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INTRODUCTION
In accordance with the principles of the Work Health and Safety Regulations 2012 under the Work Health and Safety Act 2012 and Australian Standard, Planning and Emergencies in Facilities AS3745-2010, each Department of Education site must have a site Emergency Plan in place.
The purpose of this template document is to ensure a minimum standard of considerations in responding to an emergency or other major incident at a DfE site and should ideally be completed by a member of your Emergency Management Team, Incident Response Group or suitably experienced individual.
Once complete, your site Emergency Management Plan is to be submitted to the Security and Emergency Management unit at DECD.SecurityIncident@sa.gov.au within DfE Central Office, Adelaide for audit and compliance as per the listed requirements within the Site Reporting Companion  and mandated by the Emergency Management Framework.
Please note that scope of the internal audit is:
1) To confirm the existence of an approved Emergency Management Plan at each site
2) To confirm that all areas of the template have been completed
3) To confirm that distinctly different notification tones or systems exist for the various emergency response options to ensure evacuation alerts and shelter in place alerts are not misinterpreted
The Security and Emergency Management unit cannot accurately assess the quality or viability of the specific processes you document for your Incident Response Group, since they must be tailored specifically to your infrastructure, occupancy and staffing.
You are required to undertake a minimum of two (2) emergency simulations per term, which should be used to openly and honestly assess the likely success or failure of your processes.  Where necessary, changes should be made to ensure any deficiencies are adequately addressed.
The Security and Emergency Management unit can provide advice to assist you in the development or amendment of your emergency plan.
As the site Emergency Management Plan must be checked for currency at least once per year, the Security Emergency Management unit will ensure the online availability of any updated versions of this template by 31st May each year.  Note – you will only be required to complete new sections of the template, not the whole document.
Please note that all updated and completed plans are to be submitted prior to 31st July each year.

Completion and submission of this template supersedes any pre-existing site emergency templates and any prior displays of emergency contact information must be consistent with the information contained within this document



NON – SITE EMERGENCY CONTACTS
	Emergency (Police, Fire, Ambulance)
	000

	Police
	13 1444

	Local Police
	8207 9411

	Local Fire
	000

	CFS Bushfire Information Hotline
	1800 362 361

	DECD Security & Emergency Hotline
	8116 9230

	State Emergency Service (SES)
	13 2500

	SA Power Networks
	13 1261
82821545

	Local Hospital – Lyell McEwin
	8182 9000

	Education Director – Kristen Masters
	8314 4042

	DECD Security, Bushfire & Emergency Team
	1800 000 279

	DECD Media Unit
	8226 7990

	SafeWork SA
	1300 365 255

	Environmental Protection Authority
	8204 2004

	Alcohol & Drug Information Service / Needle Clean Up Hotline
	1300 131 340

	Poisons Information Centre
	13 1126








SITE EMERGENCY CONTACTS
In the table below, list personnel situated at the site, who may be contacted in the event of an emergency situation impacting upon your site.  Considerations should be given to the inclusion of details for persons/groups likely to be using the site outside of normal business hours, eg OSHC, sporting activities etc.
	
Site Role / Position

	
Name
	
Contact Number
School
	
Out of Hours 
Contact Number


	
Principal

	
Cam Wright
	
82542625
	
0417948552

	
Deputy Principal

	
Danica Wuttke
	
82542625
	
0407631314

	
Assistant Principal

	
Kylie Scott
	
82542625
	


	
Senior Leader

	
Tenielle Fryer
	
82542625
	

	
Business Manager

	
Vera Pozniak
	
82542625
	


	
OSHC / Vac Care 
School Holidays

	

	
	
0459988101
82002516











INCIDENT RESPONSE GROUP
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INCIDENT RESPONSE GROUP CONTACTS
Fill in the names and contacts of the main and alternate persons nominated for the respective roles in your Incident Response Group:
	Incident Controller

	Main:
	Cam Wright

	Contact:
	0417948552

	Alternate:
	Danica Wuttke

	Contact:
	0407631314



	Operations Officer

	Main:
	Vera Pozniak

	Contact:
	82542625

	Alternate:
	Kylie Scott

	Contact:
	82542625


	Communications Officer

	Main:
	Danica Wuttke

	Contact:
	0407631314

	Alternate:
	Kylie Scott

	Contact:
	82542625



	Safety Officer

	Main:
	Ashlee Barnes

	Contact:
	82542625

	Alternate:
	Cam Wright

	Contact:
	0417948552


	Logistics Officer

	Main:
	Ruchi Mathur

	Contact:
	82542625

	Alternate:
	Vicki Jasson

	Contact:
	82542625


			



	First Aid Officer

	Main:
	Vicki Jasson

	Contact:
	82542625

	Alternate:
	Ruchi Mathur

	Contact:
	82542625


	Planning Officer

	Main:
	Kylie Scott

	Contact:
	82542625

	Alternate:
	Danica Wuttke

	Contact:
	0407631314







	Agency Liaison Officer

	Main:
	Kylie Scott

	Contact:
	82542625

	Alternate:
	Vera Pozniak

	Contact:
	82542625
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INCIDENT RESPONSE GROUP ROLES

	Incident Controller
	IC directs and coordinates staff and students to safely exit areas. IC provides backup for an issues and ensures areas are evacuated. IC then moves to evacuation point to ensure staff and students are accounted for. 

	Communications
Officer
	CO proceeds to the evacuation point.  Ensuring staff and students are moving into their designated area. Assists the IC with the management of the ongoing operations.

	Operations 
Officer
	OO proceeds to front of school to ensure no one enters school site.
Closes off gates to main area. Waits for the emergency vehicles to arrive and informs them of the area of emergency. Stays at front of school to inform anyone attempting to come on site of the emergency situation.  Contacts IC or CO to communicate of emergency services attendance.

	Safety 
Officer
	SO proceeds to evacuation point to ensure the work health and safety of staff and students on site during the incident.


	Logistics 
Officer
	LO activates alarm for emergency.  Prints off the report from academy sign in system. Collects the student emergency details folder. Locks the front doors to Admin building, then checks that all areas in admin are evacuated and closes doors behind and heads out to evacuation point

	First Aid 
Officer
	FAO locates trolley with all relevant information and equipment and moves out to evacuation point. 

	Planning
Officer 
	PO proceeds to 2nd gate at front of school to ensure no one enters school site.  Closes off gates.
Then proceeds to evacuation area to help with strategies to mitigate risks and liaise with internal and external agencies.

	Agency Liaison
Officer
	As above


All Officers have an alternate staff member in case of main contact being absent or not on site.

SITE PROFILE
	SITE INFORMATION

	Site Name	Adelaide North Special School

	Address	135 Douglas Drive, Munno Para West SA 5115

	Telephone	8254 2625

	Email	dl.0476.info@schools.sa.edu.au

	Time Site Opens	8.00am

	Time Site Closes	4.00pm

	


	STUDENT / STAFF INFORMATION

	Number of Current Enrolments	185

	Number of Staff	 140

	Proportion of Staff Disability/Health Factors (%)                                       N/A

	Proportion of Student Disability/Special Education Needs (%)	100%



	BUILDING INFORMATION

	 Do you have a Monitored Security Alarm	   Yes, it’s a combined security and fire 
                                                                                          alarm system

	If “Other” make/model, provide details	N/A

	List Buildings NOT covered by security system	   N/A

	Do you have a separate Fire Alarm Systems?	N/A

	List Buildings not covered by Fire Alarm	N/A

	Is there an emergency telephone?	No

	If “others” provide details	N/A

	Select method used for alert tone warnings?	Others

	If “others” provide details	Security device, megaphone, whistles

	List on-site hazards (e.g., Gas/pool chemicals)	Location (e.g., Science lab, chemical unit

	1. Medical Support – Oxygen                             Purple Unit – Building F

	


	EMERGENCY POWER SYSTEM

	Please provide information below relating to the backup power supply available for use on your site in the event of an emergency (e.g., Generator) Please include information such as where to access the supply, what system is connected to the supply and basic operational information.
If not applicable, please type N/A. DO NOT LEAVE BLANK SPACES.

	Location                                            	       N/A

	Systems connected	       N/A

	Basic operating instructions or location of	  N/A
Hard copy operating instructions



	UTILITIES

	Please provide basic information below3 regarding the main utility supplies connected to your site. Include information such as how to locate, operate or witch off these utilities in the event of an emergency.

	           Utilities                    Location of shutoff valve/switch          Special Instructions

	Gas (Mains/Bottled)        Douglas Drive (in front of school)      N/A

	Water                                 Douglas Drive (in front of school)      N/A

	Electricity                           Mains switchboard located on           Each building has own 
                                             wall of Gym walkway                           switchboard                 

	Sprinkler System                N/A

	Heating System                  Ducted Air Conditioning                     All areas
                                              Gym – Gas heating                              Ceiling mounted
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EMERGENCY ASSEMBLY AREAS AND 
ALARM TONE PROCEDURES
IMPORTANT!  The alarms raised for each emergency response should be easily distinguishable from each other.  For example, an alarm tone and/or duration to direct persons to a Precautionary Building Confinement MUST differ from an alarm tone for an Evacuation response, in order to avoid any confusion


	Emergency Assembly Areas & Alarm Tone Procedures


Important! The alarms raised for each emergency response should be easily distinguishable from each other. 
For example, an alarm tone and/or duration to direct persons to a Precautionary Building Confinement 
MUST differ from an alarm tone for an Evacuation response, in order to avoid any confusion.

	Shelter-in-Place


Help! What is meant by Shelter-in-Place?
	Shelter-in-Place Location (specify SAMIS Building Number, room number or facility type)

	Not Applicable

	Alarm Tone/Alert Method Used          Duration /Pattern of Alarm Tone (where applicable)

	N/A                                                              N/A

	If “Other”, please provide further details

	N/A



	Precautionary Building Confinement (PBC) / Stay in Place


Help! What is meant by Precautionary Building Confinement (PBC)/Stay in Place?
	PBC / Stay In Place Location (specify SAMIS Building Number, room number or facility type

	All staff and students will go to the unit buildings and classrooms for invacuation.

	 Alarm Tone/Alert Method Used          Duration /Pattern of Alarm Tone (where applicable)

	Alarm – electronic                                     Short continuous

	If “Other”, please provide further details

	Staff to lock all outside doors, if curtains are on windows, close them and everyone out of sight from any window or door.



· Leadership staff would be ringing unit reps if required.



	Evacuation


Help!  What is meant by an Evacuation?
	On-Site / Adjacent Muster Point Location(s) (e.g., oval/car park/courtyard)

	On-Site Location A                                   Senior Active Yard

	On-Site Location B (optional)                Parent Car Park – southern area

	If there are two locations A & B, please state the protocol used to direct the occupants to either A or B during an emergency.

	All staff and students to go to the Senior Active Yard as first point. If there is any danger from emergency then staff and students should go to the Parent Carpark – southern area.


	Alarm Tone – Method Used                                    Duration / Pattern of Alarm Tone

	Alarm – electronic                                                      Long continuous

	If “Other”, please provide further details

	In an emergency situation where staff and students need to evacuate the buildings, please take the shortest, safest path to the designated area.





	Off-Site Back-up Location


Help! Why do I need an Off-site Back-up Location?
	Off-Site Back-Up Location(s)

	Off-site Location A                             Mark Oliphant College – if directed by Emergency Services

	Off-site Location B (optional)           Playford Lakes Golf Course – if directed by Emergency Services

	If there are two locations A & B, please state the protocol used to direct the occupants to either A or B during an emergency.

	A – In an emergency situation where staff and students need to evacuate the buildings, please take the shortest and safest possible route to the Mark Oliphant College tennis courts (through gate in staff car park) if directed by Emergency Services

B – If directed by Emergency Services, make your way to Playford Lakes Golf Course. Go through gate in the JP Playground which takes you through to a lane way to golf course.


	Alarm Tone / Method Used                                          Duration / Pattern of Alarm Tone

	Alarm – electronic                                                            Long continuous

	If “other”, please provide further details

	N/A
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	Hazard                                                                                       Emergency Response    

	Flood                                                                                         Off-site evacuation

	Additional procedures

	List additional procedures to complement those developed for your ‘Off-site evacuation’ procedures as
stated in the earlier section of ‘Emergency Assembly Areas and Alarm Tone Procedures’.





	Hazard                                                                                       Emergency Response    

	Fire                                                                                             On-site evacuation

	Additonal procedures

	




	Hazard
	Emergency response

	Intruder
	Stay in Place

	Additional procedures
	

	
	








	Hazard                                                                                       Emergency Response    

	Bomb threat                                                                             Off-site evacuation

	Additonal procedures

	




	Hazard                                                                                       Emergency Response    

	Pandemic – School Shutdown                                              COVID Shutdown

	Additional procedures

	Departmental Guidelines change weekly – for the latest updates please refer to intranet.
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	                                                            Student Collection During Emergency

	Emergencies may occur at any time and often without warning. In such circumstances, it may not be possible for students to be collected by their usual family member or authorised person, or indeed be permitted to make their way home in the usual manner. Sites must ensure that adequate processes are implemented to facilitate urgent changes to usual collection or release arrangements (e.g., SMS authorities permitted and with agreed codeword, proactive communication to parents on Total Fire Ban days or during storm events, urgent OSHC arrangements).

HELP! What are the guidelines in developing an effective student collection protocol during an emergency?


	Detail any specific arrangements to accommodate urgent changes to collection / release authorities during an emergency.


	Parents and caregivers will be contacted to pick students up from the designated area. The Transport company will be contacted and advised of emergency situation and procedures regarding transport of students. Students who are unable to be picked up by parents/caregivers will stay with staff until arrangements can be made to be transported home.




[image: ]








	                                                               Designated First Aid Staff

	Vicki Jasson                                                                                         8254 265

	Ruchi Mathur                                                                                      8254 2625

	Amanda Turner                                                                                  8254 2625

	Leona Cox                                                                                            8254 2625








	                                                   Persons Requiring Additional Assistance Register

	Please complete the below register with occupants that would require assistance in the event of an emergency situation i.e., those with special needs or disabilities.


	Name
	Location/Area
	Condition
	Type of assistance required during emergency
	Name of responsible person for provision of assistance
	Responsible person contact number

	All students
Suzie Conniff
	Whole School
	Assorted
Wheelchair
	Assorted
	Cam Wright
	82542625
0417948552










[bookmark: _Hlk195781537]WHS Officer & Fire Warden for Units
	Unit
	Work Health & Safety Officer
	Fire 
Warden

	Junior Primary Unit

	
Ashlee Barnes
	
Sam Frankcom

	
Primary Unit
	
Alex Hazeal
	
Claire Palmer

	
Pink Unit


	
Kat Wcislo
	
Kayla Mancini

	
Senior Unit

	
Luke Stephenson
	
Joshua Fitzpatrick

	
R – 12 Unit


	
Peter Smith


	

Peter Smith

	
Pathways

	
Andrew Clark

	
Andrew Clark

	
Grey Unit
	
Natalie Costa
	
Ash Laoutaris
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       This Document is completed by:
	Name
	Vera Pozniak

	Designation
	Business Manager / Operations Officer

	Contact Number
	8254 2625

	Email
	dl.0476.info@schools.sa.edu.au

	Date of completion
	12/09/2024
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Roles

Incident
Controller (IC)

Operations
Officer (00)

Responsibilities

During an emergency

Post emergency

IC provides leadership, directs and coordinate | IC collates relevant information from various.
resources to ensure the safety of occupants | members of IRG and liaises with EMT to

at the site

organise a debrief session. IC provided inputs
to facilitate reviews of the actions taken and
recommendations to amend plans.

00 oversees the implementation of the | 0O liaises with EMT to assess damaged
relevant action plans and is responsible for | properties and to restore facilities/services.

managing, supervising and monitoring on-

going operations.
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During an emergency

Post emergency

CO  manages and  monitors _all
‘communications with internal and external
‘agencies e.g. DECD Central Office, Emergency
Services or Parents.

O liaises with ENIT fo i5suUe communiques for
the staff, students, parents and the
‘community, and attends to queries related to
incident.

S0 works closely with the other members o
ensure work health and safety of occupants
atthe site during the incident

SO aises with EMIT t0 review the safety of the
ste and its facities, and make
recommendations to mitigate resultant risks.

10 manages the logistical needs, including
equipment, services and manpower, to
facilitate the operations

0 liaises with EMIT to review the status of the
‘emergency equipment and services, and make
recommendations to reinstate them.

FAO administers firstaid to occupants and
documents occurrence of illnesses and
injuries requiring treatment

FAG liaises with ENT {0 review the status of the
fistaid  equipment  and  make
recommendations to reinstate them.

PO collects and evaluates information refated
tothe incident and resources, and formulates
strategies to mitigate identified risks for
implementation by IC

PO liaises with IC and 0O to review the incident
and risks identified during the emergency and
make recommendations to enhance the plan.

'ALO assists CO with liaison with internal and
external agencies

'ALG assit CO in the liaison with EMT in the
issuance of communiques and to attend to
queries related to the incident.

I Mandatory role within an Incident Response Group
QI Ovtional but recommended role within an Incident Response Group
(NB: Titles may differ bur the responsibilties will be as described within above summary table).
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Hazard Identification and Risk Assessment

Hazard identification, isk assessment and control procedures are necessary to prepare you to response effectively to
any emergency situations on or around your ste, in order to ensure the safety of the site and its occupants.

Using the table below, click on the check-boxes for the assessed risk associated to each of the poter
hazard/emergency situation that we have pre-identified. For example, if your site is situated in a high risk bushfire
location, click on the check-boxin the red High Risk’ column for ‘Bushfire'; however, should your site be located within
the CBD and be considered at an insignificant risk of a bushfire emergency, then click on the check-box in the
corresponding white ‘Insignificant Risk’ column. Additional spaces have been made available to include any other
additional site specific hazards relevant to your site. Where a potential high risk hazard/emergency situation is
identified, the procedures developed to address such an event must be completed in the next section.
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HIGH RISK EMERGENCY PROCEDURES  

In the event of an Emergency  

Follow your site’s risk assessment and hazard identification, emergency procedures  must be in place for each role 

within the Incident Response Group. For examples of procedural checklists for the mandatory roles, please refer to 

Appendices A, B & C. Please note these checklists can be used and adap ted as per the requirements of your s ite(s). 

For ALL identified ‘high risk’ hazards or emergency situations, please state the specific  procedures you have in 

place for each of these events (EXCEPT for ‘Bushfire’ whereby the Bushfire Response  Plan in the next section 

should be completed). 
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ANSS COVID SHUTDOWN- AFTER HOURS PROCEDURE
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Emergency Supplies Plan

In your response to an actual or imminent emergency, the occupants of your site may have to remain on the school
grounds for a prolonged period, until the threat has been adequately addressed by the emergency services and
then given the clearance to leave the site. Hence, it is important to maintain sufficient stock of emergency supplies
for the expected number of occupants of the site during an emergency.

Drinking Water Supply Plan

Drinking water must be readily available at the site and it must not be reliant on the mains (water or power) for its
provision. Otherwise, sufficient drinking water supply (e.g. bottled water) must be maintained at the site at all times.
The stock should be checked periodically to ensure that it has not expired. Ideally, there should be about 4 litres of
water allocated to each person. However, due to the limitations on the amount of water that you can store on site,
we would recommend at least 1 litre of water be allocated for each person for the purpose of your site’s emergency
supplies plan.

Rainwater tanks used for drinking purposes must incorporate disinfection via an ultraviolet light irradiation system.
For further information regarding drinking water, see the DECD intranet at:
https://myintranet.learnlink.sa.edu.au/operations-and-management/facilities-and-security/energy,-water-and-
‘waste-management/water

State your site’s drinking water supply plan and availability during an emergency situation

Rain Water tank
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Essential Items Supply Pla

During an emergency, the power and water supply from the mains, as well as internet and mobile/landline
connectivity may be affected. Your site may maintain the stock of these basic items to facilitate emergency
operations, alleviate the trauma experienced by the accupants and to aid the recovery process after the event. You
may add further items to the list by using the spaces provided

Some of the items that you may want to include ar

« Battery-powered, wind-up or solar powered radio

«  Waterproof torch

Spare batteries for all devices (especially mobile)

e First aid kit with guide book

 Toiletries (soap, handwash, alcohol wipes, toilet paper, tissues)

e Blankets

e Candles with matches

«  Glow sticks (non-toxic)

« Whistle (to signal for help)

©  Dust masks, plastic sheeting and duct tape (for Shelter-In-Place)

 Children activities (board games, colouring books, toys)

 Safety vests (for identification of key personnel)

o Garbage bags and ties

« Megaphone

'Add other items using space provided

*  Glow sticks
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Student Collection Protocol

Students Attendance Record

All schools must have a system to record student attendance and be able to account for the presence or absence of
all students during an emergency. In addition, processes must exist to ensure students are only released to
authorised individuals.

HELPY| What are the key features of a system to record students’ attendance and nominated persons (or otherwise
approved persons) for collection?

Provide details of your site’s current system to account for students following an emergency response and any
methods for corroborating student collection authorities

Staff, students and visitors to assemble at the designated evacuation points. Teachers bring out the current roll
book with them to the area. Teachers then take the roll accounting for all students.

One safety officer from each unit brings the roll books to the Clerical SO and relays that everyone is accounted for.
If there are any missing staff, students or visitors the other safety rep must immediately report who is missing to one
of the Leadership staff. The Clerical SO will then mark off a list who is accounted for. The clerical SSO will be at a
designated spot with any visitors and contract staff marking them off on the printed sheet from that sign in register.

Clerical SSO then reports back to the Principal on attendance of all staff, students and visitors from lists on site.
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Administrative Support Plan

Sites must schedule emergency drills (theory or practical) relative to their specific risks. It is expected for schools and preschools to practice emergency procedures on at
least two (2) occasions per term. It is important for the sites to validate ALL forms of emergency responses (i.e. Shelter-In-Place, PBC/Lockdown, On-Site Evacuation, Off-Site
Evacuation and Bushfire Refuge) on at least one (1) occasion over the calendar year. For R1/R2 bushfire rated sites, they are required to schedule additional (1) Shelter-In-
Place and (1) Evacuation prior to the commencement of the Fire Danger Season.

Please record schedules to be counted for the mandatory number of simulations to be performed by each site for each calendar year (i.e. 8 for non-bushfire rated sites
schools and 10 for bushfire rated sites).

Emergency Response Type Simulated Scenario Theory or Date Scheduled
(e.g. flood, fire, bomb threat) Practical
Precautionary Building Confinement/Lockdown Choose type
Evacuation (On Site) Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
Choose a response type Choose type
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Completion Checklist

Please go through the checklist to ensure completion of the Emergency Management Plan for your

Section Completed?

Emergency Contact Numbers Yes B No NA O
Incident Response Group. Structure Yes @ No O NA T
Site Profile Yes X No O NA O
Site Plans and Area Maps Yes @ No O NA T
Emergency Assembly Areas and Alarm Tone Procedures Yes @ No O NA T
Hazard Identification and Risk Assessment Yes X No O NA O
High Risk Emergency Procedures Yes @ No O NA T
Emergency Supplies Plan Yes @ No O NA T
Student Collection Protocol Yes X No O NA O
Bushfire Response Plan Yes O No O NA T
Administrative Support Plan Yes No [J NA O
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Appendix A1 - Incident Controller (Emergency Procedure)

Emergency Procedure Checklist:
Incident Controller

Theintention of this checkist s to provide a helpfu guide 35 o the minimum requirements for acions aken in
response orin amicpation of an emergancy event by the mandatory ol of an Incident Contollr within an Incidet.

Response Group IRG). Yoursite may have addiionslstep o befollowed and these shouldbe sted within the spaces
svalabe

[ctions. ves o

L. Ascerain the nature of th smergency and determin the spproprite acton/siarm tobe rased | | O
toiniiate procedures to b followed (i nat sresdy sctiated]

2. Establish 2 Control Canre for aperations snd commurications) ¢ sitable acston, comvene | 3| 0
the Incdent Response Group (), defie objectives, assign al ass to IRG members
(incuging imalies for ction and reporting)and determine next scheduled briig tme

3. Brisf emergency senices personnel upon arrivl an type, scop and locaton f the emergency, | 0| O
hestetu of th evacustion and hereafier act on Senior officer < instructions.

5. Atthe nest seneduled bisin,IRG membrs provdes updateson progress o asks snd nawor | 3| O
adtionaltasks to b asigned as approprate

5. Set timelines and urthe reportingreview o ncident status. EE
& Iftheincident s sl activ, repest step 4 nd 5 sbove. EE
7. fthe indden £ no longer acive!, organize debrisf of ncdent and sl report by RG members. | 3| 0
5. Authoisethesaferetum ofoccupants when satisied t do so and sfer consultationwin | 0| O
emergency senvies.
5. stand down 1RG EE
Al ther responsiilies o sed belou:
EE
EE
EE
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Appendix A2 - Incident Controller (Post Emergency Procedure)

Emergency Post Procedure Checklist:
Incident Controller

Theention f this checkst s o provide a helpfulguide 2 1 the minmum requirementsfr past procedure actons
0 be completed by the mandatory rolsof n Incdent Cantroler within an ncident Response Group. Your e may
ave scitonslstap to b fllowsd or may delegate some of e post procecure actons 0 ancther member of tne
Incident Response Group. Pleas st addianal actions within the spaces vaibie.

‘Actions e | Mo

L. Provide relevantinformation tofaciitte enry inta IRWS Incdent and Respanse Mansgement | 0 | 0
Systam)

2. Collstesinformation from various IRG members inpreparation for 3 ebrif of theaciontaken | 0 | 0

duringthe emergency by th group.

3. Attend the de-bisingsesion withIRG and Emergency Mansgement Team (EVI| membersto | 0 | 0
s an review the situsion,pans,actionstaken or should betaken)

3. Greumstances ofth incident;
b, Identiythe underying cause o he ncident;

. Establish whether the il management and emergency rasponse was implementad
accorsing o plan;

& Review thelog of activiiesrecorded and actions aker;
. Review effectivenss and sdequacy o actions tken;

£ Review the risk sssocated with the incident;

& Review theplans/actions o mitigae th is o accaptabl evel

. Identiysaffor students who may be atris,for supportto i recovery.

Al ther responsiilies o s belou:

EE
EE
EE
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Appendix B1 - Operat

Emergency Procedure Checklis
Operations Officer

Theintention of this checkist s to provide a helpful guide 35 o the minimum requiremens for acions aken in
response orinanticpation of an emergency event by the mandatory roe o an Operations Offcer within an ncident.
Response Group. Your site may have sddiiona seps o be fllowed o the Incdent Controler may have delegated
‘2ddtion dutis during an emergency for thisrole. Thase should b sted withi thespaces avaliable

ns Officer (Emergency Procedure)

‘Actions Yo [no

L. Establsh an Operations Ares within ths Control Cantre =t it to mansge, upervis snd manitor| O
the operatons.

o

2. Have 3 working mobile telephon and the emergency telephons contact st

3. Have site map(s)/area map decaling safest possible xits fom the buldingls]or way from site

5 iave s st s it and other necessary emergency supplies

5. Have alst o Parsons Requirng Addiional Assisance Register for avacuation purposes

& Have alst o staf who araFirst Ad andor Emergency Maragement wined

7. Ensure oll clls completed,occupants been accounted for and all aress vacusted

5. Ensure uiites (power, ater, gas etc.) are shuof where necessary or pssile)

5. Ensure avallabity o emergency power supply (i posie o necessary)

0. Ensure vailabltyof emergency supplies (driking weater, food and ssentilams)

L1 Ensure availabilty of emergency sanitary setp (o5 1y It orcamping toler]

12 reparesetup to facftate student collection protocol

13 Maintain 2 log of events, notes and instructions.

18 Manage, supervise and moritoroperations

15, Report o stuaion,contrl progress and emergig s

olofalo]ofo]olalalalala]ola]o
olofolo|ofo]jolololololo]ofo]o

16. Ensurasafey and report on incidentsfaccidents

Al ther responsiilies o s belou:
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Appendix B2 - Operations Officer (Post Emergency Procedure)

Emergency Post Procedure Checklist:
Operations Officer

Thecention f this checklst s o provide a helpfulguide 2 t the minmum requirementsfo past procedure actons
0 b2 completad by the mandatory ole o an Oparations Officer within an Incident Resporse Group. Your ste may
have aditona teps to b followed or the ncident Controle may have deegated adaition post procadure dutis for
s rale. Plaase st aitions! actions withithe spaces avasble.

‘Actions Yer Mo

L. Review the effectivens o the amergancy management lan and prepare o provide inputsto | 0 | 0
improve s implementatin for futura events

2. Attend detrifing sesion with I and EMIT members o provide nputs on the mansgement, | O | 0
suparvision and mritoring of operations dring the emergency stuation

3. Liaise with EMT 0 assess damaged properties and 1o rstor aciies/servics

5. Coordinate vith SO (i ry) fo lisan with ENITta reviens th ssfety of the 3t and e ecities,
and mke racommenditions to mitget resitant sk

5. Coordinate it LO f an) forason with ENT o eview the tatus ofthe smergency o |=
quipment and servies, 2nd make recommendations 1o reinstte tham

& Coordinate it PAD (f any) for isson with EMT o review the statu of i frstsid squipment | 0| 0
and mke recommendtions o reistate them

Al ther responsiilies o s belou:

ERE]
ERE]
ERE]
ERE]
ERE]
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Appendix C1 - Communications Officer (Emergency Procedure)

Emergency Action Plan Procedure Checklist:
Communications Officer

The intention of this checkist s to provide a helpful guide 35 o the minimum requirements for acions aken in
response or i antication of an emergancy event by the mandatory fol of 3 Commurications Offcer within an
Incident Respors Group. Your site may have sdditional seps to be ollowed or the Indent Controller may have.
deegated addition ries during an emergancy fo tis role. Thesa should be sted within he spaces avaiabe.

‘Actions Yo [no

- Establsh = Commuricatons Area it the Cantrol Centre st 5t o mansge anamaritorall | O
communicationswith internsl and xtemal sgences

o

2. Have 3 working mobile telephon and the emergency telephons contact st

3. Notiy the emergency services using teir smergency numbers

& Notify the DECD (Securiy,Bushfira and Emergency Management)

5. Notiy relevant parces (<5 other sies, head ofice, ird paries, parents]

& Provide nformaion to amergency senices who aived at the school

7. Coordinate requests orinformation from interal or external paries

. Courdinate dsseminaton of information t nternal o externalparties

5. Misintin s log of events, commorications and instrucions

olo|alo|olo]olo]o
olofolo|olo]olo]o

20, Maintain sty

Al ther responsiilies o sed belou

EE
EE
EE





image24.png
Appendix C2 - Communications Officer (Post Emergency Procedure)

Emergency Action Plan Post Procedure Checklist:
Communications Officer

Thencention f this checkst s o provide a helpfulguide 2 1o the minmum requirementsfor ot procedure actons
20 be completed by the mandatary rale of 3 Commurications OfFcer within an Incdent Respanse Group. Your 3te
may have acdition! step t b followed or the Incdent Contrller may have delegatad sdiion pos procecdurs dries
forthi o, Pissce It scdtional actions vithin th spaces aveisbl.

‘Actions Yer [no

L. Review the effectivenss o the management o nformation and commurications durnghe | 0 | 0
emergency sitation and prepar to provide nputsto improve s implementation fr uture

2. Attend detrifing sesion with I and EMTT memebers o provide nputs on the mansgement, | 0 | 0

coordination and moritoring of communicaton acties duing the emergency stuaion

3. Coordinate i EMIT o ssus communiques or the staf, suudents and parens/carsgivers, | 0 | 0
contractas and he community

5. Coordinate with EMT to rovide nputs or o attend 0 queries elted tothe inident ERE!

Al ther responsiilies o s belou:

ERE
ERE
ERE
ERE
ERE
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FIRE

Listen to bell. Follow any instructions.

Gather students together.
Teacher to take Class Safety Checklist.

Make your way to the safest EXIT.

the way.

ﬁ Walk safely to Evacuation Area with SSO leading

Sitin designated spot.
Keep students sitting down.

Give completed Class Safety Checklist to Site Leader.
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@ LOCKDOWN
@ Listen to bell. Follow any instructions.

Close and lock ALL windows / curtains where possible

Move away from windows.

Close and lock ALL doors.

@ Keep students calm and quiet.

DO NOT LEAVE YOUR AREA

Wait for further instructions from Site Leader.
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