe by going to a
safer location early in the
morning or the night

Homes cannot withstand
fires in these conditions.
You may not be able to
leave and help may not
be available.

What does it mean? What should | do?
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Fires will spread quickly and be
extremely dangerous.
1 These are dangerous
fire conditions.
1  Expect hot, dry and
windy conditions

Take action now to protect your
life and property.

1  Check your bushfire plan
and that your property is
ready.

1 If afire starts, take
immediate action. If you
and your property are
not prepared to the
highest level, go to a
safer location well before
the fire impacts.

1 Reconsider travel
through bushfire risk
areas.

1  Leaving bushfire risk
areas early in the day is
your safest option.

HIGH

What does it mean?

What should | do?

Fires can be dangerous.

What does it mean?

Be ready to act.

T Thereds a he
risk. Be alert for fires in
your area.

1 Decide what you will do
if a fire starts.

1 If afire starts, your life
and property may be at
risk. The safest option is
to avoid bushfire risk
areas.

What should | do?

Most fires can be controlled.

Plan and prepare.

1 Stay up to date and be
ready to act if there is a
fire.

NO RATING

What does it mean?

| What should 1 do?

The system also introduces an 'off' level for days where no proactive
action is required by the community. This does not mean that fires
cannot happen, but that they are not likely to move or act in a way that
threatens the safety of the community. This rating is the thin white
wedge on the colour wheel sitting under 'Moderate'.

Courtesy Country Fire Authority
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7.2 BUSHFIRE PREPAREEBNEH$ECKLIST

BUSHFIRE PREPAREBNEH$ECKLIST

- Checkhe Governing Bodwebsite forpotential and actual closure notifications

- Checkhe relevantEmergency Services website for current information

: I P

- Determine who is responsible for monitoring fire risk information and how

- Complete Bushfire & Emergency Management-8effessment anckview any issues resulting from the A
assessment

- Review Emergency Management Plaforethe official start of the bushfire season A

~ Ensurebackup2 ¥ G KS LI 8NRBEff YI &GSNI FA tu procédurest Regulary st A
that the backups can be used to recover all vital information

- Ensure communication procedures are in place to contact parents and guardians in the evesud# cl A
or evacuation.Thisincludes communications to parents and guardians warning of impending school
closures 72, 48 and 24 hoypsior to a Catastrophicay

- Allocate roles and responsibilities of Principals, staff, parents and guardians in exerngrgency A
evacuation procedures

- Ensure that the planning procedures for offsite activities (such as camps and excursions) include A
consideration of the risk of bushfire in the offsite activity location

- Maintain a schedule for monitoring and removal of materials that imasily ignitediround buildings A
and schools

- Ensure flammable materiatge storedsafely
- Ensure building exits are kept clear of obstructions at all times

- Designate assemblyomnts that allow appropriate access to emergency equipment

> > > >

- Ensure that emergency vehicles have access to schools and grounds

7.3 EARLY OMMUNICATION

In the event of @ushfire the prime consideration is the safety of students, teachers, staff, pammds
guardians.

During such an event considerable confusion and worry may be prevented if the people concerned know the
procedures to be adopted. Schools must make sure that all parents, guardians and other school community
members are aware of these predures. Ask parents, guardians and staff to familiarise themselves with
these procedures and to discuss them with students.

7.4 TRIGGERS FOROSURE

Planned or Premptive dosure:

1 Onthe declaration of &Catastrophidire dangerday, Emergency Serviagill advisethat fire safety
plans shoulde enacted In thiscircumstance]NDEPENDENT SCHOGCSORIA (ISWill advise
Principals that atisk schools in the designated areas are to enact their Emergency Maeag®lans
and closure notification processes.

1 Thisincludes activating the communication tree and advising local ABC radio to inform all parents and
guardians, students, staff and others providing services tastmol of the proposed closure. Others
to be contacted may include bus operators, suppliers, support agencies, etc.

1 Immediate closure: Emergency Services may occupy and control a school site and instruct the
Principal to close the school immediately in response to an imminent fire threat.

1 Continung closure: Emergency Serviegsl/or Governing Bodynay recommend a school remain
closed due to:
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0 The threatof continuing fires.
0 Unsafe access.
o0 Potential smoke, water contamination or building safety concerns.

7.5 SCHOOLERPENING
Following a bushfire incident schools that hdeen closedshould reopen in close consultation with
INDEPENDENT SCHO@CS ORIA (ISV)
Parents and guardians, students and teachersheiladvisedvhen schools will & openedvia the school, the
media and governing body websites.

7.6 DURINGHEIGHTENEBREDANGER
Parents and guardians should arrange to collect their children from:
1 Bus Stops if students are passengers.
1 Schook if students cycle or walk to school.
Students should be housed in theilomeroomsand moved to the main building if necessary, to ensure they
are accessible and safe.
All teachers must maintain an accurate record of students to enable the school to account for missing or
extra students.
If parerts and guardians need to collect their childnerior to the end of the school day, they must ensure
GKS &aGdzRSyd Aa aArA3dlySR 2dzi FyR (GKIFIG GKS addRSyidQa
Coordinating teachers will communicate with staff and bus transport authorities to facilitate students coming
to designated locations to join their parents and guardians.
Students must onlpe releasedo an authorised person. Staff must cradseck withthe student emergency
card which records the name of the person(s) authorised to pick up a student.
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7.7 SCHOOBUSES
If a fire occurs during school time in a zone serviced by the school, ALL students on possible affected bus
routes will be held at that school until the &learis given
NOTE: ORatastrophiaays, school buses would most likely not be operating.

1 Busdrivers must make themselves aware of possible hazards on their routes and determine areas of
temporary refugethis information must also be held by the Principal coordinating bus
arrangement$.

1 Buses with students on board must not leave the school witlibe approval of the Principal.

1 Bus drivers must carry some formafommunicationslevice to contact Emergency Services or the
school.

91 Bus drivers must notify Emergency Services (typitadyolice) and the school immediately \igo-
wayradios or mdile phone if a buss delayeden route.

1 Bus drivers must not allow students to alight from buses if fires are burning in the area unless parents
and guardians are waiting for them. If4ome is waiting, buses will take students to the nearest safe
area. Safe areas to be agreed to by police and Principal coordinating bus arrangements).

I Bus drivers must have a card prominently displayed at all times showing telephone numbers of the
school, Police and local CFA.

9 If the roadis blocked the bus should returito the school, unless otherwise directed by Emergency
Services personnel.

7.8 FAMILY FIRE SAFETRN
It is important that all families (particularly those in bushfire pronéigih-riskareas) have a family fire safety
plan that aligns with their school Ememcy Management Plan.
The family fire safety plan should include information about alternative care arrangements for sturd¢mes
eventthatd OK2 2t | Yy R O fark tlddedBtly rae warSidgld A O S a
The family fire safety plan shoulet practisedsofamilies are familiar with the procedures to be followed in a
bushfire.
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7.9 LOCALISED BUSHRERENT

This advice is generiic natureand may alter according to the circumstances. If early evacuation aidvia
issuedor the fire is approaching the schipandit is unsafe to evacuate, everyone should remain in the
building after the following precautiorere taken

1 Ensure Safe Refuge is ready for use.

1 Assess initial information and confirm fire threat level (refer to Fire Danger Rating Table).

1 Identify which buildings need tbe evacuatedn the case of a fire. Do not stay in
portable/demountable buildings.

1 Phone 000 for Fire Brigade (dial an additional O for an outside line, if required) or dial 112 if calling
from a mobile and follow advice. Inform 00@re brigade operator which building/s the staff and
students willbe housedn. Keep in contact abe fire approaches buildings so the operator can direct
services as they may become available.

1 ContactiNDEPENDENT SCHO@CIORIA (IS¥)ergencycontactto report the incident.

The primary responsibility of staff is the safety of students.

Move everybody inside, to the pr@etermined Sheltetn-Place location (preferably bricked and tiled);

away from the part oftte building that wilbe initially exposedo the fire.

Check attendance against class rollthatassemblyarea.

Turn off power and gas.

Listen to the local radio or TV on battgopwered sets for bushfire/weather warnings and advice.

Close all windowsjoors and block crevices, cracks and gaps with wet materials (e.g. towels, clothing)

and fill gutters, all sinks, washbasins and drums with water.

I Stay inside in the identified area (preferably bricked and tiled) with available water and away from
windows.

1 Once the fire haslearlypassedevacuate the building, assess and remain in a safe area.

9 Staff should extinguish fires that may have started in or near the buildings once they have determined
it is safe to do so. Designate trained, properly equippeuahts (with firefighting equipment and
wearing personal protective equipment) to extinguish spot fires and burning embers where safe to do
s0.Thisshouldbe donein teams of not less than two staindthey should have some form of
communication with the @ff member managing the Sheltén-Place procedure (normally the Chief
Warden). Staff shoulde suitably attiredn natural fibre clothes (longleeved top, long pants) and
sturdy shoes.

1 Ensure staff/students do ndtamper Emergency Services or put thelmes at risk by going near
damaged buildings or trees.

1 ContactiNDEPENDENT SCHO@CIORIA (I1Stéy further advice and support, as appropriate,
including media support.

1 Implement procedures to resume school adtas, including arranging counselling support for anyone
affected by the fire.

= =4

= =4 =4 A
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7.10 ACTIVATION ANESCALATIOROINTS FORCTION

POTENTIALOFFIREIN | hy Wl A3KQ FANB RIy3ISNI RFeaz (GKS
and agree on actions should an incident arise.
THE SHIREGN A HIGH

- Draft messages for staff, students, parents and guardians sheuld
DANGER DAY OR ABOV prepared
- All resources checked.

- Vigilance encouraged.

Thisis the minimum level of preparedness for the Fire Danger Period.

CONFIRMEBIRE IN THE | - Call the team together.

- Confirmthe potential threat.

SHIREON A HIGH - Commence incident monitoring via CFA website, ABC Radio 774,

DANGER DAY OR ABOV| ~ Bushiire Info Line, _

- Confirmthe locationof the fire and weather forecast.

- Does the fire pos any threat to the school?

- If likely to escalate, confirm appropriate actions (if late in the day,
there any disruption to studerttomeboundtransport?).

- Commence communication strategy to staff, students, parents an
guardians.

- Initiate SiteEvacuation Procedure (eéite) if evacuation is required.

FIREN THE IMMEDIATE | - Call the team together.

- Confirmthe locationof fire and weather forecast (wind strength anc

VICINITY OFHE direction).

CAMPUSN A HIGH - Commence inqidarTnonitoring via CFA WEbSite, ABC Radio 774,

Bushfire Info Line.

DANGER DAY OR ABOV| - s the school in the travel path of the fire?

- Confirm appropriate actiog early dismissal of students¢hool
closure, preparation for movement to Safe Refuge

- Commence communication strategy to staff, students, parents ani
guardians.

- Initiate site Evacuation Procedure (efite) if evacuation is required.

- Ensure wardens have been activated and are availabté@rdio.

- Considerationg atime of day, transport limitations due to lack of
buses, adequate supervision of students when at home, number ¢
staff directly affected and students that reside in an area that is
directly under threat

FIRE THREATENING TH| - Call the Senior Leadership Team together.

- Confirm the location of the fire and weather forecast (wind strengt

SCHOODON A HIGH and direction).

DANGER DAY ORQ@WRE - Commence inc_ident monitoring via CFA website, ABC Radio 774,
Bushfire Info Line.

- Is the school in the travel path of thed?

- Confirm appropriate actioneg early dismissal, move to the Safe
Refuge, site evacuation if safe to do so.

- Commence communication strategy to staff, students, parents ani
guardians.

- Initiate site Evacuation Procedure (edite) if evacuation is required.

- Ensure wardens have been activated and are availabté@rdio.

- Considerationg, the time of day, transport limitations due to lack of
buses, adequate supervision of students when at home, number ¢
staff directly affected and students that reside in an area that is
directly under threat.
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CATASTROPHIC DAY - Callthe leadershipteam together.

- Confirm closure of the school is the appropriate action.
DECLARED AEAST ONE _ commence communication strategy to staff, students, parents an
DAY PRIOR guardians.

- Considerationg transport limitations due to lack of buses, adequat
supervision of studenteshen at homethe numberof staff directly
affected.

CATASTROPHIC DAY - Call theleadershipteam together.

- Confirm appropriate actioq early dismissakchool closure, site

DECLARED ON THE DAY evacuation.

- Commence communication strategy to staff, students, parents ani
guardians.

- Initiate site Evacuation Procedure (efite) if evacuation is required.
- Considerationg transport limitations due to lack of buses, adequat
supervision of students when at hontbe numberof staff directly

affected.

7.11 MORBENFORMATION

1 Local Government Authority.

I ABC Radio broadcasts regular bush fire activity in consultation with relevant authorities as do local
radio stations in rural areas
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The EnergencyPlanningCommittee, EmergencyControl Organisation EmergencyManagementlan, the
emergency proceduresndemergencyequipmentare tobe maintained and testedccording to
AS3745:2010 Planning for emergencies in facilities and AS1851:2012 Routinea$dinggerotection
systems and equipmenthe tables below outlinthese maintenanceequirements Records of all
maintenancetesting and inspections must be kept to illustrate compliance

8.1 TRAINING AND EXEREREQUREMENTS

ACTIVITY CYCLE REQUIREMENTS
EmergencyPlanningCommittee Ongoing Maintenance of at least one member of the
Training EPC trained ithe executionof their

obligations undeAS 3745:2010¢ emergency
preparedness)
EmergencyControl Organisation 6 monthly Training for all ECO members (primary and
Member Training Familiarisation alternate) specific to theiindividualroles
Refresher training following EMP revision
Thiscan include exercises and internal training
sessions, such as familiarisimgmberswith
communication systemand other ECO toals
Bushfire Preparedness October Bushfire preparedness and response
April, procedure training to all ECO members and
annually staff onsite, specific to their roles and
responsibilities during a bushfire event (on
and off site)
Bushfire emergency exercise x2
Education for parents/guardians on site
specific bushfire preparedness and
arrangements
First Attack Fire Fighting Training 24 Hre extinguisher training where their use
(using portable firdighting monthly documentedwithin the procedures
appliances)
EmergencyControl Exercise AS All areas of the facility must participate in at
An evacuation or an exercise 374510 least one exercise
consistent with the identified Annually All occupants within the exercise area must
emergencies in the EMP. : take part unless the EPC grants a written
Education exemptionbeforethe exercise.
a_no_l The exercise observer must submit a report tq
Training
the EPC
Regulator
Perterm
Facility occupant¥raining(nonrECO) | Annually Training to allow them to respond

appropriately to activation of themergency
procedures
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8.1.1 Training and Exercise Schedule and Log

The following table contains a schedule of emergency planning related training, renevassessments to
comply with Australian Standard AS3745 and industry best prac@cesompletion, each element below
will have a corresponding report generated and forwarded to the school principal.

Issue DateMAY 2023

DATE TRAININGEXERCISE TYPE ATTENDEES COMPLETED B
2023SCHEDUA.
Annually Warden Training All Staff Mid year
Term 1- Offsite Bushfire Exercise to Queens| Entire Site 28/03/2023
Midway of Park Healesville OR Mullum Mullum
Bushfire Indigenous Gathering Place
Season
Term 2 BoardingLockdowrExercise Entire Site 01/06/2023
Term 2 EvacuatiorExercise Entire Site 01/06/2023
Term 3 Shelter in PlacBushfire Exercise Entire Site 01/09/2023
Term 4 Offsite Bushfire Exercige Queens Entire Site 01/12/2023
Park Healesville OR Mullum Mullum
Indigenous Gathering Place
Term 4 OnsiteBushfire Exercise Entire Site 01/12/2023
Annually Fire Extinguisher Training All Staff End of year
2024 Schedule
Annually Warden Training All Staff Mid year
Term 1- Offsite Bushfire Exercise to Queens| Entire Site Term 1 2024
Midway of Park Healesville OR Mullum Mullum
Bushfire Indigenous Gathering Place
Season
Term 2 Lockdown Exercise Entire Site Term1 2024
Term 2 Evacuation Exercise Entire Site Term2 2024
Term 3 Shelter in Place Bushfikexercise Entire Site Term3 2024
Term 4 Offsite Bushfire Exercise to Queens| Entire Site Term4 2024
Park Healesville OR Mullum Mullum
Indigenous Gathering Place
Term 4 Onsite Bushfire Exercise Entire Site Term4 2024
Annually Fire Extinguisher Training All Staff End of year
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8.2 DOCUMENTATIOREQUREMENTS

ACTIVITY

Emergency Management
Plan

CYCLE
Annually

1

REQUIREMENTS

Check for relevancy to the facility

Emergency Procedures

6 monthly

=A =4 =4 4 4 -4 -

Wardennumbers

Proceduresrelevant to the facility
Contact directories

Training and exercises

Assembly area suitability

Identification of any introduced hazards

Replacd updateall documents withirb years of
issue

Evacuation Diagrams

6 monthly

Check forelevancy to the facility

Bushfire AtRisk Register

Monthly between
October to April

1
1

Check bushfire equipment
Update equipment register

Dynamigwill conduct an AnualAssessment each year with the Emergency Planning Committee to
determine if all documentation meets current requirements of b"iRQAand AS 3745:10.
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8.3 EVACUATION AND COMMICATION EQUIPMEREQUIREMENTS

ACTIVITY CYCLE‘ REQUIREMENTS

Evacuation Routes Exits Monthly 1 Check smoke doors close correctly

1 Check that exit signandemergency lighting
illuminate correctly

9 Check exit doors and routes are marked clearl
free from obstruction and function correctly

9 Check that fire doors close correctly

ECddentification Equipment Monthly

=

Check identification is available, accessible,
correctly colour codednd functional.

Manual Call Point Break Glass Alarry Monthly 1 Check equipment is accessible
Emergency Warning System (EWS)| Monthly 1 Check that alarms ar@udible
9 Check that PA messages are audible
Emergency Warning and Monthly 9 Check Warden Intercom Points are operationg
Intercommunication System (EWIS) accessibleandthe call tone is audible
1 Check that alarms are audible
1 Check that PA messages arglible
Public Address System (PA) Monthly 1 Check that PA messages are audible
Loudhailers Monthly 1 Check the equipment is accessible and
operates correctly
Portable Radios Monthly 1 Check that signals areceived,and messages
audible
Fixed and PortablPhones Monthly 1 Check the equipment is accessildadsignals
arereceived,and messages audible
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EVACUATION AND COMNICATION EQUIPMENTMNTHLY CHECK LOG

Check Performed ByKatharine Smithg Deputy Principal

Date of Check28/03/2023

EQUIPMENT REQUIREMENTS ‘ PASS /FAIL COMMENTS

Evacuation Routes & Exits
Check smoke doors close correctly

Check that exit signandemergency lighting
illuminate correctly

Check exit doors and routes are marked cledrge
from obstruction and function correctly

Check that fire doors close correctly

Fire safe door installed on
house 1.

Emergency lighting not
illuminating in H2. H2
currently not in use, repair to
be made before
recommissioned.

Small trampoline in gym to be
relocated.

Fire door at back of Science
difficult to close, cannot be
closed from the outside.

ECO Identification Equipment

Check identification is available, accessible, correctly
colour coded and functional.

All present and accounted for
in Admin and Rec Room.
Locations adequately marked.

Manual Call Point Break Glass Alarm
Check equipment is accessible

N/A

Emergency Warning System (EWS)
Check that alarms are audible
Check that PA messages are audible

Manual PA system not
currently working. Evac button
not working.

Emergency Warningnd Intercommunication System
(EWIS)

Check Warden Intercom Points are operational,
accessibleandthe call tone is audible

Check that alarms are audible
Check that PA messages are audible

As above.

Public Address System (PA)
Check that PA messages arglible

As above.

Loudhailers

Check the equipment is accessible and operates
correctly

Adming requires new
batteries. Rec Room requires
replacement.

Portable Radios
Check that signals areceived,and messages audible

All present and working.

Fixed and Portable Phones

Check the equipment is accessitdadsignals are
received,and messages audible

Recommend review of mobile
phone numbers
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9.0 APPENDIX 1: ABBREMIANS

LIST OF ABBREVIATSON

ACP Area Control Point
BARR Bushfire AtRisk Register
CECV Catholic Education Commission Victoria
CEO Catholic Education Office
CIMP Critical Incident Managemenilan
DET Department of Education and Training
EAA Evacuation Assembly Area
ECO Emergency Control Organisation
ECP Emergency Control Point
EMP Emergency Management Plan
EREC Emergency Planning Committee
EWS Emergency Warning System
EWIS EmergencyVarning and Intercommunication System
FIP Fire Indicator Panel
ISV Independent Schools Victoria
PEEP Personal Emergency Evacuation Plan
VRQA Victorian Registration and Qualifications Authority
WIP Warden Intercom Point
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10.0 APPENDIX 2: REFERESIC

The following documentation has been used as a guide when creatinightis
AS37432010Australian Standard AS374%lanning for Emergencies in Facilities (Amendment 1)
AS1851:2012 Routine service of fire protection systems and equipment

WAC Bushfire Magement Plan
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APPENDICES

11.0 APPENDIX RISKASSESSMENT

The objective of Risk Assessment is to separate lower priority risks from the major high priority risks. For
each risk identified determine the local context and analyse the risk in terms of impact and likelihood
considering the range of potential impacts and how likely they are to oéssess hazards and any others
you think relevant to your school:

Bushfire/ grassfires Internal fires and smoke Intruders

Criminal Incidents Earthquake Bomb Threat

School Bu#\ccident/ Vehicle Severe storms and flooding  Pandemics and communicable
Incident diseases

Hazardous Substance Release¢ Off-Site Facility Emergency  Other

Inside and Outside Facility Incidents

Grounds

CONSEQUENCE

High

Low Medium Medium High

LIKELIHOOD

Medium Medium

Low Low Low Medium Medium

CONSEQUEN( LIKELIHOOD
DESCRIPTIO DEFINITION DESCRIPTIO DEFINITION
Insignificant  WNCRT Y [ The event may occur only in
exceptional circumstances

Minor I_njury_/ ill-health requiring Unlikely The eyent may occur at some time, s
first aid once in 10 years

Moderate Injur_y/ |II-heaIt_h requiring Possible The event_ should occur at some time
medical attention say once in 3 years

: Injury/ ill-health requiring . The event will probably occur in most

Major . . Likely .

hospital admission circumstances, say once a year

Almost The event will probably occur in most
S Fatality G circumstances, say onexery6
months
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Risk Assessment completby: David Hausler Date: 12/10/2021
HAZARD CONSEQUENCES CURRENT CONTRO RISK RATING PLANNED CONTROL
MEASURES CONSEQUENCE LIKELIHOOD RISK LEVEL MEASURES
Fire Risk of death/injury from| Liaisewith local fire SEVERE | UNLIKELY  HIGH | Activate ECO
burns or smoke services to determine Implement Evacuation
inhalation potential control measures Procedure
Risk of psychological (such as clearing trees etc Implement Fire Procedure
m;ury gzlgt?;glgi?ewggtng e Contact Emergency Services
Risk of property damage . . ContactlISVEmergency Contaci
or property loss Ensure fire services
Closure of school equipment is tested and
tagged as per Australian
Standard

Test communication
systems (PA Systeron a
regular basis

Ensure all electrical
equipment is tested and
tagged as per Australian
Standard

Ensure Warden Training
completedannually

Ensure regular practice
drillsare conductedone

per term)
Bushfire / Grassfire| Risk ofdeath/injury from | Liaise with local fire SEVERE LIKELY | EXTREME Activate ECO
burns or smoke services to determine Implement Evacuation
inhalation potential control measures Procedure
Risk of psychological (such as clearing trees et Implement Fire Procedure
injury Maintaining building ad

Contact Emergency Services

OHS requirements
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Risk of property damage
or property loss

Closure of school

Ensure fire services
equipment is tested and
tagged as per Australian
Standard

Test communication
systems (PA System) on ¢
regular basis

Ensure all electrical
equipment is tested and
tagged as per Australian
Standard

Ensure Wardeiiraining is
completed annually

Inform ISV emergency contact

Risk of death/injury

Annual Tagging and testin

Meglcal ;]nTI. . Risk of Death, illness Maintenance of Firsaid MAJOR é;l\é?il"l'\l EXTREME Al staff have recently
TAnaphylaxis kits and individual action completed first aid training
TAsthma plans
Contactemergency service
Staff first aid trained Contact parents
SpareEpiPerand
Ventolinsin the bag that
goes across to the oval
First aid training
completed 2021
SRR Risk of contamination Abiding by government MODERATE LIKELY HIGH Abiding by government policies
School learning closure policies Social distancing
Social distancing Maintaining OHS Policies acro
Maintaining OHS Policies the school
across the school
Electric Shock MAJOR UNLIKELY MEDIUM

Acting out emergency respons
practices
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Risk of psychological
injury

Electrical maintenance
twice a year.

Ongoing electrical
maintenance and
reporting of new issues to

First aid training
completed 202

Disabling all electrical services
switch off safety switch

Inform ISV emergency contact

Risk of death/injury

Risk of psychological
injury

School gates remain
locked throughout the day

Access emergency servict

ég?suocr:'on Jllesig Risk of Injury Schoolates remain MAJOR POSSIBL HIGH Contact emergency services
Risk of physical or locked throughout the day Activate school alerts to
emotional distress Access emergency servict families
Civil Disturbance Risk of death/injury School gates remain MODERATE| ALMOST| EXTREME Activate ECO
Risk of psychological locked throughouthe day CERTAIN Contact Emergency Services
injury Access emergency servict Inform ISV emergency contact
Activate school alerts to
families
Armed Intrusion Risk of death/injury School gatesemain SEVERE UNLIKELY HIGH Activate ECO
Risk of psychological locked throughout the day Contact Emergency Services
injury Access emergency Servict Inform ISV emergency contact
Activate school alerts to
families
Active Shooter SEVERE UNLIKELY HIGH

Implement Evacuation
Procedure

Contact Emergency Services
Inform ISV emergency contact

Activate school alerts to
families
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Issue DateMAY 2023

Bomb Threat R|Sk Of deathhnjury SChOOI gates remain SEVERE UNLIKELY HIGH Ac'nvate ECO
Riskof psychological locked throughout the day Implement Evacuation
Injury Access emergency servict Procedure .
Contact Emergency Services
Inform ISV emergency contact
Activate school alerts to
families
S RZAEGUE HEELTE Risk of Injury/Death Regular practice drills MINOR LIKELY MEDIUM Activate school alerts to
Risk of Damage to schod ensure school Iamilies
buildings maintenance is up to date
School OHS practices
followed
SELTEVELE Risk of Injury/Death Regular practice drills SEVERE | POSSIBLE EXTREME Contact Emergency Services
Damage to school ensure school Inform ISV emergency contact
buildings maintenance is up to date Activate school alerts to
Closure of school School OHS practices families
followed
Syl Risk of Injury/Death Regular practice drills SEVERE RARE MEDIUM | Contact Emergency Services
Damage to school ensure school ?Ct'¥§ te school alerts to
buildings maintenance is up to date amiiies
Closure of school School OHS practices
followed
Slowe Risk of Injury/Death Regular practice drills INSIGNIFICAN - LIKELY MEDIUM | Contact Emergency Services
Damage to school Maintaining building and Inform ISV emergency contact
buildings OHS requirements Activateschool alerts to
Closure of school School OHS practices families
followed
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Tsunami NA NA NA NA NA NA
AR ORI Risk of Injury/Death Regular practice drills MAJOR POSSIBLI HIGH Activate ECO
Maintaining building and Contact Emergency Services
OHS requirements Inform ISV emergency contact
Activate school alerts to
families
élcr)nst:rapi):]yation Risk of Injury/Death Regular practice drills MAJOR LIKELY | EXTREMEL Activate ECO
Maintaining building and Contact Emergency Services
OHS requirements Inform ISV emergency contact
Activate schoodlerts to
families
goss_ of Essential Risk of Injury/death g/llilgtamm_g bund![ng and | INSIGNIFICAN POSSIBLE LOW Activate ECO
SRl requirements Contact Emergency Services
Inform ISV emergency contact
Activate school alerts to
families
Animal Hazard Risk of Injury /death School gat.es remain MAJOR POSSIBLE HIGH Contact Emergency Services
:jocked during the school Activate school alerts to
ay families
Offsite Emergency | Risk of injury /death MODERATE LIKELY HIGH Activate school alerts to

families
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12.0 APPENDIX GUPPORTING DOCUMENDN

12.1 EMERGENCY DRIIEXERCISE OBSERVEFORD

RUNNING LIST:

- Prebriefing With Chief Warden (outlinexpectationsdutiesif required)
- Brief Emergency Servicesréfjuired)

- Start EvacuationSy & dzZNB G 9 ESNOA &ASismatlé 8¢ | yy2dzy OSY S
- Control Reentry (thank evacuees for participating)
- Hold Warden Debrief

DETAILS:

/| KAST 21 NR
Name:

Nature of Event:

Location of Event:

Date: Time Event Time All at
Initiated: EAA:

OBSERVATIONS: YES NO

Did the persordiscoveringhe emergency alert other occupants and the Chief Warden?

Was the alarm activated?

Were the emergency services promptly notified?

Did staff direct persons from theuilding site per the evacuation procedures?

Were isolated areas searched?

Were building entrances secured?

Was the evacuation logical and methodical?

Did occupants act as per instructions?

Was a roll call conducted for students, staff and visitorsdardractors and volunteers)?

Was someone appointed to liaise with the emergency seivg®

Was someone appointed to liaise with tparentd community?

Was the emergency service given the correct information?

DidanyonereSy 1 SNJ 1 KS LINBYA &Swasgv&F 2 NBE (G KS al

Did anyone refuse to leave thmiilding site?
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12.2 EMERGENCY CHECKLISTS

(1
‘ [
D,Uf!?m‘,ﬂ EMERGENCY CHECKLIST
Name: Date: / / Time: : hrs
Emergency Services Notification: Telephone 000
Contact Time called Comments
o Emergency Services : hrs
0 Leadership Personnel : hrs
o Governing Body : hrs
WARDEN AREA REPORT
Warden Warden/s Time of Communication Search Complete / Comments
Area Name Deployment Method P
1
2
3
4
5
6
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10

11

ASSEMBLY AREA REPORT

People missing/requiring rescue Comments
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12.3 DEBRIEF CHECKLIST

INCIDENT DESCRIPTION

SITE

Chief Warden: Date: Time

WHO WAS PRESENT ABRIEF:
Chief Warden: Wardens:

Communications Officers:

SUMMARY OF THE EMERIGY:

WHAT WAS DONE WELL?

WHAT COULD HABEEN DONBETTER?

WHAT ACTIONS WIBE IMPLEMENTED BY WHOM?

DEBRIEF COMPLETED BY

Name: ECO Position:

Time: Date:

Job Title: Signature:
Versionl.0 Uncontrolled in Hard Copy Format
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12.4 BOMBTHREATHECKLIST

BOMB THREAT CHECKLIST

DO NOT HANG UP AT THE END OF THE CALL.
IMMEDIATELY REPORT THE CALL TO A WARDHEN ORIEF WARDEN.

Call taken by: Date:/ /
Location & phone number:
Exact wording of the threat: J T EfE9 JFff 9§
.................................................................................................................... Manner: Voice:
O calm 0 slurred

O angry O nasal
O excited | O stutter

O slow O lisp
.................................................................................................................... Q rapid Qraspy
.................................................................................................................... D Soft D deep
Questions to ask (bomb specific): Uloud Uragged
WheN Will it @XPIOEZ......cveeeeeee et O familiar | Hclearing
throat
WHETE IS it FIGNE NOW?......veeeeeeeeeeeeeeeeeeee e et Olaughter
O crying - deep
What A0S it I00KIKE? .........cveveeieeceeeeeeeeee ettt breathing
. . QOnormal | g ¢racking
What Kind of BOMD IS it2.........ccoooiiiiiii O distinct | voice
What Wil SEL It OfF2.......iuiviieciicieiceisee et a child J disguised
Did you place the BOMD2...........ccoviiieeie et U adult H accent
Other questions to ask:
Why did you place the DOMR2.........o e
AT LT C = 1= Y 01U SRR
RTAT A = U RS0 10 0 = 0 =Pt
RTAT L= LR RS o 10 =T o =TT USSP
What nuMber Can | CONTACT YRNT.........uiiiiiiiiiiiiii ettt e e e e e e e r e e e e e e eneeeeeeaanns
/'t SNRAE RSAONARLIIAZ2YY If the voice is familiar, it sounded like:
SexM/FXXX | OOS.y.lh....8 LIS Y oo, XXXXXXXXXXXXXXXXXZ]
Age: Other: CAYSY XOMPpoddd
[0 [CHPPU PP OP PRSPPI Call: | pyration: ... seckmin
Background sounds: Threat delivery:
O clear O local 0 phone booth O office O irrational 3 well spoken
O voices O music O motor O street noise U taped U foul
O static O crockery O factory O public address noise| U messageead out

O animal noise O long distance 0O house noise
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12.5 EMERGENGYT CHECKLIST

HAVE YOU: YES NO

Child Datae.g.signin sheet

Children and staff with special needs list

Enrolment records including authorisations and parent contacts

Staff Data

List of staff with emergency management or training skills

Traffic safety vesand or tabards

Keys

Standard portable first aid kit

A charged mobile phone

Torch with replacement batteries (or wind up torch)

A megaphone

Portable batterypowered radio

Bottled water

Portable norperishable snacks such as sultanas, ditieits, energy bars

Copy of facility site plan and evacuation routes

Sunscreen and spare sunhats

Whistle

Plastic garbage bags and ties

Toiletry suppliese.g.nappiegwipes

Other
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12.6 PERSONAEBMERGENCE/ACUATIORLAN(PEEP)

. Students Parent / Guardian /
PEEP prepared for: Responsible Teacher:
Date: Students Home Room:
Review date: Timetable Attached
Emergency Parent. /
Planning Guardlan./
Committee Resprc])n§|ble
approval: (Signature) Teacher: (Signature)

Reason for PEEP?

How to notify person of Emergency? i.e. visual cues etc.

Number of Staff to assist? 1 Warden 2 Wardens Other:

Equipment Required: i.e. wheelchair, stretcher, visual cues etc.

Who are your designated assistants (name, phone, email):
Note: Assistants must be trained in emergency response procedures and evacuation equipment
Name Phone Email

Advise Person of Procedures Notify the Student Parents of procedures

Extra Information:

e.g. assistance animal

9 Do NOT use lifts

If using a Wheelchair 1 Do NOT use stairs

9 Ifitis not possible to move the person to the Evacuation Assembly Area, move them as far
away from the danger as possible.

1 Remain with the person if it is safe to do so

=
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12.7 OFFENDEBHECKLIST

[0 ]
Dynamic OFFENDER CHECKLIST

Name: Contact Number: Date: / [/ Time: : hrs
Number of Intruders: Location of the event:

General

Gender

Age (approximate)
Height & posture
Weight and build
Skin complexion
Eye colour
Tattoos/scars

Hair

Hair colour

Hair length and style
Facial hair

Speech

Voice

Accent

Language used
Appearance
Clothing
Accessories
Jewellery

Footwear

Personal belongings

Weapon Description
Type (gun, knife, axe etc.)
Model (pistol, rifle etc.)
Size

Colour

Area Description

Where did the event take place?
Who were witnesses?

Did the offender touch anything?
Did the offender take anything?

Vehicle Description
Registration

Type (make and model)
Colour

Direction headed

ADDITIONAL NOTES
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12.8 MISSINGERSONHECKLIST

L L)
. -
Dynamiq MISSING PERSON CHECKLIST
Cre: afe and resilient world
Reported by: Contact Number: Date: / [/ Time: : hrs
Relationship with missing person: Name of missing person:

Last known location:

MISSING PERSON DESCRIPTION

General

Gender

Age (approximate)
Height & posture
Weight and build
Skin complexion
Eye colour
Tattoos/scars

Hair

Hair colour

Hair length and style
Facial hair

Speech

Voice

Accent

Language
Appearance
Clothing
Accessories
Jewellery

Footwear

Personal belongings

Health

Any impairment

(physical, mental, hearing or visual)
Medical or health issues
Medication required

Area Description

Where was the missing person last
seen?

Who was the last to see them?
Anywhere they may go in particular?
Could the missing have left with
someone?

Are they familiar with the area?

ADDITIONAL NOTES
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12.9 EVACUATION ASSEMBIREA CHECKLIST

9@ OdzZ A2y ! daSyofteée /2YYdyAOFdAz2yQa hTFFAOSNI
Move to and take control of the nominateelvacuation Assembly Area.

Logheadcountfrom each class group including anyone missing or requiring rescue.

Report the status of the Evacuation Assembly Area to the Chief WNIBEERSON

Manage alcommunications at the Evacuation Assembly Area.

Follow any further direction from the Chief Warden

EVACUATION
= =2 =2 =2 =9

Name: Date: / / Time:
Class Group | Area Evacuated People People Comments
From requiring Missing
rescue
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12.10 EMERGENCY ANNOUNCEWVE

EMERGENCY ANNOUNCEMENTS

Prefix all announcements with

G¢KA& Aad |y SESNDAAS 2yteé

G GaGSYy A2y (K AanouhéemdntyPleSs¥ &sbemiSe/bere you are and await further instructidgifs
necessaryfvailable Wardensplease report to thec insert Emergency Control Poitit

*Repeat*
*Sound alert tone*

EVACUATION

a!' GGSyidAaz2zy GKA& A& I Canlvosaidspledse dalyily raaieth®-813e8 gvdcdation
assembly areaavoiding the-insert area of emergeneyAvailable Wardengsplease report to theg insert
Emergency Control Poirt
*Repeat*

*Sound evacuation tone*

G!' GGSydAaz2y GKAA Aa |y SYSatBERlitiOnstruttighy uhtilAyird& MoBog. {ifd
necessaryfvailable Wardensplease report to theg insert Emergency Control Poing

*Repeat*
*(If necessary) sound alert tone*

LOCKDOWN

oCould-Mr Lock please report to the-insert location of persoitt

*Repeat*

Gl GaGSyidAazy +it 200dad yias GKS

*Repeat*
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APPENDICES

13.0 APPENDIX: EVACUATIOMMIAGRAMSSAMPLE)

EVACUATION DIAGRAM

Polytech

e Worawa Aboriginal College I
wersmi 60 - 80 Barak Lane
Healesville VIC 3777

EMERGENCY PROCEDURES

L
=
.

ASSIST ANY Tunag;;s RAISE THE ALARM | MOVE TO AND REMAIN AT THE
CERBON M H‘\ka e NOTIFY NEARBY | EVACUATION ASSEMBLY AREA
DANGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT
¥ SAFE T0 DO 80 MAKE A FINAL CHECK RECEPTION CLASS GROUP AND REPORT
OF THE ROOM AND (03) 5962 4344 ANY PROBLEMS TO THE
SHUT THE DOOR AFTER HOURS: COMMUNICATIONS OFFICER

N 1% oee Eoit= =
- N
EVACUATION ASSEMBLY AREA Polytech

ALERT TONE
(BEEP.. BEEP... BEEP..}
STANDBY FOR FURTHER
ANNOUNCEMENTS

EVACUATION TONE
(WHDOP.. WHOOP..
WHOOP.)
COMMENCE
EVACUATION

— H

Hosa Baed

e : NSy
oy i Essential
epihar Qils

Primary Egrass
Reaiti

t t =B

Secandary Bfpis

1] .
Dynamiq
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EVACUATION DIAGRAM

Hardening Shed & Green House

.|,-I--\ "|‘$
! E - -
L Worawa Aboriginal College
woras 60 - 80 Barak Lane
Healesville VIC 3777 ma_
EMERGENCY PROCEDURES &
ABRIAT ARY TURN OFF RAISE THEALARM | MOVE TOAND REMAIN AT THE [
PERSON IN HAZARDOUS NOTIFY NEARBY | EVACUATION ASSEMBLY AREA l
DAKGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT T
o 5o MAKE AFINAL CHECK|  RECEPTION CLASS GROUP AND REPORT £ monme
[FSAFETODOS0) oF THE RODM AND (03) 5962 4344 ANY PROBLEMS TO THE
SHUT THE DOOR AFTER HOURS: COMMUNICATIONS OFFICER

000

??ﬂ

ALERT TONE
(BEEP... BEEF... BEEP..)
STANDBY FOR FURTHER Hardenin

ANNOUNCEMENTS Shed g Greenhouse

EVACUATION TONE
(WHOOP. WHOOR..
WHOOP.)
COMMENCE
EVACUATION

LEGEND

Emargency Exit
Hissa Rl

Hydant

Blfetiner

First Aid &t

t EﬂEEﬁﬂ

Prifnary Egfiss
imary £

"'Dunamiq

Craating & sk and resilanm world
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EVACUATION DIAGRAM

Ground Shed

o Worawa Aboriginal College
Wersehe 60 - 80 Barak Lane
Healesville VIC 3777 @

EMERGENCY PROCEDURES

ABRIST ANY H:uz:z:?;;s RAISE THE ALARM | MOVE TO AND REMAIN AT THE
PERSON IN i NOTIFY NEARBY | EVACUATION ASSEMBLY AREA
DANGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT
\F SAFE TO DO 50| WAKE AFINAL CHECK|  RECEPTION CLASS GROUP AND REPORT
OF THE ROOM AND (03) 5962 4344 ANY PROBLEMS TO THE
SHUT THE DOOR AFTER HOURS: COMMUNICATIONS OFFICER SWITCH
' oee A BOARD

Wﬂ

1
L

)_

5
-1

ALERT TONE
BEEP... BEEP... BEEP...]
;YANDB?FORFNRTIH{E Grounds Shed @
ANNOUNCEMENTS

EVACUATION TONE
(WHOOP. WHOOP..
WHOOP..)
COMMENCE
EVACUATION

LEGEND

Essaigency Exit

Hesa fosl

Flasematda Lguid

Ouifidid &
Diganic Pesumises
Primary Egros
Rt

o .
i Dynamiq

(Crazting 3 cale and resiliant world
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APPENDICES

EVACUATION DIAGRAM

Maintenance Office/Shed

n Worawa Aboriginal College
wer el 60 - 80 Barak Lane
Healesville VIC 3777

EMERGENCY PROCEDURES

ABBIST R TURN OFF RAISE THE ALARM | MOVE TO AND REMAIN AT THE
PERSOM IN {AZARDOUS WOTIFY NEARBY | EVACUATION ASSEMBLY AREA
DANGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT
\F SAFE TO DO 50| WAKE A FINAL CHECK|  RECEPTION CLASS GROUP AND REPORT
OF THE ROCM AN (03) 5862 4344 ANY PROBLEMS TO THE * you
SHUTTHEDOOR | AFTER HOURS: COMMUNICATIONS OFFICER w ARE
. ™ HERE CHEMICALS
= STORAGE
Qﬁ: — C ¢ >
§
WASH

ALERT TONE i

(BEEP... BEEF... BEEP..) Archives Office

STANDBY FOR FURTHER
ANNOUNCEMENTS

EVACUATION ASSEMBLY AREA @

Maintenance
Shed

EVACUATION TONE
(WHOOP. WHOOP..
WHOOP.)
COMMENCE
EVACUATION

LEGEND

Ergancy Exit

Hose Ao
taveant

it
First Aid it
Coredin
Emargency Eye Wath

ke *Dunamig

Craating & sale and resilian world
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APPENDICES

EVACUATION DIAGRAM

Science, Life Skills, Maths, Language & Culture

n Worawa Aboriginal College
weraa 60 - 80 Barak Lane
Healesville VIC 3777

EMERGENCY PROCEDURES & EEEE

TURN OFF RAISE THE ALARM | MOVE TO AND REMAIN AT THE

J;SE?‘I:;:TJ HAZARDOUS NOTIFY NEARBY | EVACUATION ASSEMBLY AREA gttt n '_
DANGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT " .
\F SAFE TO 0O 50| WAKE A FINAL CHECK|  RECEPTION CLASS GROUP AND REPORT k "
OF THEROOMAND | (03 5962 4344 AMY PROBLEMS TO THE i H
SHUTTHEDOOR | AFTER HOURS: COMMUNICATIONS OFFICER ¥ @ . “Sibrary r
( ooo '
:
? ? i [
= : "

- E
L

— B %)
. et ul co | Yk

=

H : S [ [CHEMICALS
i : ~ | cUPBOARD

I
Stnrz

Server
Room

m EMERGENCY TONES

2| e =

L B e ALERT TONE EVACUATION TONE

(H | - (BEEP... BEEP... BEEF...) (WHOOP. WHOOP..

[ = STANDBY FOR FURTHER WHOOP. ) I

T oy o G ANNOUNCEMENTS COMMENCE EVACUATION -D s i
E sy by tWaah u q

Craaking & sabe ard resiliant world
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APPENDICES

EVACUATION DIAGRAM

Science, Life Skills, Maths, Language & Culture

. Worawa Aboriginal College
werses 60 - 80 Barak Lane
Healesville VIC 3777

EMERGENCY PROCEDURES Miaths

T —— TURN OFF RAISE THE ALARM | MOWVE TO AND REMAIN AT THE
PERSON N HAZARDOUS NOTIFY MEARBY | EVACUATION ASSEMBELY AREA @
BAMGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT E
IF SAFE T0 DO 50| WAKEAFINAL CHECK|  RECEPTION CLASS GROUP AND REPORT — f —————— s .
OF THE ROOM.ANN (013) 5962 4344 ANY PROBELEMS TO THE 1
SHUTTHEDOGR |  AFTER HOURS: COMMUNICATIONS OFFICER _ﬂ D . 1
00 '
e > You ]
Support ARE .
Server [E— '
%Q = hoam HERE -
'
- Music 4 F 3
£ Ly :

ALERT TONE sl:iﬁ
(BEEP.. BEEP.. BEEP..| e @
STANDBY FOR FURTHER . T
ANNOUNCEMENTS Languoge . ;
. . Library
-
5
EVACUATION TONE "Lt ﬂ- SWITCH :
(WHOOP. WHOOP. CHEMICALS Loy EOFSH
WHOOP.) CLIPBOARD E
COMMENCE %
EVACUATION . —

LEGEND

2 e

L mE ) o “Dunamiq

Craating a cale and resiliani world
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House 1
i"-r- ’ _
L Worawa Aboriginal College
kb 60 - 80 Barak Lane I- —
Healesville VIC 3777 - == St b el
—
EMERGENCY PROCEDURES L2kl S
throom
ASSIST ANY TURN OFF RAISE THE ALARM | MOVE TO AND REMAIN AT THE —
PERSOM IN MAZARDOAIR NOTIFY NEARBY | EVACUATION ASSEMBLY AREA
BARGER EQUIPMENT OCCUPANTS AND | ACCOUNT FOR YOUR CURRENT L
\F SAFE T0 DO So| WAKEAFINAL CHECK)  RECEPTION CLASS GROUP AND REPORT - -
OF THEROOMAND | 3 5062 4344 ANY PROBLEMS TO THE gl- w:l-wc
SHUT THE DOOR AFTER HOURS: COMMUNICATIONS OFFICER Bed 2 = T T

ooo

Bed 4 Bed 5

Ensu ite

o

ALERT TONE
(BEEP... BEEP... BEEP..)
STANDBY FOR FURTHER
ANNOUNCEMENTS

=
E Sitting Hmr;npamm
PANIC
BUTTON

WC Bed 6
Stistty (_,L‘ Bathroom l—

WC
1

o .
Kitchen

EVACUATION TONE
[WHOOP. WHOOP..
WHOOP.)
COMMENCE
EVACUATION

LEGEND

Esaigancy Exit

Husa Rosl
it
ihai

Fife Blaniat

Wi Extinguishis

t =@

Houseparent |5nm —

Primary Egris
it =

) By

°"Dunamiq
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APPENDICES

Worawa Aboriginal College

60 - 80 Barak Lane
Healesville VIC 3777

EMERGENCY PROCEDURES

MOVE TO AND REMAIN AT THE
EVACUATION ASSEMBLY AREA
ACCOUNT FOR YOUR CURRENT
CLASS GROUP AND REPORT
ANY PROBLEMS TO THE
COMMUNICATIONS OFFICER

TURN OFF
ASSIST ANY HAZARDOUS
PERSON IN EQUIPMENT
DANGER

MAKE A FINAL CHECK
IF SAFE TO DO 50| o THE ROOM AND
SHUT THE DOOR

WACSR - VIC - W01 - REV A - Valid JUL 2022 to JUL 2027

RAISE THE ALARM
NOTIFY NEARBY
OCCUPANTS AND
RECERTION
(03) 5962 4344
AFTER HOURS:
000

?@ﬂ

ALERT TONE
(BEEP... BEEP... BEEP...)
STANDBY FOR FURTHER
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14.0 APPENDIB: SPECIAL NEEOST

Thetables belowprovide details ofhe staff and children that may require assistancalinemergencySee
Section7.15 People with Disability / Injury Procedurfer the evacuation of people with special neetdibe
template for creating®ersonal Emegency kacuation Plans can be foundSection 12.6 Personal
Emergency Evacuation Plan

14.1 STAFF WITH SPECIEEDS

FIRST | SURNAME ROOM CONDITION ASSISTANC RESPONSIBI PEEP
NAME / REQUIREL PERSON CREATED

GRADE

To ensure adherence to the provisions of the Informati&mnivecy Act 2000, this is sectionis not
includedhere.

14.2 CHILDREN WITH SPEQIEEDS

FIRST | SURNAME ROOM CONDITION ASSISTANC RESPONSIBI PEEP
NAME / REQUIREL PERSON CREATED

GRADE

To ensure adherence to the provisions of the Informati@nivacyAct 2000, this is sectionis not
includedhere.
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15.0 APPENDIX: CONTACDIRECTORY

15.1 EXTERNACONTACTIST

EMERGENGYONTACTS

Emergency Services
(Police, Ambulance, Fire OOO
Services)
Police www.police.vic.gov.au 131 444
State Emergency Service| Flood, wind, storm 132 500
(SES) damage
Independent Schools Victoria https://www.is.vic.edu.au/
(03) 9825 7200
Poisons Information Victoria http://www.austin.org.au/poisons 13 11 26
Centre (24 hours)
Dept of Health Check local listing or go tatps://www2.health.vic.gov.au/
[including hospitals]
Nearest Hospital Maroondah 1300 342 255
Hospital
Local Government Yarra Ranges 1300 368 333
Council
ABC Radio AM 774 Broadcasts bushfire & emergency warnings
Bushfire Information Victoria 1800 240 667
Line
Bureau of Meteorology www.bom.gov.au (03) 9669 4965
Metropolitan Fire https://www.frv.vic.gov.au/
Response
RuralFireResponse https://www.cfa.vic.gov.au/
Fire Equipment Lilydale Fire Safety 03 9735 5541
Maintenance Services
Dept ofHealth and Victoria https://www.dhhs.vic.gov.aul4 hour line-
Human Services 131 278
Dept of Families, East Division 1300475 170
Fairness and Housing
Environment Protection Victoria https://www.epa.vic.gov.au/ 1300 372 842
Agency (EPA)
Dept of Energy, Victoria https://www.deeca.vic.gov.aul36 186
Environment and
Climate Action
WorkSafe Victoria https://www.worksafe.vic.gov.au/
132360
Gas Elgas 131 161
Electricity Ausnet 131 799
Versionl.0 Uncontrolled in Hard Copy Format
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Water Yarra Valley Water

132 762

15.2 TRANSPORT NETWORINTACTS

CONTACT INFORMATION

School Worawa Aboriginal College
Principal Name Contact Details

Lois Peeler Executivedirector@worawa.vic.edu.&
School Bus Coordinator Name Contact Details

Tanya FergusoqBoardir]
Katharine Smith Teachi

Headofboarding@worawa.vic.edu.ay
deputyprincipal@worawa.vic.edu.au

15.3 STAFF CONTACT INF@ORNDN

Staff contact information cahe accessetia administrationThis information is not replicated hete better
manage its currengyaccuracyand for information security purposes.

15.4 STUDENT AND PARENFAMILY CONTACT INENMDATION

Student andparent/ familyinformation canbe accesse#tiaadministration. This information is not replicated
hereto better manage its currengyccuracyand Pr information security purposes.
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16.0 APPENDIS: PORTABLE FIRE FIGKEHQUIPMENT
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