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EMERGENCY MANAGEMENT PLAN
For

Pretty Beach Public School

Effective: 1/8/20

Date of last review: 23/8/19

Review date: August 2021

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

There are 3 hard copies of this Emergency Management Plan.
Other copies are held by: Director - Gosford Principals’ Network, Principal’s office and Front Office.
Soft copies have been saved to the PBPS T: Drive (WHS Folder) and to ICE

1.1 Overview of emergency management plan

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

Pretty Beach Public has 15 staff and 183 students. The school is a semi-rural school set on 4 acres of busland. The
school is situated on the corner of Pretty Beach Road and Heath Road, Wagstaffe 2257. Heath Road & Pretty Beach
Roads are one-way in and one-way out in this location. The school adjoins Brisbane Water with access to site via a
public boat ramp approximately 200m to the North with Wagstaffe Ferry jetty approximately 1klm to the West (refer to
off-site assembly point map Part Two). There are five demountable buildings, one permanent two storey brick building
and two permanent timber buildings. A community preschool leases the top level of site building rear of the site with
access via Heath Road. The preschool operates from 8:15am to3:45pm.

The school is surrounded on the Southern and Western boundaries by dense bushland. The Urban Bush Interface
has a 20m Asset Protection Zone -cleared and maintained (refer to site plan Part Two). Araluen Drive provides
secondary off-site evacuation route. Regarding bushfire risk, the school is situated on a site registered as
catastrophic.

Emergency vehicle access point is located on the Heath Road side of the school. Turo Park is located 300 metres
south of the school.

A number of volunteers work at the school on a regular basis along with Community Users (refer to After Hours
Contacts Part Two).Domestic quantities of Class 3 Flammables are located ‘J’ Block with 9k LP Gas cylinders




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

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

Roles and responsibilities

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

Name Position Contact phone numbers
Karen Wardlaw Principal Mobile: 0404045554
Deputy Chief Wardens

Name Position Contact phone numbers
Andy Podmore Teacher Mobile: 0421 257 773

Floor Wardens

Name Position Contact phone numbers
Emma Gordon — A&B Blocks Assistant Principal (Rel.) Mobile: 0407 715 215
and demountable (TURN OFF
SOLAR)

Laura Metcalfe - MDR2 and toilets [Teacher Mobile: 0466 631 441
David Rattray— MDR1, library Assistant Principal Mobile: 0421 203 529
Andy Podmore — K Block, Top Teacher Mobile: 0421 257 773
demountable
Lyn Hyde - Administration SAM Mobile: 0408 601 202
Jan Tochowicz - Canteen SLSO Mobile: 0402 144 982
Kim Chippendale Preschool director Work: 4360 1355

First Aid Officer

Name Position Contact phone numbers
Lyn Hyde Senior Administration Manager |Mobile: 0408 601 202
Communications Officer

Name Position Contact phone numbers
Monica White SAO Mobile: 0411 571 977
Jan Tochowicz SLSO Mobile: 0402 144 982

Process for notifying, alerting and reporting emergencies:
Notifying emergencies e.g. process for notifying Chief Warden

All teachers and other staff are to ensure the principal is notified in the event of an emergency.

Alerting the workplace to emergencies e.g. preparing for evacuation, lockdown

The principal is to undertake appropriate action to alert the workplace of the emergency including the
commencement of evacuation procedures, where required. Principal to contact Preschool immediately
as part of incident notification process. Phone Kim on 4360.1355.

Where the principal is absent from the workplace, the Assistant Principal David Rattray is to
undertake this responsibility. Should David Rattray be absent, Kate Keyes or Emma Gordon has the
delegation to notify and coordinate services and responses.

Alerting the workplace to emergencies: eg preparing for an evacuation/lockdown.




Required actions will be signaled ie if an emergency warrants evacuation, lockdown or lockout the
appropriate personnel will be contacted.

R . .

e Contact emergency services immediately where required on 000

¢ Notify the Director, Public Schools of the emergency immediately, phone 43 489 100 or Chris Bice (mobile: 0425 328
245)

e (Call the Incident Report and Support Hotline 1800 811 523 for the following if the incident involves:

Police or emergency services - violence, weapons, illegal drugs or major criminal activity

Injuries sustained in the workplace to workers, students, visitors or contractors

Notifiable incidents as defined by SafeWork NSW

Where an ambulance is called for staff / students

Incidents that occur on excursion / off-site

Workplace hazards and near-misses

Non-work-related health conditions that require return to work support.

e Call Safety & Security 1300 880 021 for the following:
e Security breaches

Break and enter

Malicious damage

Graffiti vandalism

Arson

Identified evacuation assembly areas and evacuation routes

A mbly area -onsi

O The school oval
Q The public carpark directly across the road/off Pretty Beach Rd

Assembly area two — Off-site (2)
(Refer to Evacuation procedures for a detailed map

O Wagstaffe Hall / Public Wharf Wagstaffe (Mulhall Street Wagstaffe)

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

Q Killcare Wharf (Araluen Drive Killcare)
O For Bombthreat: Hardy’s Bay Wharf

(Refer to site plan, Part 2)

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

All staff will be given information at the commencement of the school year or when changes occur.

A copy of the emergency management plan will be displayed in the staffroom and front office and principal’s
office.

Aspects of the emergency management plan will be communicated through staff meetings, emails, newsletters

etc.as deemed appropriate or if amendments are made at any time. EMP available on T drive in WHS folder.

- Each room has Emergency Management Plan procedures displayed (includes Emergency bells, School map
showing assembly point, Full school Evacuation, Lockdown and Lockout Procedures

- Training of all staff and students on emergency plan procedures Newsletters
- Newsletter to communicate drills to community/ parents — to put information in next newsletter re evacuation
- information re: communicating to parents and explicit advice on pick up points (off site)




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

Location of water main Front of A Block between gates.

Also show on attached site plan Hydrant: 6 Pretty Beach Road, Pretty Beach
Location of gas main N/A

Also show on attached site plan

Location of electricity main North End of Block G (Admin)

Also show on attached site plan

Solar power main (where Block F, Block B (switch in Block B)
applicable)

Types of installed communication systems

Intercom system with speakers located around the school. Each classroom has telephones
installed. The office admin block has access to emergency alerts, with the computer driving this

sytem located in the library.
Bell system. Unit located in Block G (Admin block). Chief Warden carries a loud hailer Phone
system to be updated to provide bell warnings/alerts.

Principal to use phone to notify preschool.

1.2 Preparing for emergency




Risk management strategies for prevention or control of emergencies

Nature of Risk associated with hazard . Key Key prevention
Risk Key response measures Recovery measures
emergency rating perso measures
or hazard nnel
A * Disruption to workplace | * Principal « Have processes in « Record as much information as « Decide when to re-open
P * Distress to staff & place for taking possible for bomb threat. the workplace, in
FACT003_BOMBTHR students *AP details of bomb « Do not touch, tilt ortamper with a consultation withthe
EATSUSPECTEDDEVJ( threats using Bomb known or suspected explosive or senior police officer at
Bomb Threat Threat Report. This incendiary device. the scene.

will assist emergency
services in
assessingthe threat.

Develop response
procedure for bomb
threats that includes
an evacuation of the
school site and
train/communicate
to staff.

Vigilance by staff for
any unusual,
suspicious or
unaccounted items
Contact emergency
services

Contact emergency
services

Implement school
emergency plan in
consultation with
Police

« Contact emergency services
on 000.

o If the threat relates to a bomb being
present on the school site, the school
shouldarrange immediate evacuation,
until such time as Police attendand the
site is deemed safe to re- enter. Where
practicable, staff and students should

take their own bags and leave
immediately.

Provide staff and
students with accurate
information about the
current situation unless
there is a legal issue
that prevents this
occurring

Implement procedures to
resume workplace
activities, which include
providing counselling and
support to those affected
by the incident.

Review the emergency
management plan.



https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FORM001_BOMBTHREATREPORT_V1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FORM001_BOMBTHREATREPORT_V1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FORM001_BOMBTHREATREPORT_V1.pdf

Explosion
View fact
sheet

A

PIF
FACTO76_EXPLOS

¢ Inadequate
maintenance of gas
facilities.

« Damage to gas pipes
or gas outlet.

o Faulty portable LPG
gas tanks.

e Ensure students
understand the
potential risks
associated with gas
and are trained to use
gas in a safe way as
part of their

« Raise the alarm.

« Contact emergency services on
000.

o Consider evacuation as explosion may
have weakened building structure or
damaged electrical wiring.

o Notify Department and implement

e Implement procedures to
resume workplace
activities, which include
providing counselling and
support to those affected
by the incident.

« Manage the media.

NVIpdf |, Fire in the workplace. leaming activities. isolation procedures where required * Review the emergency
« Spill of * Ensure proper under WHS legislation. management plan.
flammable mamtqupce of
substance gas facilities.
° grrg;(ismci):cyézjiggustrial ) Epescgrjtf(;rﬁs in place.
transport links (e.g.
road, railway).
Storm * Evacuation plans not Principal « Ensure gutters and Listen to the local radio station for « Implement procedures to
including high | communicated clearly or downpipes are cleaned information and advice. resume workplace
winds regularly tested. *AP regularly. Direct staff and students to stay indoors activities, which include
" Staff and students not « Ensure overhanging and stay well clear of windows. arranging counselling and
N Iggf?rr:(l)r;itlguacrtfgs branches are trimmed. Avoid using fixed line telephones. support to those affected
responsibilities * Ensure roofs are in If driving, put on your hazard lights and by the incident.
good repair. pull over to the side of the road, clear of | * Review the emergency
T « Prepare an emergency streams, trees and powerlines. managementplan.

o

PIF

FACT109_STORMS |
V1.pdf

kit.

e Prepare a storm plan
covering actions
needing to be
undertaken

¢ Educate staff and
students about
workplace fire
prevention drills

e Conduct evacuation
drills

e Conduct audit of fire
equipment

« Liaise with emergency
services

¢ Adhere to maintenance

schedule for
equipment

If caught outdoors, seek shelter in a
building or vehicle, but not under a
tree.



https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT076_EXPLOSION_V1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT076_EXPLOSION_V1.pdf

Fire: Bush
Fire

i

PLF

FACT077_2016-201]
BUSHFIRESEASON |

4

* Disruption to
workplace

* Distress to staff and
students

Principal
Assist
ant
Princi
pal
WHS
Rep

Have firebreaks
maintained and
garden rubbish,
native shrubs and
tree branches kept
well clear of
buildings.

Liaise regularly with
NSW Fire Brigades
or Rural Fire
Service

Conduct fire drills
Liaise with
emergency
services about
emergency
procedures
Discuss with
emergency
services other
issues where
appropriate

e.g. back

burning in

bush area
adjacent to the
workplace.
Arrange for
contractors to clear
gutter of dry leaves
or other debris.
Educate staff and
students about
workplace fire
prevention drills
Conduct

audit of fire
equipment

Liaise with
emergency
services

Adhere to

maintenance

» Contact Fire Brigade on
000. Do not assume that the fire has
been reported.

e Check that taps are working and fill
available containers with water.

e Leave sprinklers on, where
possible.

¢ Bring hoses and tap fittings
indoors.

« Remove flammable items from
windows.

« Stay clear of windows.

o Listen to the local radio station for
informationand advice.

¢ Evacuate only underthe direction of the
incident commander of the NSW Fire
Brigades, Rural Fire Service or NSW
Police; evacuate immediately if lives are
endangered and emergency services
cannot be contacted.

e Implement the
workplace emergency
plan recoverystrategy.

e Decide when to re-open
the workplace, in
consultation withlocal
emergency services.

e Implement procedures to
resume workplace
activities, which include
providing counselling and
support to those affected
by the incident.

e Where property has been
damaged, liaise with the
emergency services and
Asset Management

* Review the

emergency
management plan.




schedule for
equipment

Major
incidents -
violence

Check security strategies
e.g. School Watch
Program, access to
premises and signs.

Crime prevention
workshops.

Monitoring of incidents.

Development, practice
and review of
lockdown and lockout
procedures

Contact emergency services on 000.

Contact the School Safety and Response
Unit hotline on 1300 363 778.

Implement lockout or lockdown, if
necessary.

Decide when to re-open the
workplace, in consultation
with local emergency
services.

Implement procedures to
resume workplace
activities, which include
arranging counselling and
support to those affected
by the incident.

Those affected should have
ready access to
counselling from TAFE
NSW or school counselling
services (students), Staff
Support Officers or the
Employee Assistance
Program (EAP) -
Supporting You (staff).

Review the emergency
management plan.



https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program

Suicide

View fact

sheet

o Attempted suicide
may increase in the
workplace
community following
a suicide. Increased
monitoring of

students is essential.

Principal

*AP

e Employee
Assistance

Program (EAP) -

o Student counsellors.

Prevention of
bullying
programs.

e The response to a death by suicide
should be coordinated in consultation
with members of the school or TAFE
counselling service.

e Arrange immediate counselling and
support for staff and students.

¢ Implement procedures to
resume workplace
activities, which include
arranging counselling and
support to those affected
by the incident.

» Those affected should
have ready access to
counselling from TAFE
NSW or school
counselling services
(students), Staff Support
Officers or the Employee
Assistance Program
(staff).

» School, college and
campus activities
should continue as
normally as possible.

e Review the emergency
managementplan.



https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT033_SUICIDE_v2.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT033_SUICIDE_v2.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program

Electrical Principal « Ensure testing of Isolate the area or hazard and « Implement procedures to
hazards . electrical provided it is safe, the following can resume workplace
AP equipment. be performed: activities, which include
« Encourage reporting o |f dpmestic electricity is involved providing counselling and
of all electrical switch off the current; do not cut the support to those affected
faults. cable by the incident.
« Consider electrical If high voltage electricity is involved (such as | « Review the emergency
safety as part of WHS fallen power cables), wait until the current is managementplan.
risk assessment and disconnected by the appropriate electricity
risk management authority
programs. e Ensure you and any bystanders
« Encourage are safe
general safety » Do not touch the person or any
precautions. conducting material which is also in
contact until the current is
disconnected
o Act immediately to arrange first aid
and to contact emergency services.
e Warn any onlookers of the danger
« Ensure any faulty equipment is tagged
to prevent use (see tagging of
equipment).
Death at ¢ Major accident during Y 4 o Safety program o Contact emergency services ¢ Provide simple, factual
the Department activities Principal for workplace. on 000. information about the
workplace (e.g. excursions) due .AP « Staff aware of « Take steps to ensure safety of other death to all affected.
or during to inadequate risk WHS students. « Implement procedures
a DoE controls. responsibilities. to resume workplace
ety » Lack of emergency « Communication activities, which include
sheet planning. and consultation providing

« Insufficient follow up
of incidents including
near misses.



https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/risk-management/FACT113_TAGGINGOFEQUIPMENT_v1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/risk-management/FACT113_TAGGINGOFEQUIPMENT_v1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/risk-management/FACT113_TAGGINGOFEQUIPMENT_v1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT063_DEATHATWORKPLACEACTIVITY_V1.pdf
https://education.nsw.gov.au/inside-the-department/health-and-safety/media/documents/emergency-planning-and-incident-response/FACT063_DEATHATWORKPLACEACTIVITY_V1.pdf

Death of staff
or student or
other member
of the
community
(not work-
related)

View fact sheet

I
PIF

FACTO64_DEATHC
STAFFORSTUDENT

» Major accident or
event impacting on
a community (e.g.
motor vehicle
accident).

 Any death of a
staff member or
student, including
ex-students, which
is sudden or
unexpected.

Principal

*AP

o Not applicable.

» Notify relevant School Education
Director, Institute Director or senior
officer and forward the Department’s
Serious Incident Report Form

« Make arrangements with Police for
parents or carers or next of kin to be
notified.

Appropriate procedures need to be
identified to assist staff and students
in dealing with the grieving process
and to help students (particularly
younger students) to understand
their reactions to the death.

« Arrange immediate counselling and
support for staff and students.

« Provide simple, factual
information about the
death to all affected.

e Implement procedures to
resumeworkplace
activities, which include
providing counselling and
support to those affected
by the incident.

» Those affected should
have ready access to
counselling from TAFE
NSW or school counselling
services (students), Staff
Support Officers or the_
Employee Assistance
Program (staff).

« Review the emergency
managementplan.



https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program

Fumes or
chemicals

A

(=

PDF

FACTO82_FU
CHEMICALSP

« Proximity to industrial
areas or major
transport routes.

e Procedures for safe
management of
chemicals at
workplaces not

VIE Steagly implemented.
”‘E§Ahé%t of chemicals at
Wi

orkplace not
sufficient for
compliance with
relevant legislation.

Principal

*AP

e Check your workplace
regularly to identify
any equipment,
operations or
procedures that have
the potential to result
in a spill.

Ensure material
safety data sheets
(MSDS) for all
hazardous
substances used are
at hand.

¢ Use Department’s
Chemical Safety In
Schools Manual

« Contact emergency services on 000 and
the workplace manager.

¢ Clear immediate area.

e Turn off all equipment

e.g. electrical equipment, air handling
system and gas supply.

o Close all doors (do not lock)

o Consider evacuation.

» Designate a staff member to meet the fire
brigade and direct them to the incident
location.

« Notify the Department in accordance with
incident

notification procedures

« Notify Environmental Protection Agency’s
pollution line

 Notify neighbouring premises down wind
or downhill, where necessary.

¢ Arrange clean up
of chemicals with
assistance of
emergency
services.

¢ Decide when to re-open
the workplace, in
consultation with local
emergency services.

e Implement procedures to
resume workplace
activities, which include
arranging counselling and
support to those affected
by the incident.

« Review the emergency
managementplan.




« Staff and students at

*Implement procedures to

Emergency the workplace with e Principal e Implement individual o Administer first aid and provide medical restme workplace activities
health sudden medical e AP health care plans for treatment as soon as possible, including which include arranging
situation conditions that may students. specialised responses in accordance counselling and support to
require emergency « Ensure effective with individual health care plans (e.g. for those affected by the
response. emergency and first a student with anaphylaxis, asthma etc). incident.
- Distance from aid response plans « Contact and liaise with relevant *Review the emergency
gtmhgﬁgnﬁggiycgtlarwces or are in place. emergency services. management plan.
assistance. » Educate staff on how o Assess the situation, plan who to contact
+ Individual health to respond in an and their roles, and what assistance is
care ] emergency (first aid). needed from regional office.
B:ggg Lorrusglcjlcai?gcttnot n » Implement policies « Notify parents and carers
« Environmental risks and procedures to
that may trigger health support the health
condition (e.g. and wellbeing of staff
anaphylaxis). and students.
e Manage health risks
in the workplace
environment.
« Develop effective
emergency response
strategies in
consultation with
relevant groups (e.g.
parents and carers,
emergency
services).
Fire + Evacuation plans not Principal | « Educate staff and + Assist all persons to evacuate. + Secure the site. Do not enter
communicated clearly or students about workplace | » Alarm: raise the alarm and follow the the damaged site. Fires can
not regularly tested. *AP fire prevention and safety. | emergency procedures. rekindle from hidden,

+ Staff and students are
not aware of, or unclear
on, procedures/warden
responsibilities in case of
fire.

+ Staff are unsure of their
responsibilities under
evacuation plans if a fire
occurs.

» Trees around buildings
drop leaves and
branches, blocking gutters
and cluttering grounds.

+ Conduct fire drills.

+ Liaise with emergency
services.

» Develop evacuation
arrangements with local
bus company/ relevant
transport company.

» Conduct fire safety
audits.

+ Contain: close doors close to the fire.

« Extinguish: attempt to extinguish the fire —
only if you are trained and it is safe to do
SO.

smouldering remains. Beware
structural damage caused by
fire. Damaged roofs and floors
may be subject to collapse.

* Implement procedures to
resume workplace activities,
which include providing
counselling and support to
those affected by the incident.
* Review the emergency
management plan.




Tsunami * The NSW coast has Principal » For overseas travel be « Listen to the local radio station for « If workplace is affected,
experienced more than 30 aware of the potential information and advice. contact emergency services.
tsunamis since European *AP risks in the area you are « Follow instructions of emergency officials. | « Implement procedures to
settlement. Most have travelling to. - If instructed, evacuate coastal locations resume workplace activities,
been slight causing little and move to high ground. which include arranging
to no damage. » Do not return to low-lying coastal areas counselling and support to
Workplace located on until told the area is safe by emergency those affected by the incident.
low-lying land close to the services. * Review the emergency
ocean. management plan.

» Overseas excursions
need to consider the risk
of tsunami.

Staff/student | ¢ Department’s Teachers | < Undertake full planning | « Confirm student lost, where last seen. » Provide counselling to those

lost on Excursions Policy not in charge | and risk assessment for  Contact emergency services on 000. affected by the emergency.

excursion followed. of the excursion in accordance » Implement search plan with emergency * Manage the media.
» Risk assessments not excursion | with the Department’s services (bushwalks). * Review the emergency
conducted. Excursions Policy. + Assist emergency services as required. management plan.
» Untested assumptions » Ensure risk assessment
about the safety or the is implemented and
safety requirements of communicated.
staff and students.
« Unanticipated events
whilst on excursions.

Letter/parcel » Person wishing to inflict Principal « Careful monitoring of » Do not tamper with or shake suspicious  Provide staff and students

_ white injury upon individuals in incoming mail with envelope. with accurate information

powder a workplace using an *AP thorough training and » Contact emergency services on 000. about the current situation

anonymous delivery
method.

* Receipt of high volumes
of mail.

 Current security climate
relating to terrorism.

awareness of relevant
staff.

« Training of staff to
recognise letter or
parcel bombs.

» Evacuate all or part of workplace.

» For suspected white powder letters, do
not handle the package or attempt to clean
up the suspicious substance, isolate
persons who may have been contaminated,
turn off fans and isolate air

conditioning.

unless there is a legal issue
that prevents this occurring.

» Decide when to re-open the
workplace, in consultation with
the senior police officer at the
scene.

* Implement procedures to
resume workplace activities,
which include arranging
counselling and support to
those affected by the incident.
* Review the emergency
management plan.




Pedestrian * Proximity to major Principal « Traffic controls » Contact emergency services on 000. * Implement procedures to
accidents roads. (pedestrian crossings, » Apply first aid using standard precautions | resume workplace activities,
« Insufficient pedestrian *AP traffic controllers etc). i.e. avoid direct contact with blood and which include arranging
safety awareness training + Liaison with local bodily fluids. counselling and support to
for students or staff. council and Roads and * Notify parents or carers. those affected by the incident.
« Insufficient traffic Traffic Authority. » Report the incident as soon as possible in | « Review pedestrian
controls in place. * Issue rules in writing to | accordance with the Department’s arrangements as a matter of
parents regarding safe procedures. urgency.
drop off and pick up of » Review the emergency
students e.g. no double management plan.
parking, no vehicles
inside the school, no
allowing children to get
out of vehicles on the
roadside, not reversing
etc.
Outbreak of
infectious
disease
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file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf
file://Detnsw.win/2902/Faculty/Teacher/A%20Staff%20Only/WHS/2020/3%20planning/Fact%20sheets/FACT096_OUTBREAKOFINFECTIOUSDISEASES_V1.pdf

Training against emergency management plan

Type of training How often
Training on the workplace emergency management| Annually at staff meeting in January/ February and
plan all new staff members as required
Emergency care training for teachers taking Emergency Care bi-annually in April/May. All casual/
excursions temporary and transferring staff complete e-

emergency care training prior to commencement
CPR - April, Emergency Care — April Anaphylaxis -

Annually
Communities Working Together Annually and when updated
E-emergency care Every three years
Recognition and management of anaphylaxis annually
CPR/Asthmas annually

Administration of prescribed medication at school [Every three years

All training is mandatory. Principal to refuse site entry to any staff member refusing to participate in
training.

Training schedule attached — Part 2




Frequency of emergency response drills

Type of emergency response drill

How often (see Part 2 — Schedule of
completed emergency response

Emergency evacuation (e.g. fire emergency)

Once a Term - March,May,August+December

Lockdown

Once a Term - March,May,August+December

Training schedule attached — Part 2

Arrangements for disabled persons

Strategy

Person responsible for action

Nominated person to assist disabled person in event of
emergency. SLSOs to drive all students with a disability
and students with a life threatening illness to the offsite
evacuation point

Class teacher with assistance of School
Learning Support Officer when available.

Consultation with student and parents about
emergency arrangements including evacuation

Class teacher with assistance of School
Learning Support Officer when available.

Emergency services to be notified of disabled person’s
whereabouts where necessary

Class teacher with assistance of School
Learning Support Officer when available.

Testing of equipment

Type of equipment

Frequency of testing

Firefighting equipment (including fire extinguishers, fire
blankets)
Emergency lighting

February / September

As per Broad Spectrum schedule of works
(September)

Alarm system

As required

Electrical testing and tagging

Every 12 months

First aid requirements

Requirement

Action completed

First aid officer appointed

Yes

First aid officer participates in emergency drills

Yes

Portable first aid kit available

Yes — in Administration building

Communications during an emergency

Stages (e.qg. initial alert, evacuation, List form of

return to workplace)

alarm signal)

communication (e.g.
PA system, agreed

Responsibility for
commencing and managing
communications

Primary means of communication in
the event of an emergency (e.g. alarm

system, Public Announcement system)| capabilities

PA system with integrated |Principal or delegate / SAM
bell/announcement

Secondary or alternative means of
communication

Assistant principals all
sections of school
(including use of
megaphones).

Mobile phones

Assistant Principals or delegate

End of emergency

PA system and intercom

Principal




1.3 Response

The process for making decisions

Once an emergency is reported the Principal, or delegate, will assess:

e What is the nature of the emergency?

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

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

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

The Principal, or delegate, will then immediately initiate necessary actions and responses e.g. evacuation,
lockout or lockdown.

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

e Implement emergency evacuation, lock down or lock out procedures where required.

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

e Contact and liaise with relevant emergency services.

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

e Establish the facts: assess the situation, plan who to contact, who will do what, what assistance is needed
from regional office, Incident Support Unit (formerly School Safety and Response), Health & Safety
Directorate and the Media Unit.

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

e Ensure telephones are not used for anything other than incident communications.

e Contact the injured person’s family if required.

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

Vehicle control during emergency (e.g. keeping lane clear for emergency services, directing
traffic to keep lane clear for emergency services)

Who: General Assistant, school admin officers
How: Wearing fluorescent vest keeps driveway clear for emergency services.

When: After emergency services have been called, until their arrival and until they have left
the premises.

Evacuation procedures (summary) — Full procedures included in Part 2
STAGES

Decision to evacuate
1 Principal (Chief Warden) or delegate decides on the need to evacuate, where possible
in consultation with emergency services

Warning staff and students

Principal (Chief Warden) or delegate to ring emergency evacuation bell

2 - Continuous long siren. Evacuate to the oval

- Lockdown Siren — Repeating Whooping alarm

- Principal to ring Preschool to ensure evacuation warning has been received.




Withdrawal (evacuation)
Principal or delegate takes a copy of the EMP Part One and Part Two
Principal or delegate takes set of Master keys.

Principal or delegate wears ‘white hat’ as communications officer

o Office Staff take first aid kit (including Asthma kit & School-based Epipens), Student
Epipens/ medications, Class lists, Health Care Plans, Emergency Contact List, Early

3 leavers register, Staff sign on/off book, Visitors book, Contractors sign-on book,
Chemical register and evacuate to appropriate assembly area

e Canteen Supervisor takes canteen sign on book

e Floor Wardens to check all the buildings are clear, close doors

e Class to line up in order at appropriate evacuation assembly area

¢ Rolls marked

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

Shelter and assembly area

e Classes to line up in order on the oval. If accessible, collect bags

Rolls marked by staff

Office staff and canteen staff to evacuate to oval or alternative location when advised.
Principal checks all office staff, canteen staff, volunteers and contractors accounted for

Principal or delegate to brief staff on emergency and await arrival of emergency services or
take other appropriate action.

e Shelter in place location = library

I
e o e o

Return to the workplace

5 Principal or delegate advises when to return to the school in consultation with emergency
services.

Location of designated emergency exits
Refer to Emergency Evacuation Procedures maps in each room and designated routes listed

6 on Emergency Evacuation Procedures.
Location of fire hoses
7 Refer to Map
Location of fire extinguishers
8 Refer to Map
Location of fire blankets
9 Refer to Map
Location of first aid kits
10 Sick Bay Administration Block
Note: Plans showing the identified evacuation assembly areas and evacuation routes must be posted in the

workplace. Evacuation maps should clearly mark all exit routes and assembly areas relevant to each
building and the location of all firefighting equipment. Maps are to be displayed prominently throughout the
workplace.




Response procedures for specific emergencies

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

e Bomb Threat

o Explosion

e Storm including high winds

e Fire: Bush Fire

e Major incidents - violence

e Suicide

e Electrical hazards

o Death at the workplace or during a DoE activity
o Death of staff or student or other member of the community (not work- related)
e Fumes or chemicals

e Emergency health situation

e Fire

e Tsunami

e Staff/student lost on excursion
o Letter/parcel — white powder

e Pedestrian accidents

14 Recovery

Strategy and description (documents included in Part 2)

1. Site check
2. Declare all clear
3. Identify any persons experiencing trauma
4. Organise counselling
5. Notify DEC personnel and school community
6. Note to parents regarding incident, newsletter note, assembly for students and teachers, catch up
on breaks if missed due to emergency, undergo counselling
Trauma counselling and description Who
School, college or campus counsellors should be School counsellor
used in the first instance when providing support to
students
EAP providers are contracted to provide counselling www.davcorp.com.au 1300 360 364
for staff immediately following an emergency or other
incident
Return workplace to normal Action
Assembly debriefing Principal or delegate
Catch up on breaks Principal or delegate, Assistant Principals
Counselling- if required Organised through DEC/ EAPS for those
affected



http://www.davcorp.com.au/

Managing the media strategies (documents included in Part 2)

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

e report emergency and media involvement

e thank the media for their interest, obtain a return phone number and inform them that they will
be contacted as soon as possible.




PART 2: Evacuation procedures and other attachments

Checklist for documents to be included in Part 2

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

1 Evacuation procedures
1 Off-site evacuation procedures: including off-site assembly point
2 Lockdown procedures
3 , ,
First aid plan
4 Site plan (Note: each workplace will need to provide its own site plan: please contact
Asset management if you require a copy.
5 Floor plans
Specialist information — e.g. location of hydrants
6 Emergency Numbers
After hours’ contacts
7 o includes Community users of School Facilities / cleaners
o school emergency after-hours contacts (also to be updated in FM Web)
Identified hazards
o Bomb Threat
8

o Explosion

o Storm including high winds

o Fire: Bush Fire

o Major incidents - violence

o Suicide

o Electrical hazards

o Death at the workplace or during a DoE activity
o Death of staff or student or other member of the community (not work- related)
o Fumes or chemicals

o Emergency health situation

o Fire

o Tsunami

o Staff/student lost on excursion

o Letter/parcel — white powder

o Pedestrian accidents

9 Bush Fire Plan




iy Pretty Beach Public School
Evacuation Procedures

continuous
bell

Emergency identified by school

Principal contacts emergency
services for instruction

Emergency identified by
EMEergency services

Mo evacuation ordered. Principal monitors
and reviews—emergency services, local radio
and RF5 website

Evacuation ordered by emergency
SETVICES

¥

Principal initiates emergency evacuation by continuous
ringing of school bell.

Principal initiates evacuation if lives are
endangered & emergency services cannot be
contacted

2AM

Principal

¥ Collect first aid kit, epipens & asthma kit «  Advise Directorof
¥ Collect class rolls & emergency contacts evacuation
book ¥ Collect e
_ MErgency
¥ Collect mobile phone if you have one contacts book, keys,
v Collect visitor sign on & latefearly leaver phone

books

v Advise teacher in charge of students on
excursion not toreturn to schoaol

¥"  Check responsibility area before leaving

¥ Lock front and back doors

¥ Bring rolls, visitor sign on book, late/early
leaver book, emergency contacts and first
aid kit to aszembly area

¥  Coordinate search for
any Missing persons
¥ Continue lizison with
EMErgency services
and Director

5A0 [ 5150/5chool Counsellor/GA

7 .
+"  Assemble in assembly area and assist GLL S

students with disabilities e :17_1 ﬂ"'r;“t';“
v Check all visitors accounted for and are _E 1ue .
safe meeting point

advise Principal of any missing persons
+  Assist teachersin general student
management

¥+ Contact parents to
collect students from
safe meeting point

On site evacuation
Remain in assembly area for evacuation

Offsite evacuation
All WALK single file to Evacuation Point







See maps for evacuation routes




On Site Evacuation

Pretty Beach Public School Map
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PRETTY BEACH PUBLIC SCHOOL
EMERGENCY LOCKDOWMN PROCEDURE

Hezponse Azzazzad level of emesgency Sumimary of action
GO N - Safar Leve 1 — Go indicor fo own worispace Meke way tn own work=pece, shut wndowe= end doors, clas= {=achers
indoors mark roll =nd noffy office of isfus, wei for further inetrucSore.

Level 2 — Go quicky indoors fo own workspacs & Sayin Meke woy to own workspece, shut and lock windows snd doors, dlazs
beachers mark rol and nofy office of stxbes, weit for forfrer
inztuciions.

Leved 3 - o indoors bo rwn work=pece OF o nesp=st Meke way to owe (f ==fe) or nese==t building, lock windows and dooes,

buiding, gavin & sov dowr teke e=ndence and notify ofice: of stntuz, wot for futher insirechions.

This lockdown procedure is for emergencies where being out of doors is unsate.

ACTION RESPOMSIBILITY POINTS TO WOTE

Emergency signalled by LOCKDOWMN alert (woops)

P& announcement to advise emergency level

“Your attention please. initiote emergency fockdown
procedure — leved 1 for level 2 or 3) — GO N

Principal or relieving
principal (or authorities]
declare amergency

IF primcipal nat in office, then Frant Cffios
skt

B Lewal 1 ar 2 lockdown may also requirs
lockout {i.e. external gates secured to keep
aut danger or the public).

Ring appraopriate authorities

Principal or relieving
principal

000 {Palice) then 1800 811 523

PiEtdenl repar] Gnd supsst habine)

Children and staff must remain indoors when lockdown is
signalled during class time. Children become the
responsibility of the teacher in charge at the time.
Teachers must make nate af the response leveal raguired
and Follow the pracedure.

Teacher in charge eg
library, playgraund,
class, KFF ate

Cach dlawsraam has a stararaam which
oauld be used for tailet emargencies.
Ermgure sou have a bucket ar another
cantainer for this purpose in the event of &
daclared kckdown.

Should a Level 1 ar 2 lockdown be signalled during a break
ar when students are out of doors during class time,
teschers and students immeadiately move safely and
sensibly along de:iﬁnutud path to their own classroom

Teacher in charge

If at beginning or end of school day, may

need to intlude parents in bokdaown.
Children showld never be used as
Messengers.

Should a lockdown be signalled during & break or when
students are owt of doors during class time, teachers and
students immediately move safely along designated path
to their own classraam (IF SAFE TO DO 50). Students
wait outside of building until a teacher is present.

IF unsafe ta da <o, students are to mave to the nearest
school building where a trusted adult & present.

Teacher in charge

Toileting @amergencies can be negotiated
with supervisors, depending an the level of
the lockdown Use common sense ta draw
blind=

Turn aff lights

Aecount {take rall} for students using Sentral Roll and
phone extension for stage supervisor to report all
students, visitors and staff accounted for or Ba natify if
Any &re missing.

If a student presents at your class that & not in your
class, allow them to enter and phone the class teacher to
natify them of their whereabouts

Teacher in charge

Children should never be used ta give verbal
MESSages,
Teachers in designated classraams receive

phone reparts and they phone supervisors
with ottendonce from doily Sentral records

IF Lewal 3 is declared in classraom, all children and staff to
get under desks an all fours, covering head with hands
and remain silent there until all clear is signalled.

Teacher in charge

Ermzure children are guiet

IFim Level 3 and any student or teacher is in a tallet ar on
a message or aut of class for any reason they must or go
into the nearest raam or building with & known adult and
remain there until the all clear is signalled. NO student or
tescher should search for students wha may nat b in
class ar try to return to a classraam.

Teacher in charge and
indreidual students.

Teachers should not open daars for
studentsyadults who try to gain access after
windows and daars have baen locked

Uze comman sensa if lackdown lasts an
axtended time to access watar ar
amergency toileting

Wait far ALL CLEAR ALERT and further instructions befara
moving {Principal use P& to announce end of lockdown)

Principal or Emeargency
Services Co-ordinator

Al clear will be signalled by
PA announcemaent

After ALL CLEAR every student and every class teacher
miust return to their classrooms and mark ralls,

Clavs taachear

Teacher marks rall an Sentral

Attendance or sends to offios For class rall
ta account For students if internet is
affected,

After ALL CLEAR all aoffice staff, walunteers, cantesn staff,
cleaners and general assistant and class free staff report
ta the affice.

Principal or relieving
principal

All class teachers repart status by phone to designated
phane extension.

CTe/Stage Supervisor

Report missing students andfar staff to Principal

Schaal staff

Ring appraopriate authorities

Principal or relieving
principal




First aid plan

Thiks First Ald Plan details the strategies in place bo ensune appropnate provesion of first ald Arangerents relatie o our workplace
reguilrernents as per the First Ald Procedures.

SchoolMWorkplace: 2retty Beach Publc Schoo Diate: 1/2/20

Date of Next Review: 1/8/71

Koy points List ey points

List the type of work and activities conducted |eg. | Teaching in the key learning aneas.
teadhing. sport and oubdoor activities, exourdans, onsibe

Cancucking and supendeing plyygrounc activities.
and affsite, etc]

Canducking office duties.
Eemral maintenance and relteo outes.

Zuperdsing schoal exoursions.

Decribe the siee and byout of workplaoe e.g. size of the | Fhee {5) hectanes of land with 12 bulldings. Pre-school is a bwa sborey
zite, number of buildingsstoregs, split or single sie ete. | bullding. Administration office is accessed via the: miain entry gate an
Preity Beach Road Pretty Beach.

De=cribe the location of workplace e.g. major noad, Thie schoal is situabed an the comer of Pretty Seach Road and Heath
regional, access requirements, distancetime from Zoad, Wagstaffe 2357, =eath Road & Pretty Beach Soads are ane-way
medical suppart im ared ane-way out in this location. The school ad oins Brishana Water

with acpess to @te wa a public boat ramp approsimately 200m ba the
Marth with Wagstaffe Ferry jetty approdmately Liden to the Wist

List the number and distribution of employees e.g. staff, | 152 students 10 teachers, 3 BL50 assistants

stuckents, wisltors, ete. 2 afiice staff 1 general assistant 1 Candteen Workers

De=cribe the hours of operaticn eg. 830 am 1o 330 pm &30 - 330 Man-Fri
g inchude both school and cutside of school

Wacation periocs vary
conadsrakions, yacatan periads, ek

Siep 1 and 2 - Identify and assexs hazards or potential caeses of bnjury or iliness i the sodoplace

|Consider information about pact incidents, injuresfillne<ces, heatth needs of staff & shadents, et} —add more rows as requined

dentify and list below hazards and other potential Cansicer how the hazard could Dezcribe the patential severity and
sources of injury o iliness e.g. equipment, electrical | cause harm, injury/ilinesses [eg. | Ikelfood of potential injuries in the
ikems, chemicalks, healthiliness, biological hacarcs cuks and abrasians, accidents context of strategies to mitigate
ie.g. sourpes of potential infection) reguining emergency services e.g. | SaNE

fractures ar abiner ingunies)
‘inor playground Inguries from slips, tips and falls Cuts, abrasons, fraciures, Likeedy

e rficial inlnries



Siop 1 and 2 - Identify and asse<c hazards or poientlal eses of injury or iliness in the worigplace

|Consider information about past incidents, injuries filinexses, health needs of staif & students, etcl—add mone rows as required

nsectfanimal bites, food alergens fraphrdactic or allergic reaction Liloedy
Epaorting, physical education, Ay M equipmendt, Sprains, skrams Likosdy
partable eguipment and playground injuries

=zalthfiliness fisthmia attack Likoedy

Siep 3 = Determine what First Ald anrangemesrts are required in the workplace

Koy poinis List key points and actions reguired Responsbility Due date
frequency
. , T First Ald Officers appodnted and trained “rincipal has ingoirg
Bppaint First sid Officenis
cens res ponsibility for
oversight
dentify ather trained first aiders T Fhiysical Education beachers hold a senior Principal has ngoing
responsiblity dor
available: whire reguired first aid gualificaticn po ¥
oversight
List staff training requiremenis Thie schioal trains substantial umbsers of staff Zrincipal scheduled in

{induding CPR, anaphylaxis ang E
EmnErgency Cans traming, oic| and
schecubs anmual face to face
training

cach year in face to face CPR and anaphdaxis

angaing mancatory anling training in E

Bnaphndass fevery Toyears| and E-Emergency ©
jevermy 3years) are & maintained for all stafl

actordance with
training register

List rumbser of First Ad Kits and & sign indicating where the sick bay, first aid i'nr.-:lpalwnrhs with | Gngaing
thasir locatian (conaider afficer and main firse aid kit is located and where | First Ald Officer to
accessibility of kits, high risk areas, | other first aid kits are kept is displayed in the ensure first aic
firzt aid for off-site actvibes atr], staff rapms and in every Classraom. AMTANREMEnts are n
Lce.
consider cansents af kits, and Thie: first aid officer maintains the main first akd F
mainbemanoe amangements
kit ard its backup supplies. A1l teaching staff are

awsare of first aid and

are braimesd.

&l staff aware of first

aid requiraments for

= CUrshans.
dentify First aid room one sick bay with appropriabe signage and a first | First Ald Officer ongaing

reguirsments, |cansicer kcation,
accessibility, eouipment, signape
and mainteEnanos arrangEmenis L

ald kit im the main office building,.

Thie: first aid officer maintains the first ald room
reguirsments, supplies and mantenanoe
Arrangements

- Inchuding nsh assessment of suffickent
nurmber af inedabe Schaol-8ased Epl-Pens ba
meet school rsk management needs.




Siap 3 = Datermane what First Ald AT BRmats 2 required in the workplace

Ky poinis

List ey points and actions reguired

Responsibility

Due date [
frequency

apprapriate storage, currency of
medicatian, health care
plans! ASO6 plans eto)

Thie schioal resiesas indivicual Health Care
=lans /85000 Actions Plans every 12 to 18 months
Im cansultation with the parent/student.

The school has regisber in place 1o dheck the
currency af Epi-Pens and prescribed
medicatians.

Siorage arrangements agresd upon with the
parenit/student ard communicated to all staff
e an arrangernent may be in place for a student
o caimy thedr own Epi-Pen.

First Aid officer

angaing

Docurment first ald respornse
profecunss (sbeps ta be taken in
thez event af injurgiliness) and
lecal pratoccds Bar First alc
Cansicer infection oomirol, incident
reparting, docurmentation
requinsEments, ohe

zeaff should respond to the siuation ta render
asststamce. All staff have a responsibility in
accorcance with their duty of care to acminister
alg immmediately a5 required, commensurate with
thazdr lewed of training and expenence.

*or mxample, contacting an ambulance
immediately where required, fadlitating or
acministenng asthrma medications If a person is
hiasing difficulty breathing or showing sympioms
of asthma. This includes immediately comtacting
emergency sevices f considensd necessany.

T first aid officer is called immediately after an
accident or inccent has coourmes. The schiool
should have appropriate communication
procecunes in place to provide apprognate first
ali.

The prircipal or delegate notifies the parent|s) in
the cace of a student, ar nest of kinfemengency
contact in the case af emplosess.

Wwhere an indiviciual Health Care Plan exists,
thez precedures inthe plan muest b folkowed.

&l stadt

First Ald Odficer

2rincipal or dekegate

ol stadf

ongaing

A5 required

His required

Describe how workplace first aid
arrangemenis will ke
communicated within the
workplace (consider staff, casual
employees, Wstors, students, eic)

Thits Plan placed an the WHS Mabceboars ang in
thee mialmn office.

This Plan communicated to all staff via whole
staff mesting and a copy emalled ta all staff.
Thits Plan s inchuded in induction processes for

mew staff {inchuding casual stadff), wisitors and
condrackars bo the schoal

Srincipal

angaing




Siep 4 = Ongodng mondtoring and review of Plam

Koy poinis List key points and actions reguired Responsibility Due date
frequency
=rincipal anrualy | as

Describe process for monitoring and
review of the First ald Flan, first aid ke,
facilities, curremcy of staff training, et:

Reporting and documentation

This Plan is to be monibonesd and upcated
anmually and on an as required basis

yaltera Ml ar ImcideEnk i the winrkplace ).

Ztaff training reglster is makntained and
monitored ensunng compliance with first aid
training requirements.

reguiined

Describe steps the workplace will take | 1 incidents and injuries are reparbed ik &l stafi Ongaing
jie] accorcance with Incident Reporting
[1] Beport incidents and injuries PROIECLTCS il stadf angaing
|Z] Bdaintain register af injuries 1 Regisier :fnr.,unc:.ls locates i the main
121 Beooro of first ad treatrnent acministratiee office
14] Qther? 1 Bpcord of first aid treatment ks located First Ald Officer
angaing
im thiz first aid room and madbrtined by the
First Ald Odficer
4. Thez Begister OF Medications s maintadned | First &ld Officer
by thie First Add Offkcer: wha is suthanised to angaing
acminister medicatians
List emargency contacts and other key contacts
EMETRENCY wiedical Centre Wiyonig =aspital 2aison Indo Centre
000 & km fram a Ettalang Medical Centre Picnic 131128
=de Ettalong and 14 km from the Sosford
=ospital
reEr

ol

Mame: Ana'y Fodmans

Signasd: A, Podmone

Data: 19/8k20
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2902 - Pretty Beach Public Schoal
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G Block - Administration
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Floor Plans — Listing Locations Fire Extinguisher, Fire Blanket, Fire hydrant, Gas Cylinder,

Emergency Vehicle Acess and Ecacuation Routes

Pretty Beach Public School Map

Evacuation route 1

SHELTER IN PLACE
LIBRARY

' MOR 2 "
Block H _
' . Covered
Play Equip.
COLA
Assembly Area
for Evacuation

Asset Protection

Zone is cleared

and maintained fo

20 metres.
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Fire Extinguisher
Fire Blanket
Fire Hydrant
First Aid Kit
Gas Cylinder
Water Tank

Vehicle
stretcher access

Evacuation Route

CHEMICAL
STOREROOM

000

1800 811 523

Name: Christopher Bice
Phone: 4357 5300

Mobile:
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Pretty Beach Public School Emergency numbers
Work Health and Safety Directorate

ORGAMISATION MAME TELEPHOME FAX
Ambulance 000
Animal Welfare Olficer or Mominge WIRES 1300094 737
Community Health Services Woy Woy 43 44 8432
Department of Community Services Area Helpline 133627
Disaster Welare Contact
Departmental Counselior 4348 9100
Fire Brigade 000
First Aid Officer Lyn Hyde Mobde: 0405 601 202
Hospital (zostord d320z1
Director Fublic Schools NS kKaren Jones 4345 9100
Legal Services 0561 8538
Local Church or Clergy 43 601 282
Local Public Health Unit WMoy Way 4344 8432
hMedia Manager Meda Unit Sydney 9561 2501
Poisons Information Centre 131128
Police

[z0510rd Follce 43235395
Public Service Association Industrial Officer 52200900
Rural Fire Service Kariang. 000 or 4340 2%11
School Safety and Response Unit 1,300 363 774
School Security Unit 1.300 820 021
WHS Consultant 4348 5119

Karry Siratford 4577 59578
Teachers Federation Welfare Officer 1300 654 365
Yelerinarian Wy Woy 4341 3145
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Pretty Beach

Pretty Beach Public School
After Hours Contact Numbers 2020
ORGANISATION NAME CONTACT NUMBER
Police Woy Woy Police 4379 7399

Workplace Manager

Karen Wardlaw

0404 045 554

Assistant Principal

Kate Keyes

0402 659 770

Assistant Principal

Emma Gordon

0407 715 215

Assistant Principal

David Rattray

0421 203 529

CONTACT DAYS/ HOURS OF
COMMUNITY USER CONTACT NAME NUMBER BUSINESS
Strings Ensemble Monica Wed: 3pm to 5.30pm

School Cleaner / Supervisor

NAME CONTACT NUMBER Hrs of BUSINESS
(Supervisor) 0427 094 319 Off site
Peter 0481 288 835 Mon to Fri: 1.30pm to 6pm
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Bomb Threat or Suspected
Device

Health and Safety Directorate

FACTSHEET
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Bomb threats may occur at schools due to a range of risk factors.

Workplaces
and appropriate way.

Emergency Planning

As part of their Emergency Management Flan, schools
should identify alternate evacuation areas and routes.
For bomb threats, the location should be an identified
and cleared space which is far enough away from the
zchool so that people cannot be injured by glass or other
miaterial if an explosion occurs (refer to Safety Alert Mo
=8 Managing Bomb Threats in Schools)

As part of their Emergency Management planning,
schools should alzo have a communication plan in place
for advising parents, carers and the school community of
actions taken. This can include use of the achool
website and text messaging systems.

Response of a bomb threat

A bomb threat iz usually received by telephone but may
be received by mail. If a bomb threat is received, it is
important to remain calm as the information given by
the caller, and replies to the questions asked by the
person taking the call, could be of vital assistance to
police. Efforts must be made to keep the caller on the
telephone as long as possible to obtain the
information nesded by the police.

If you receive a bomb threat, obtain and record the
following informiation:

‘Where the bomb is located?

Time of explosion

General appearance of the device
‘What will make the device explode?
Type of bomb

HNEW Deparment of Education | FACTDOZ — W1 [Heaith and Safety Dirsciorabe: 1800 B11 523

should be prepared to respond to bomb threats in an effective

Whiy the bomb was placed and the motive (including
the people or groups involved)

The name, address andlor location of the caller

All workplaces should keep a copy of the
Department’s bomb threat report to assistin
recording these points. Do your best to record the
exact words of the caller, details of any backaround
noises and the caller's voice (e.g. rational or
irational, young or okd).

Do not hang up the telephone. If the caller
terminates the call, leave the handset off the hook.
Therz is a possibility that the police will be able to
frace the call. Use other telephones for
communications. Call the police immediately on 000.
If a bomb threat iz received by mail, immediately
zeal the letter and envelope in an envelope. If the
threat is received by email do not delete the item or
forward it to any other recipient.

Also notify the appropriate senior officers, e.g.
Directors/Public Schoolz. The bomb threat report
will assist with these communications.

Puolice are responsible for the overall management
of incidents involving bombs or devices within the
workplace. This includes searching for devices. s
not appropriate for staff to escort Police to search
for suspicious packages. This is the role of the
Puolice and staff should evacuate with students to
remain safe and assist in supervision.

REMEMEER: DO NOT TOUCH, tilt or tamper with a
known or suspected explogive or incendiary device.

* [0 HOT DELAY phoning the police.

hitps e duc ation. no. DoV, au 1
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Key Actions

Call 000 and promptly relay all information to the
police.

[f the threat relates to a bomb being present on the
school site, the =chool should amange immediate
evacuation, until such time as Police attend and the
site iz deemed safe to re-enter. Where practicable, staff
and students should take their own bags and leave
immediately.

The workplace manager or designated senous incident
coordinator is to ensure that all staff and students reach
and remain in the designated safe assembly area,
which should be far enough away from the school 2o
that people cannot be injured by glass other material if
an explosion ocours.

[f the threat relates to a person threatening to attend
or arrive at the school with violent intent, the school
should implement lockdown procsdures.

The police will come to the scens and ensure safety or
will provide advice to the site manager regarding
emergency procedurses based on the information
provided by the school.

All staff and students must leave the premises during
an evacuation. There should be no one left on site. As
soon as possible, the school is to notify the
Department’s Incident Report and Support Hotline
of the bomb threat on 1800 811 523

Implement your communications plan as appropriate

Recovery Actions

*+ [Decide when to re-open the workplacs, in
consultation with the senior police officer at the
SLENS

*  Provide staff and students with accurate
information about the current situation unless there
iz a legal iszue that prevents this ocourming

*  |mplement procedures to resume workplace
activities, which include providing counselling and
support to those affected by the incident

+  Review the emergency management plan and
evacuation processes to assess of the process and
plan are appropriate and make adjustments where
required.

NEW Department of Education | FA&CTIOE — W Health and Eafety Dirsctorste: 1800 811 523

Fu

rther Information

Health and Safety Directorate
Call 1800 811 523

heps e duc ation naw Qov. AU
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Health and Safety Directorate

Explosions can occur due to fires, gas leaks and other dangerous situations

such as the buildup of gas or fumes in confined spaces due to inadequate
venting.

~ 0

immediate evacuation where deemed necessary. In

Risk Factors some circumstances, it may be necessary to contain

*+ |n=ufficient maintenance of facilities students and staff within the buildings rather than
{zee LPG Safety) evacuate them.

+ Damage to gas pipes or gas outlet

*  Faulty portable Liquid Petroleum Gas (LPG) = Motify staff of the situation
gas tanks + Close doors and windows, and tum off air

*  Fire in the workplace conditioning systems if required

+  Spill of flammable substance + Ensure staff and visitors remain indoors unless an

*  Proximity to industrial areas or major transport evacuation is required

links (e.g. road, railway) » Commence evacuation if required

Prevention Strategies

risks associated with the risk factors and that activities, which include amranging counselling and
safie operating procedures are in place eg support to those affected by the incident
chemical safety, use of gas * Manage the media

+  Ensure proper maintenance of facilities s Review the emergency management plan
* Ensure fire precautions in place

Recovery Actions

Response

Following an explosion:
« Consider an evacuation as an explosion may
have weakened the building structure or

Further Information
damaged the electrical wiring

Assist all persons to evacuate, where possible = Emergency Management Australia
Raise the alarm = NSW Fire Brigades (see section on
Metify emergency services on 000 (MSW Hazardous Materials)
Police, * Chemical Safety in School Manusal
+ Fire Brigade or Ambulance, as necessary) Do * LPG Safety
not assume someons else has notified them *  Seealkso or Syspected
Device and Bomb Threat Report and Letter
Where adjoining buildings or facilities are affected, or Parcel Bomb or White Powder Lefier

the workplace manager should act in accordance
with the advics of the fire brigade or police, or order

NEW Department of Educalion | FACTDTE — 1 Heaith and Safety Direciorabe: 1800 511 523 TS Ve LS LTS O 1
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Types of fires include building fires, industnial fires, transport fires and
bushfires. Each type of fire needs to be approached differently depending
on where and how the fire occurred.

Risk Factors

Evacuation plans are not cleary communicated or
not regularly tested

Staff and students are not aware of, or unclear an,
procedures and warden responsibilities in case of
fire

Staff are unsure of their responsibilities under the
evacuation plans if a fire occurs

Trees around buildings drop leaves and branches,
blocking gutters and cluttering grounds

Heaters or gas hot water system is not working
properly

Procedures for full evacuation of schools, colleges
and campuses have not been updated for some
years

Proximity to major roads or industrial sites

Prevention Strategies

Educate staff and students about workplace fire
prevention and safety

Conduct fire drills

Ligige with emergency services

Develop evacuation armangements with local bus
comipany / relevant transport company

Conduct fire safety audits (see below)

Maintain heaters and gas hot water system

Prune trees around buildings and keep gutters clear

Fire safety audits

To facilitate the implementation of emergency
management a fire safety audit should be conducted.
The audit iz not to be confused with the risk
assesament audit which identifies and addresses
occupaticnal health and safety issues. The fire safety

NEW Deparrment of Education | FACTOTE — W1 Hesith and Safety Dirsctorshe: 1800 811 523

audit, which should be conducted by the appropriate
contractor, should cover but not be limited to:

Means of escape

Exit signs

Emergency lighting

Fire rated doors

Penetrations (voids)

Smake lobbies

Fire extinguishers

Fire hose reels and hydrants
Sprinkler system

Automatic fire detection systems
Manual call points

Building emergency warning system
Emergency power supply
Emergency procedures
Houszekeseping

Flammable gases

The audit should deal with specific issues for the
workplace and references made to the Building Code of
Australia and relevant Australian Standard.

Response

In the event of fire:

+« Asszist all persons to evacuate, where possible

+ Raise the alarm and follow the emergency
procedures

+ Contain by closing doors (don't lock) to the fire

+ [Extinguish — attempt to extinguish the fire, but onby
if wou are trained and it iz safe to do 2o and it is the
right type of extinguisher

hepes:educabion REw.gov. AU 1



Fire

The outbreak of fire is to be reported immediately to
someone in authority at the workplace who must alert
the fire brigade, giving the following information:
* MName and address of the workplace including the
nearest cross sireet and appropriate vehicle access
# |Location and nature of the fire within the workplace
A staff member should be designated to ensure that the
fire brigade has access to the site of the fire, eqg. that
gates are opened and vehicles are not blocking access.

Approximately 50% of fire fatalities are caused by smoke
inhalaticn or the breathing of superheated air and gazes.
It is therefore necessary to evacuate staff and students
without delay if an intemal fire occurs. If necessary,
evacuation procedures as previously outlines should be
implementad. If possible, doors and windows should be
closad (not locked) on departure to prevent the spread
of fire and smoke.

Firefighting equipment, i.e. extinguishers and hose reels,
should only be used in the case of enfrapment or
potential entrapment. The use of fire blankets on small
fires in areas such as staff rooms, kitchens or
laboratories should only oceur if the risk of injury to staff
and students will not be increased.

Meighbours should also be notified if necessary.

Recovery Actions

*  Secure the site. Do not enter the damaged site.
Fires can rekindle from hidden, smouldering
remains. Be watchful for structural damage caused
by the fire. Roofs and floors may be damaged and
subject to collapse
+  Implement procedures to resume workplace
activities, which include arranging counzgelling and
support to those affected by the incident .
+  MNormally, the Fire Brigade will check that utilities Further Information
(water, electricity and natural gas) are either safe to
use or are disconnected before they leave the site.

Do not attempt to tum on utilities yourself * HNSW Fire Elrigadfs :
s Where necessary, arrange security to prevent theft + NSW Rural Fire Service
or vandalism

+ Review the emergency management plan
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Storm (including high wind)
Health and Safety Directorate
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Storms can happen anywhere, at any time of the year. They are more
common in NSW during the main storm season, from October to the end of
April, but it is important to stay prepared all year round. Severe storms may
cause major damage and pose a risk to life. They may be accompanied by
torrential rain, strong winds, large hailstones and lightning and may cause
flash flooding, unroof buildings and damage trees and power lines.

Risk Factors

+ [Danger from high winds where trees located on or
around the workplace not regularly checked and
trimmed

+  Electrocution from fallen wires

+  Roofs inneed of repair

* Excursion activities undertaken without risk
assessment

Prevention Strategies

The following actions should always be undertaken o
prepare for storms, but not when they are occurming:

+  Ensure guiters and downpipes are cleaned regularly

+  Ensure overhanging branches are timmed

+  Ensure roofs are in good repair

+ Prepare an emergency kit consisting of at least a
portable radio with spare batteries, a first aid kit and
manual, waterproof bags, emergency contact
numbers, waterproof footwear with non-slip soles,
waterproof and puncture resistant gloves, cleaning
products and boxes

+ Prepare a storm plan covering actions needing to
b2 undertaken

When undertaking activities outside the workplace be
aware of storm risks (e.g. high winds) and ensure you
identify an appropriate shelter nearby. Be aware of any
storm warning before undertaking activities.

NEW Deparrment of Education | FACTI0S -\

Healkm and Eafefy Direciorate 1800 811 523

Response

When a storm waming is broadcast or you see a severe
storm approach the following actions should be
undertaken:

Before the storm

+ Listen to the local radio station for information and

advice

Unplug electrical devices

Direct students and staff to assemble indoors

Stay well clear of windows

Secure loose ohjects in open areas, eg. garbage

bins

+ Ensure the emergency kit is ready to use

Dwring the storm

« Listen to the local radio station for further
infarmation and advice

« Direct students and staff to stay indoors and stay
well clear of windows

+ Avoid using fixed line telephones

+ |f driving, put on your hazard lights and pull over to
the side of the road, clear of streams, trees and
power lines

+ |f caught outdoors, seek shelter in a building or
vehicle, but not under a tree. If unable to find
shelter, crouch down, preferably in a hollow, with
feet together and remove metal objects from head
and body. Do not lie down but avoid being the
highest object in the vicinity. If your hair stands on
end or you hear buzzing from nearby rocks, fences
etc. move away to a new position immediately

+ Use the emergency kit, if required

hips e duc ation rsw 0oy, au 1



Storm (including high wind) 4" y ‘ |

After the storm

s Listen to the local radio station for further
information and advice

+ Check buildings for damage

+ Instruct students and staff to stay well clear of
creeks and drains, fallen trees and power lines and
damaged structures

+  Conduct a roll call at the first opportunity

+ Keep students and staff on premises until it is safe
to retum to normal activities or to go home. Beware
that travel arrangements may be hindered by storm
damage or flooding

+  |sethe emergency kit, if required

+  [fyou need help, phone the SES on 132 300. For
life-threatening emergencies phone 000
immediately.

Remember

While the storm is passing through, stay indoors if

possible. If you are driving, put on your hazard lights

and pull over to the side of the road, clear of flood ways,

streams, creeks, causeways, trees and power lines.

Recovery Actions

+  |mplement procedures to resume workplace
activities, which include amranging counsslling and
support to those affected by the incident

+  Review the emergency management plan

Recovery Actions

+ Emergency Management Australia
« Contact your local SES or NSW Siate
Emergency Services

MEW Departrment of Education | FACTIDG -\ Healn and Exfefy Direciorate: 1800 811 523 Fips: eduCation RS Q0. 3U 2
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violence or threats
Health and Safety Directorate

Major incidents involving ‘ {

There is a relatively low incidence of violent behaviour in NSW government
schools. Bureau of Crime Statistics and Research figures confirm that
schools are safer than the general community. However, when incidents of
violence do occur, they can have a substantial impact on the workplace. All
areas must be prepared to respond effectively to incidents of violence.

Risk Factors

&  There iz no way of knowing whether visitors are
authorized to be on site

+  Workplace boundaries are not well defined and
signs (e.g. to the administration area) are unclear

* Lack of clear standards for student's behaviour and
communication

+ No program of support for students who have
shown a tendency towards challenging behawviour

+  Communication devices and sfrategies do not
reach the whole workplace, or there is not general
awareness of them

+  Poor security and the possibility of violent intruders
gaining access to the workplace Prevention
Strategies

Prevention Strategies

Workplaces need to consider risk factors and develop
prevention strategies. A risk assessment should be
undertaken by the emergency planning commities or
WHS Committes in conjunction with school executive at
least once per year. Plans for responding to incidents
inwolving violence should be included in the workplace
emengency management plan.

Prevention sirategies include:

+  |mplement a policy and system for site visitor
management

+ [Define workplace boundaries and ensure signs are
clear e g. directions to the administration area

+ Take steps to improve secunty, including car parks

MEW Depariment of Education | FACTDE2 — W2 Health and Safefy Direclorste: 1800 811 523

+  Schools purchase signs from the Incident Support
Unit which advise visitors about trespassing on
school grounds

*  fAzsess communication devices and develop
strategies so that all points of the workplace can
communicate as reguired in an emergency
situation; identify communication devices in
clazsrooms and other leaming centres that could be
useful in the event of an emergency

+  Consider whether lockout andfor lockdown
procedurss are required for the workplace. Schools
should consult the Guidelines for developing
lockdown and lockout procedures for MW
Government Schools in the How to be a Safe
School package.

Response

If & major incident involving violence or threats occurs,

including an incident involving weapons:

* Move staff and students who are not involved to a
safe area and implement invacuation, evacuation or
lockdown procedures as appropriate (invacuation is
staying or moving inzside a building as a safety
precaution while a dangerous situation exists
outside of the building)

+  The workplace manager or delegated person
should call 00D (police andfor emergency services
as appropriate) and be in a position to inform them
of the following:

= Mame and address of the workplace, the
nearest cross street and appropriate
vehicle access

+ [Exact location and number of offenders and
descriptions, if known

hittprs:iveducad onnsw. gov_am 1
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+  MNumber of victims and their physical
condition (if known)
*  Any threats or demands made by the
offenders
+  MNumber and location of hostages (ina
siege situation)
*  Type and number of weapons eg. firearms,
knives, iron bars
+ Exact locations of the person who can assist
investigating police on their armival
* Aftend to any injured persons and provide
emergency first aid
*  Where a major incident or violence occurs at a
school, the school should liaise with emergency
services and Incident report and support hotline on
1800 811 523. The incident report and support
hotline unit will:
+  Facilitate lialson with the NSW Police
+ Provide immediate advice on the
management of the incident
Motify appropriate senior officers
Coordinate the provision of support and
assistance to the school during the initial
response period
+ Az each TAFE college and campus has its own
security arrangements, liaise with the Chief Security
Controller or Director of Operations conceming
specific securty amangements
# Instruct staff and students to remain calm as per
their emergency management plan
Conduct a roll call in a safe arsa
Decide when to recpen the workplace in
consultation with emergency services
+ Plan procedures to retum to nomal workplace
activities
+  Enzure all ciminal behaviour is reported and
support the police in their investigations, including
the provision of statements or witness accounts to
investigating police
+ Report the incident in accordance with the
Department’s reporting requirements
+ Arrange immediate counselling and support for staff
and students

Recovery Actions

Taking care not to disturb any crime scene
Drecide when to re-open the workplace in
consultation with local emergency services

*  |mplement procedures to resume workplace
acfivities, which include arranging counselling and
support to those affected by the incident.
Recognise that viclent incidents may have different
effectz on different individuals. The provision of

NEW Deparrent of Education | FACTDS2 — W2 Healh and Safefy Directorste: 1800 811 523

support and the availability of counselling should be
bhased on the needs of individuals.

*  Those affected should have ready access to
counselling from school counselling services
(students) WHS Consultants or the Employves
Aszsistance Program (EAP) - Supporting You

(staff)

+  Staff may contact their WHS Consultant {school
staff) Manager, Teachers Federation welfars
officers or Public Service Association industrial
officers to discuss issues of concern

+ Review the emergency management plan

Factors for consideration

Visitor management

There should be a system in place where all visitors to
the site are required to register at the administration
office and receive a pass or badge for the penod of
their visit. Workplace stafi should be encouraged fo
question visitors who are not wearing a pass.

Intruders

Workplace managers can deal with persons entering
Departmental premizes without permission under the
provisions of the Inclosed Lands Profection Act 1901, If
an intruder iz located on Deparimental premises, the
workplace manager can enguire about the person’s right
to be there, however, no member of staff should put
themselves in danger. If a legitimate reason is not
provided, the person can be reguested to leave. If the
person refuses to leave, the police should be called.
Further information is available in the Legal |ssyes

Bulletin Mo, 54 Unauthorised Enfry onfo Departmental

Premizes, or contact Legal Services Directorate.

Staff can obtain an apprehended viclence order (AVO or
ADWVO) in situations where they fear for their safety and
where reasonable grounds exist to justify those fears.
The workplace manager should consult the appropriate
Legal Iszues Bulletins or contact Legal Services
Directorate. The Health and Safety Directorate can
assist by organising for a security guard to be placed at
a school for an appropriate period after an incident, if
appropriate.

The Crimes Amendment (School Protection) Act 2002
introduced a range of new offences under the Crimes
Act 1900 for any person who enters school premises to
assault, stalk, harass or intimidate any student, staff or
community member, or with the intent of camying out
one of these offences.

hiipsifedursionsw.gov.ay o






Major incidents involving
violence or threats

Weapons

Armmed intruders in workplaces present particular risks.
When developing the emergency management plan,
workplaces without a lockdown procedurs in place
should consider the need for multiple safe arsas within
the workplace as altemate evacuation locations rather
than an external site.

Hostages

Waorkplaces may need to develop procedures such as
special alarm signals for siege situabions and locking or
shutting down rooms or sections of a building to protect
staff and students. |t iz essential for the success of such
procedures that they be planned carefully,
communicated to staff and students and rehearsed. Ifa
hostage incident ocours:

* Staff and students who are not involved should be
evacuated to a safe assembly area

s  The workplace manager or delegated person
should contact the police at the first available
opportunity and be in a position to inform them of
the specific details

+  Avoid any action which may provoke an incident
resulting in death or injury to staff and student

Further Information
» Health and Safety Directorate

+ HNSW Police
+ Student Behaviour

NEW Deparrment of Education | FACTDS2 — W2 Healh and Safety Dirsctorsbe: 1800 811 523
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Suicide
Health and Safety Directorate
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Death by suicide has a significant impact upon the emotional and psychological
wellbeing of those associated with the person who has died. The comprehensive
and informed management of the workplace response following a death by
suicide is essential to minimise the likelihood of other members of the school

becoming at nisk of self-harm.

Risk Factors

The risk of seli-ham may increase in the workplace
community following a suicide. Increased monitoring of
students is essential.

Prevention Strategies

+  Employees Assistance Program (EAP) -
Supporting You

*  Student counssllors

*  Prevention of bullying programs

= Drug and aleohel awareness and education
program

+» Student education on examination coping
mechanisms

*  Suicide awareness programs for staff

Response

* The response to a death by suicide should be
coordinated in consultation with members of the
school or TAFE counselling service

+ Any announcement relating to the death of the
student requires careful thought and planning. The
nature of the death in cases of known suicide need
not necessarily be divulged. The decision to divulge
this information should be made following caraful
consideration of all azpects of the paricular
situation, and in the case of school students,
consultation with the parents of the student who
has died by suicide

NEW Deparirment of Education | FACTI33-V2 Heaith and Safely Direclorste: 1500 811 523

Announcements need to be made privately or in
small groups to those students most affected by the
tragedy

Research has shown that there is sometimes a
cluster effect associated with suicide. Unrealistic
notions about suicide and awareness of the method
used may contribute to an increase in forming or
entertaining the notion of suicide. For these reasons
staff should avoid romanticizing the deceased and
miest not imply that he or she was herocic. Nor
should the method used in a death by suicide be
described in detail.

Placing or creating a memorial symbol in cases of
death by suicide has been dizcouraged for this
same reason. However, the process of grieving
may be helped by the memorial process and many
parents have indicated that it is inappropriate that
the good things done by their child during their life
should be negated by the mode of their death. The
decision to hold a memor ial service andior to place
a memorial symbol should be made in accordance
with the school's normal practice following the
death of a student, but taking into account the
necessity to minimise the possibility of the death
being interpreted as a positive act

The same support procedures as outlined for
dealing with death should be implemented to assist
those people affected by death through suicide
Arrange immediate counselling and support for staff
and students

hitips: Ve decaf onunsw. gov.as 1
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Recovery Actions

+  |mplement procedures to resume workplace
activities which include amranging counsalling and
support to those affected by the incident

s  Those affected should have ready access to

counsalling from school counselling services
(students) WHS Consultants or the Employes
Assistance Program (EAP) - Supporting Yiou
(staff)

+  School, college and campus activities should
continue as nomually as possible

+ Review the emergency management plan

Further Information

NEW Deparrment of Education | FACTOZ33 — VI Health and Satety Direchorsbe: 1800 811 523
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Electricity i1s potentially dangerous if care is not taken. In addition to posing
a direct rnisk of fatality or serious injury, an electrical fault can trigger a chain

reaction (e.g. fire)

Risk Factors

¢ FElectrocution from faulty electrical wiring or
equipment, frayed chords, bad connecticns,
overload of power boards or other electrical
fault

+« Fire arsing from faulty electrical equiprment

&« Use of high risk electrical equipment such as
handheld squipment (=.g power tocls, hair dryers,
commencial kitchen compliances)

+ Portable equipment (equipment that due to its
gize or mass can be eagily moved from place to

place {e.g. floor polizher, vacuum cleaner, fans,
heaters)

Prevention Strategies

Ensure testing of electrical equipment
Encourage reporting of all electrical faults
Consider electrical safety as part of HS risk

assessment and risk management programs

Encourage general safety precautions:

Use comect appliance for the specified task
*  Ensure that appliances are dry and clean
+ Do not use a general purpose elecirical appliance

whien it is wet or you are in wet areas

Keep loose cables off the floor

Do not withdraw a plug from a socket by pulling
the cable

Response

+ Rescue following electrocution
* |zolate the area and hazard and provided it is
zafe, the following can be performed:

NEW Deparrment of Educalion | FACTDEE — W1 Health and Safety Direciorais 1800 211 523

+ |f domestic electricity is involved switch off the
current, do not cut the cable

+  [f high voltage electricity is imeolved (2uch as fallen

power cables):
= Wait until the cument is disconnected by the
appropriate electricity authority

*  Ensure you and any bystanders are safe

* Do not touch the person or any conducting
materal which is also im contact untl the cument
iz disconnected

« Actimmediately to arange first aid and to contact
emergency services

« Wam any cnlookers of the danger

+ Ensure any faulty equipment is tagged to
prevent use [ze2 t300ing of eguipmentl

Wires down

Damaged electrical mains wires should always be
assumed to be live. If the wires touch the ground, the
surrounding earth can be live. Stepping into this Tive’
area can expose a person to a fatal electric shock. If
people are standing in the vicinity of where a wire fell,
instruct them to stand sfill and do not mowe their fest.
Remove all bystanders and call the NSW Fire Brigades.

Recovery Actions

+  |mplement procedures to resume workplace
activities, which include amanging counselling and
support to those affected by the incident

* Review the emergency managemeant plan

hiipsieducaion.nsy. gov.ad
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Death at the Workplace or
during a DoE activity
Health and Safety Directorate

This fact sheet addresses the situation of death at the workplace, whether
or not it is work-related and death during Department activities away from
the workplace. Non work- related deaths away from the workplace are
addressed in the fact sheet on death of staff or student or other members of

the community (not work-related)

Mature of Hazard

Thers are a range of safety hazards at all workplaces
that must be addressed in order to prevent accidental
death, injury or ilineas from occuming.

Risk Factors

All zafety issues must be considerad at the workplace in
developing a comprehensive safety culture whers
accidents are unacceptable and risk management
programs are in place to eliminate rizks or control them
to an acceptable (safe) level. This includes rnsks relating
tor

+ [esign and layout of grounds {eg trafiic around
workplace)

*  Geographic location (risks through proximity to
industrial and manufacturing premises)

*#  Activities undertaken (activities at the workplace
and risks associated with those activities)

*  Climate (potential natural disasters)

*  Security threats

+  Offsite emergencies (excursions, sporting and
other activities

Prevention Strategies

Safety program for the workplacs

Awareness of WHS responsibilities for staff
Communication and consultation

Rizk management programs in place

Emergency management planning complete
Incident management and investigation processes in
placs

NEW Deparment of Education | FACTDE3 — V1 Health and Safety Dinsciomlke: 1800 211 523

Response

In the event of the death of any student, staff member or

member of the wider workplace community, either at the

workplace or during a Depariment activity, the

emergency management plan should be implemented.

¢« (Call emergency services immediately, seek urgent
medical assistance and arrange for them to take
control of the scene

« Take steps to ensure the safety and welfare of other
staff and students

¢ |zolate the victim({s) (do not cover or move the
person; leave this for emergency sernvices
personnel as this may affect an investigation )

« Remove all people not directly connected with the
incident from the site

« ‘Workplace managers must ensure that reporting of
emergencies occurs in accordance with the
Department's Safe Working and Learning
requirements for jncident reporting, This will include
completion of a Department senous incident report.
The incident must also be reported to Health and
Safety Directorate who will report it to SafeWork
MSW if required

+ Make amangements with police for parents or
carers or next of kin to be notified

+ Arrange immediate counselling and suppaort for staff
and students. Refer to the Employes Assistance
Program, or fact sheets on suicide or death of stafi
or student or other members of the community (not
work-related) for further information.

= In the case of an intemational student, ensure
that parents and family overseas are informed.
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= Also inform the International Students Centre.
You may also need to organize accommodation,
airport pickup, an interpreter, andl/or
communicate with the authorties for famiby
arriving from overseas

= Provide information to assist police to determine
the reason for the accident

= |[mplement non disturbance requirements
as appropriate.

In addition to the SafeWork HNSW reporting
requirements for notifiable incidents, there are steps
required to be taken for preserving incident sites.

When a notifiable incident has occurred, the
workplace manager must ensure, so far as is
reasonably practicable, that the site where the
incident occumed is not disturbed until a SafeWork
MNSW inspector arrives at the site or any earlier time
that an inspector directs.

The duty to preserve incident sites does not prevent
any action including:

a. toassist an injured person; or

b. toremove a decease person; or

c. that iz essential to make the site safe or to
minimise the risk of a further notifiable
incident; or

d. that iz associated with a police investigation;
or

e forwhich an inspector or the regulator
has given permizsion.

Reference fo a site includes any plant, substance,
structure or thing associated with the notifiable
incident. Contact the Health and Safety Directorate
for further advice.

Recovery Actions

The death may have a significant impact on
individualz who worked or studied with the person
who died. Acticns to be taken include:

= Appropriate procedures nesd to be identified fo
assist staff and students in dealing with the
grieving process and to help students (particulary
younger students) to understand their reactions to
the death

= Evidence based procedures should be used
when providing support for those grieving

= Local factors, for example, cultural context, will
need to be considered

= |mplement procedures to resume workplace

NEW Deparrment of Education | FACTDES -1 Health and Safety Dinsciorste: 1800 511 523

activities, which include providing counselling
and support to those affected by the incident

= Those affected should have ready access to
counselling from school counselling services
(students), HS Consultants or the Cmploves
Assistance Program (staff)

= Simple, factual information about the death
should be provided to all those affected

= Close staff or student records so that no
unnecessary mail is sent

= |[n the case of suicide, specific guidance is
available in the fact sheet on suicide

= Review the emergency management plan

Further Information

+  Emergency Management

+ Student Welfare Directorate
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other members of the
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This fact sheet addresses the situation of deaths away from the workplace,
where non- departmental activities are being undertaken. Where suicide is
involved refer to the fact sheet on suicide (link). Where death is at the
workplace, whether or not it is work-related, or is during Department
activities away from the workplace, refer to the fact sheet on death at the

workplace or during a DoE activity.

Nature of Hazard

The death of students, staff or other members of the
community can have a major impact on the health and
wellbeing of staff and students at the workplace

Risk Factors

*  Major accident or event impacting on a commmunity
(e.g. motor vehicle accident)

+ Any death of a staff or student, including recent ex-
students, which is sudden or unexpected

Prevention Strategies

Safety awareness program for the workplace
*  Emergency management planning complete (see
further information

Response

+  Notify the death to the relevant Director of
Education, Institute Director or senior officer and
forward the Department’s Senous Incident Report
Form

+ Arrange immediate counselling and support for staff
and students

* |f an international student is involved, ensure that
parents and family overseas are informed. Also
inform the Intemational Students centre. You may
also need to organize accommodation, airport
pickup, an interpreter, andfor communicate with the
authorities for family armiving from overseas.

HNEW Department of Sducabion | FACTOG-VZ Health snd Safely Dirediorste: 1800 11 523

In most cases of death, and especially in the case of
suicide, information is best provided in amall rather than
large groups. A statement should be prepared which can
be read to classes or groups by the teacher. This
statement should include information about what support
senvices are available and how they may be accessed.
Small group sessions may need to be held with those
people most directly affected by the death. This will allow
specific issues or questions to be addressed. Teachers
muszt ke fully briefed so that appropriate responses can
be provided.

The death of a person will affect individuals in varying
degrees, at different times after the death. This is
particularly the case if the death is a suicide andfor
involves a child or young person. A wide variety of
reactions, from exireme distress to no observable
impact, are to be expected. Teachers and other staff are
encouraged to consult with counselling staff on
procedures for informing, supporting and maonitoring
students and for advice on any related issues or
concerns. Counselling should never be forced on
anyone. Sensitivity to the person’s stage of grief, and to
their wishes, is essential. Students should be allowed to
attend the funeral if they wish and, in the case of
yvounger students, if this is acceptable to the family.

A means for the students, staff or members of the wider
workplace community to say goodbye to the
person/people who have died may be amanged at an
appropriate time. Suitable activities include a short
service at the workplace, a class or group activity and
mezsages to the family. Those schools that have a
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traditicn of maintaining a memonal symbol for students
who have died may wish to place that symbol at this time.
Fleaze note, the memorial proceas for students whom
have died by suicide should be carsfully considerad -
see the fact sheet on zuicide. If an intemational student is
involved, ensure family overseas receives any memdorial
service mementos, posthumous graduation cerificate or
official letter of condolence.

Responses to life-threatening illness involving students or
staff require careful consideration. There are many
possille reactions to thiz information. There is a need to
be sensitive to the range of feelings and staff are advised
to discuss the matter with a workplace counssllor to
identify appropriate support.

Students, who may have witnessed a death, in particular
a suicide, must be identified. Such students may be at
risk of serous psychological conzeguences. They should
be offered support and encouraged to seek counselling.
In the case of children and adolescents, a greater level of
support is likely to be required and teachers should
monitor these students more closely for possible
emotional or behavioural problems. Close friends of the
deceased similary need careful monitoring and support.
Relevant staff who are known to the students and who
have the appropriate skills (such as the ability to offer
support in an ongoing, unobtrusive way, using good
listening skills) may alzo be able to provide support.
These people may be more effective and comforting than
counsellors brought in from outside who are unknown fo
the students and who will have no ongoing relationship
with them.

Students should be advised of the availability of support
through the workplace counselling service. These
counsellors can also advise students of alternative or
addificnal support sernvices available within the
COMmimnity.

Staff members who have witnessed a death should be
provided with support and advised of the availability of
Emiplo Assistance Program (EAP) - Su fing You
SEMVICes.

Recovery Actions

The death may have a significant impact on individuals
who worked or studied with the person who died. Actions
to be taken include:

+ Appropriate procedures need to be identified to
assist staff and students in dealing with the grieving

MEW Department of Education | FACTDIS — %2 Healh and Safely Direcloraie: 1800811 523

process and to help students (particularly younger
students) to understand their reactions to the death.

Evidence based procedures should be used when
providing support for those grisving

Local factors, for example, cultural context, will
need to be considered

Implement procedures to resume workplace activities,
whiich include providing counselling and support to
those affected by the incident

These affected should have ready access to
counselling from school counselling services
(students), WHS Consultants or the Emploves
Assistance Program (staff)

Simple, factual information about the death should
be provided to all those afifected

Cloze staff or student records so that no
unnecessary mail is sent

In the case of suicide, specific guidance iz available
in the fact sheet on suicide

Review the emergency management plan

Further Information

* Emergency Management
«  SfudentWelfare Directorate
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There are several possible scenarios involving the release of biochemica
substances. The emergency planning committee should access the risk of
the following scenarios and implement appropriate prevention and response
procedures:

Substance released inside a building or room
Substance released outdoors and localised (e.g.
nearby transport chemical spill)

Substance released in the sumounding community
(e.g. outbreak of dizsease or chemical exposure in
COMIMTILINIEY)

Risk Factors

Proximity to industrial areas or major transport
routes

Procedures not clearly implemented for safe
management of chemicals at workplaces

Audit of chemicals at the workplace not sufficient to
ensure compliance with relevant legistation

Prevention Strategies
Chemical spill at the workplace:

Check your workplace regularly to identify any
equipment, operations or procedures that have the
potential to result in a spill

Enzsure you have at hand the Material Safety Data
Sheet for each hazardous substance used

Post laboratory safiety rules in the workplace and
izzue to all students

Uze the Department’s Chemical Safety in Schools
Manual

Response

Motify emergency services (Fire Brigade on 000)
and the workplace manager

Clear immediate area

Tum off all equipment e_g. electrical equipment, air
handling systems and gas supply

NEW Deparrment of Education | FACTOEY — V2 Health and Safely Dirsciorabe: 1800 211 523

* (Open doors and windows for ventilation, if safe to
do 5o

*  Congider evacuation

* [Designate a staff member to meet the Fire Brigade
and direct them to the incident location

+ Potify the Department in accordance with incident
notification procedures

+  Notify Envirenmental Protection Agency's pollution
line

* Moty neighbouring premises down wind or
downhill, where necessary

Recovery Actions

#  Amrange clean-up of chemicals with assistance of
relevant emergency services

# [Decide when to re-open the workplace, in
consultation with local emergency services

*  |mplement procedures to resume workplace
activitiez, which include amanging counselling and
support to those affected by the incident

+ Review the emergency management plan

Further Information

[ ]
{see section on Hazardous Materials)

. o o

Chemical Safetyin Schools Manual
« Material Safety Data Sheets (ChemWatch)

« Emvironmental Protection Agency (EFA)
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Staff and students may suffer sudden, emergency health conditions at the
These may involve the sudden

onset of a life-threatening condition or other situation where an immediate
response is essential.

workplace or during workplace activities.

Risk Factors

Staff and students at the workplace with
medical conditions that may require emergency
responss

Distance from emergency services or
other medical assistance

Individual health care plans for student not
in place or updated

Environmental risks that may tigger health
condition {e.g. anaphylaxis)

Envircnmental risks that may trigger health
condition {e.g. anaphylaxis)

Prevention Strategies

Implementing individual health care plans for
students (e.g. with anaphylaxis or other life
threatening health condition)

Having effective emergency and first aid
rezponse plans in place at the workplace
Educating =taff on how to respond in an
emergency health situation (first aid)
Implementing policies and procedures to
support the health and wellbeing of staff and
students

Managing health rizks at the workplace (e.g.
the workplace environment)

Developing effective emergency response
strategies to emergency health conditions in
consultation with all relevant groups {e.g.
parents and carer's, emergency senices

NEW Deparment of Education | FACTOTD -1 Health and Safety DineCiore 1800 511 523

Response

Administer first aid and provide medical
treatment as soon as possible, including
specialised responses in accordance with
individual health care plans (e.g. for a student
with anaphylaxis, asthma etc)

Establizh the facts: assess the situation, plan
who to contact and their roles, and what
assistance is nesded from regicnal office
Ensure telephones are not used for anything
other than incident communications

Contact the injured person’s family. For
intemational students this includes parents and
family overseas

Recovery Actions

Implement procedures to resume workplace
activities, which include arranging counselling
and support to those affected by the incident

If an intemational student is involved, you may
nesed to organise accommaodation, airport
pickup, an interpreter, andlor communicate with
the authorities for family arriving from overseas
Review the emergency management plan

Further Information

»  Emergency Management
»  NSW Health
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Tsunamis are sea waves produced by the sudden displacement of the
ocean, often triggered by earthquakes or landslides. The NSW coast has
experienced more than 30 tsunamis since European settlement. Most have
been slight causing little or no damage. The largest tsunamis in Australia
occurred in 1868 and 1960. These were generated off the South American
coast and caused some damage to small boats moored in harbours and
coastal infrastructure. Larger tsunamis can occur and all low-lying land
close to the ocean is at risk of tsunami inundation.

Risk Factors

*  Overseas ravel — be aware of the potential rizks in
the area you are travelling to

*  Workplace located on low-lying land close to the
QCEarn

Response

International agencies monitor tsunami events across
the Pacific Ocean and emergency authorities have plans
in place to alert coastal residents to approaching
tsunamiz and to oversee evacuations if necessary. Ifa
tzunami was generated close to the Australian coast
there may be litlle or no waming, apart from natural
signs such as the recession of the ocean and the ground
shaking strongly. In NSW, the Bureau of Meteorology
and the NSW State Emergency Service are rezponsible
for the dissemination of tsunami wamings.

If vou are at the beach orin a low-lying coastal area and
you feel the ground shaking strongly or observe unusual
ocean behaviour, such as the recession of the sea,
move quickly but calmly to high ground; if high ground i
unavailakle move imland.

When a tsunami waming is issued it means that a
dangerous tsunami has been generated and could be
very close. The following tasks should be undertaksn:

» Lizten to the local radio station for information and
advice
Follow the instructions of emergency officials
If instructed, evacuate coastal locations and move to
high ground

MEWN Depariment of Educaion | FACT115 -V Health and Safety Dineclorsie: 1800 211 523

* Do not return to low-lying coastal areas until told that
the area i= safe by emergency sernvices

A tsunami is not a single wave but a series of waves. In
recent history people have been killed in tsunamis
because they have moved back into low-lying areas
after the first wave hasz receded. Do not go down to the
beach to watch a tzunami. Tsunamis move guicker than
a person can run. When you see a tsunami you are too
cloze to escape from it. When undertaking activities
close to the coastline be aware of tsunami risks and
ensure you identify an appropriate sheltter on high
ground nearlyy. Be aware of any tsunami waming before
undertaking activitiez. Phone 132 500 if you need help
from the SES. For life-threatening emergencies phone
000 immediately.

Recovery Actions

* [ workplace is affected, contact emergency services

*  |mplement procedures to resume workplace
activities which include aranging counselling and
support to those affected by the incident

+ Review the emergency management plan

Further Information
= Emergency Manggement Australia

Emergency Services
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All schools are to prepare for excursions in accordance with the WHS Policy

and support tools

and, where applicable, Guidelines for the safe Conduct of

Sport and Physical Activity in Schools

Mature of Hazard

Excursions involve travel to and activities at a range of
different locations in different environmental contexts.
Far thizs reason, excursions are potentially the most
hazardous activities for school related accidents. The
duty of care owed to students applies whether the
school excursion iz held during school hours, after
school, on the weekend or during school holidays.

Risk Factors

Departmental WHS Policy not followed

Hisk assesaments not conducted

Untested assumpiions about the safety of staff and
students on excursions

Unanticipated events whilst on excursions

Prevention Strategies

Engsure that all aspects of the excursion are
planned in accordance with the Excursions Policy
{link) including conducting a risk assessment of
potential hazards on the excursion and
communicating the risk management plan (e.g.
bushwalks or ovemnight camping in isolated areas,
excursions in urban areas with large crowds)
Implement control measures to prevent students
getting lost on excursions by using regular
headcounts, roll calls and buddy systems, along
with maps and rendezvous points. This will assist in
preventing students getting lost, abducted and
assaulted by strangers

Response

Where it iz suspected that a student is lost or missing
{excursions)

Confirm that the student is missing {(count heads
and check rolls)

Identify the student's name, description and what
they were wearing

Ascertain the location where the student was last
seen and any unusual circumstances about when
the student went missing

Contact the police

Report in accordance with the Department’s
procedures

Where required, in consultation with police, nofify
parsnts or caregivers that the student is missing

Bushwalking

Schools should refer to Guidelines for the Safe Conduct
of Sport and Physical Activity in Schools. All walking
and orienteering must be carefully planned with the
highest pricrty given to safe walking practices in
accordance with those guidelines.

NEW Depariment of Educalion | FACTI0T =1 Heailth and Safety Dirsciorsie: 1800 211 523

Send two people (at least one of whom is a staff
member) to retrace the group's steps for 15
minutes only, calling out and listening and carefully
observing signs
Only ever separate the group into two subgroups —
ane searching and one sting put
In situaticns where thers is no immediate access to
a mobile telephone or other communication
equipment:

*  |dentify two people (at least one of whom is

a staff member) to go for assistance

Irifies:: el on resa os 3 1






Staff or students lost on an
excursion

Discuss the route to be taken by this pair

Mote relevant details on paper for the pair to camy
(including time, day and date, the location with grid
reference and land features, the time the students
were lost and how they are equipped, the
composition of the remaining group, events leading
up to the incident, intentions of the group left behind
and supplies required)

Equip the pair az a fully contained wnit for an
overnight hike (including a tent as well as
emergency food, clothing, water and torch and map)

Orienteering

Check the area (for example, with a reliable staff
orenteer running the course in reverae and checking
the major tracks)

Search and continue searching the perimeter (using
a vehicle or on foot) stopping to whistle, call or toot a
car hom and waiting to listen for a response

If unsuccessful, notify the police and ranger (if
applicable) and the school principal or prearranged
school contact person. Police assistance should be
sought if the student has not been found within an
hour, to allow searching in the daylight

Record on paper a descripion of the sfudent, the
area which has been searched and list possibiliies in
the area where the ssarch could widen

Recovery Actions

NEW Depariment of Educalion | FACTI0T —V1 Health and Safety Dirsclorate: 1800 511 523

Provide counselling to those affected by the

emergency

Manage the media through the Department’s Media
Unit or Director of Education

Review the emengency management plan

Recovery Actions

= WHS Policy

=  Guidelines for the Safe Conduct of Sport and
Physical Activity in Schools

= Health and Safety Directorate’s Excursions
support tool and Venue and Safety Information
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From time to time Department workplaces may receive suspicious letters

and parcel

5. Because of the potential harm such items can pose, they must

be treated seriously and responded to effectively.

Risk Factors

+« Letter or package bombs represent an ancnymous
delivery method to an attacker if the motive of the
attack is to inflict injury upon individuals in a
workplace

+ Receipt of high volumes of mail at some
Departmental workplaces

*  Current security climate relating to termorism

Prevention Strategies

*  Careful monitoring of incoming mail with thorough
fraining and awareness of relevant staff

*  Train staff to recognize letter or parcel bombsa. They
may ke recognisable by the following

characteristics:
+ Labelled 'bomb’, ‘danger’, 'do not open’ or
aimilar

+  Similar to a device described in a prior

communication

Excessive weight, considering size

Rigid envelope

Lopsided or uneven envelope or package

Excessive securing material (tape or string)

Protruding wires, strong tinfoil etc

Oily stains or disfigurations

Visual distractions {misleading marking or

labels of the contents)

+  Unexpected or unsclicited mail from an
unkmnown source

* Resfricted marking e.g. private, personal,
confidential

*+ Excessive postage on local mail

*  Handwritten or poorly typed address, no retum
address, incormect title

+  Title without a name

+  Misspelt commonly used words

+ Unbalanced envelope or parcel

NEW Deparment of Education | FACTOES — W1 Heaith and Eafely Dirsclorale: 1800 211 523

Springiness on top, bottom or sides
Addressed to someone from a religious, racial
or political group which iz the subject of
diszension

Response

s (Contact emergency services
+« Consider full or partial evacuation if required

Letter and parcel bombs

If after opening a letter, an extra envelope is addressed
to someone, examine it for signs of danger. Regard any
envelope tightly taped or bound with string as suspect
and handle with extreme caution.

Precautionary measures

O not:

+ |mmerze the letter or package in water

# Shake or tumble the suspect object

« Take idenfification markings for granted as they
miight have been falsified

« Assume the letter or package is bona fide because
it has passed through mail procedures. Some might
be sent through couriers or delivered in person

« Assume the letter or package contains high
explosives. Be prepared for the possibility of an
incendiary device and have fire extinguishers ready

*  Allow the use of radio transmitters within 25m of a
suspect device. This does not preclude using radio
transceivers exclusively for reception

Letter with white powder
Mew forms of harassment and threats are emerging in
society every day. One form which has been highly

publicized is letters which contain powder. Should a
school receive such an item, they should consider the

threat senously and take the following actions:

Fitps-education. naw.goy.au 1






Letter or parcel bomb or white
powder letter

Do not handle the package or attempt to clean up
the suspicious substance

Contact emergency senvices. The Fire Brigade is the
primary response agency for dealing with hazardous
material incidents

lzolate perzons who may have been contaminated
to prevent possible spread of contamination to
others

Tum off all fans or ventilation units and izclate air
conditioning

Evacuate the room and close the door

Wait for arrival of emergency services and follow
their directicns

Recovery Actions

Provide staff and students with accurate information
about the current situation unless there is a legal
issue that prevents this cccurring

Decide when to re-open the workplace in
consultation with the senior police officer at the
SCENe

Implement procedures to resume workplace
aciivities which include amanging counselling and
support to those affected by the incident

Review the emergency management plan

Further Information

Health and Safety Directorate
MSW Paolice

* See also Bomb Threat or Suspected
Device, Bomb Threat Report and Explosion

NEW Deparment of Educaion | FACTIBES —W1 Heaith and Safety Dirsciorale: 1800 211 523
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Pedestrian Accidents
Health and Safety Directorate

4
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Pedestnan accidents are a potential cause of harm to all staff and students
far all Department workplaces including schools and administrative
workplaces.

Risk Factors

Proximity to major roads

Insufficient pedesirian safety awareness programs
for students or staff

Insufficient traffic controls in place

Prevention Strategies

Traffic controls (pedestrian crossings, traffic
controllers etc)

Liaizon with the local council and the Roads and
Traffic Authority Rules issued in writing to parents
regarding the safe drop-off and pick-up of students
eq. no double parking, no vehicles inside the school,
not letting children out of vehicles on the roadside,
no reversing

Crive by, no parking, drop off areas in the moming
and afterncon with a traffic monitor

Supervised areas for infant/primary students to sit
and wait for pick up by parents, which include
assistance into wehicles by traffic monitors

“Mo parking™ signs at front of school to prevent
congestion and double parking etc.

Foad safety awareness lezssons for students
Parking officers at peak times to discourage parking
viclations

Schools awareness of fhe BTA publication, &
practical quide to addressing road safety issues
arsund schogls

Response

Motify emergency services on 000
(Police, Fire Brigade or Ambulance as reqguired)

MEW Department of Education | FACTIZT — W1 Healh and Safely Direciorsie- $300 811 523

Apply first aid using standard precautions ie avoid
direct contact with blood and bodily fluids

Motify parents or carers

Report the incident as soon as possible in
accordance with Departmental procedures

Recovery Actions

Implement procedurss to resume workplace
activities which include amanging counselling and
suppaort to those affected by the incident

Review pedestrian arrangements as a matter of
urgency

Review the emergency management plan

Further Actions

* Road Marfime Servi
FTA Kids and Traffic
Vehicles on School Grounds

hifipreiveducad onnsw. oy 1
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Outbreak of infectious dlseasN " \‘
Health and Safety Directorate ‘

The transmission of infectious diseases iz an ongoing hazard in al
workplaces, particularty at certain times of the year and in the event of
outbreaks of serious infectious diseases nationally or at the local event.

Risk Factors o el ireel DEdDbe drway romn will Deophs o b
» Enzlile unwal| sia and stucens if meceiary, aooording
+* Lack of semremess of standand precautions for iy et Troem dhie bocal Pubiie Heslis Lini
mfecion conig glins Sorkn o L
+  EFared aclibies increase fsk of Infechous diseases Fﬂnmﬂrhhd:nﬁrﬂudmmfﬁ-qmnf
*  Mowayof relably idenifying a0 pErsons carmyng irteriiie bl phsaie rler 1o the Depatments HE
Infectous diseaze Flodezy ared Infclion Conirel SUESInEs,
« Frepamabon of food ks poendal ares of risk for .
communicabie diseasss Recovery Actions
. . # [Liake with the local Public Heaith Uinit about G
Prevention Strategies retum of individuals or groups 1o the workplace

® &k with local Public Health Unlt and Reglonal

#  The imoorporaion and corsksbent applcaiion of
oifice o refurn the workplace o nomrmal as oo XS

sandan precaution:s for imfecSon ooeirn]| imo daly possibie

pracios amd e wse of specic conoés for parbicular

shuations will minkmize the risk of Iness due o *  Impiement procedunes bo recome workplace

ImfecEous dossses acthatties which Inchsds armanging couns=iling ard
+  Appiication of Department's HS Pglicy and support by Seose affecied by e IRcideni

CrocecLres *  Reyvisy the =mengency manageTent pian

+ Corsuliation with relsvant persons and
organisations &g, N5 local publc heath units,
e, Clearers el

Response Further Information
Srcourage shaff oo repot njunes and |neszas * LN ERREn
Encourags parents or Carers i report Infectious 2=
conditions by the somosl or facisy i 8 soudens # Infection Contred Guie|res
absent due o liness. B many students or siall ans
abrsent and appear o have simiar symploms, an
putbreak miay be oooaTing and the ocal Public
Hi=aith unit should be nicdfied

# ST shoukd b= rware of shidents displayimg signs
of Eness and =reure Faf they seek medical
attenbon ediabedy

#+ Epsure ok Infecbon control procecures: ane
followed, especialy during outbreaks of Infeciows
[n L L5




BUSH FIRE EMERGENCY

MANAGEMENT AND EVACUATION
PLAN

Name of Facility Pretty Beach Public School
Address: Pretty Beach Rd, Pretty Beach NSW 2257
Council Name: Central Coast Council

Lat:/Long: 33.5261°S, 151.3501°E
Contact Person: Karen Wardlaw
Date of Plan: 1/9/20

Type of Facility: Primary School

Prepared by: Andy Podmore
Authorised by: Karen Wardlaw
Revision Date: 1/9/2020

Next Review Date: 1/9/21

TO BE REVIEWED ANNUALLY



Facility Details

This plan is for: Pretty Beach Public School and has been designed to assist management to protect life and property in
the event of a bush fire.

Pretty Beach Public School is in a bushfire prone area, which means there is a possible risk that the school may be
affected by bush fire, particularly during the spring and summer months.

This Plan outlines procedures for both sheltering (remaining on-site) and evacuation to enhance the protection of
occupants from the threat of a bush fire. The Primary Action to follow under normal bush fire conditions is to:

Shelter [} Evacuate [}

Contact Person: Karen Wardlaw

Position: Principal

Number of Employees: 18

1 x Principal

10 x teachers

3 X SLSO

2 X SAM and SAO

1 X Cleaner

1XGA

Number of Students: 182

Number of Buildings: 10

Number of students with support needs:

Provide description of support needs:
e Student with anaphylaxis: 1

Students with allergic reactions: 4

Students with epilepsy: 2

Students with asthma: 9

e Students who are diabetic: 0

e Staff member with asthma: 1

e Staff who are diabetic: 0

e Staff with heart condition: 1

e Mobility Impaired: 1

e Students with Autism: 5




Roles and Responsibilities

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

fire.

Karen Wardlaw
Principal

Site Controller responsible
for co-ordination of response
procedures and chief
communicator with
Emergency Services and DOE

Work: 02 43601012
Mobile: 0404045554

David Rattray
Assistant Principal

Final check of all buildings

Work: 02 43601012
Mobile: 0421 203 529

Andy Podmore
Teacher/WHS Officer

Turn off Main Electricity
(when possible/if necessary).

Work: 02 43601012
Mobile: 0421257773

Lyn Hyde
SAM

Collect Emergency First Aid
Kit/ Emergency kit
Administration Building

Work: 02 43601012
Mobile: 0499601229

Andy Podmore
Teacher/WHS Officer

Warden

Ensure all classrooms are
clear.

Work: 02 43601012
Mobile: 0421257773

Emergency Contacts

Emergency services

000 (call first)

Health and Safety Directorate

Hotline

1800 811 523 (call second) Option 1

NSW Rural Fire Service

Local Fire Control Centre

1300060807

NSW Rural Fire Service

Bush fire information line

1800 679 737
1800 NSW RFS

NSW Rural Fire Service

Website

www.rfs.nsw.gov.au

Police Force

Director, Educational Leadership




PREPARATION

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

e Review and update the school’s Emergency Management Plan that includes this Bushfire Management Plan.
(Update ICE with reviewed documents).

e Liaise with emergency service agencies about emergency procedures and vegetation management in the
vicinity of the school and any other issues that are appropriate.

e Communicate the school’s bushfire preparedness arrangements (the Bushfire Plan) with school staff including
their responsibilities at a staff meeting early September.

e Communicate the school’s bushfire preparedness arrangements with the school and student community e.g.
school newsletter or intranet.

e Communicate the school’s bushfire preparedness arrangements with community users

e Review school’s set-up for local notification system i.e. SkoolBag App messaging process and /or school
website updates to communicate during emergency situation to parents (includes communication regarding
short-term immediate ceasing operations or ceasing operations next day).

e Review staff completion of the e-safety Bush Fire module early September or by (End of Term 3).

e Test and verify fire protection systems (fire hydrants, evacuation alarms, fire extinguishers)

e Check emergency equipment and first aid resources are available and operational (battery radio, mobile
telephone)

e  Consult with the NSW RFS regarding our bush fire arrangements evacuation and a shelter in place option

e Provide updated Principal and Executive contact details including a mobile number for emergency contact after
school hours to local Emergency Services and Police.

e Conduct practice fire evacuation and shelter in place drills.

e Have firebreaks maintained and garden rubbish, native shrubs and tree branches kept well clear of buildings
e Arrange contractors to clear gutters of dry leaves and other debris around the site

e Lock away flammable items e.g. door mats and garbage skips

e Liaise with Schools Infrastructure regarding Asset Protection zones

e Contact off-site refuge (where applicable) i.e. school, community facilities for notification of potential use
during a bushfire emergency



During the bushfire season including during periods of increased fire danger we will monitor information sources for
bushfire conditions by:-

e Listening to the local radio station, TV and/or monitoring the NSW Rural Fire Service website at
www.rfs.nsw.gov.au for information on bush fire activity or fire danger ratings.
e Knowing the Fire Danger Ratings for the area
e Staying alert for warnings such as Bush Fire Alert Levels issued by the RFS
e  Watching for signs of fire, especially smoke or the smell of smoke
e (Calling the RFS Bush fire Information Line on 1800 NSW RFS (1800 679 737)
e Contacting the HS Directorate on 1800 811 523
e Downloading the free IPhone application from NSW Rural Fire Service — Fires Near Me NSW.
e On days of increased fire danger, including total fire bans, the school will conduct a morning muster where
key information is communicated to staff. Topics for discussion at the muster will include:
v’ Fire threat level
v" Moving of bags inside of the classroom
v/ SLSOs to move cars to car park in the event of an offsite evacuation. Students travelling in cars are:

Henry Cox, Zoe Watt, Fox Jordan, Connor Jones

v Hoses attached near Shelter In Place

Flammable objects removed near classroom windows and doors
Bins removed from open space.

Be alert and ensure phones notifications are on

Skoolbag to be sent to parents notifying them of the fire risk

AN NI



SHELTERING PROCEDURES

Evaluation of the safety of employees and occupants has determined that it would be safer for ALL persons to shelter
at a designated refuge.
The following is the designated refuge allocated within the premises.

Designated refuge: Library
Procedure for sheltering during a bush fire emergency

Trigger Action Who
Imminent bush fire threat to the After phoning ‘000’ Emergency Services, school determines that the Principal
school — primary action to “shelter | school temporarily cease operations and “Shelter in Place”. This will be

in place” (or no time to enact announced by telephone.

evacuation procedures if

evacuation is the primary action) This decision can also be made in consultation with Director of

Educational Leadership Chris Bice on 43 489 100 (mobile: 0425 328 245)

Notification to H&S Directorate Incident Report and Support Hotline on
1800 811 523 Option 1 advising of emergency situation and schools
intentions.

Updates school website and/or send Skoolbag communication to Principal
parents/carers/next of kin to advice of school “shelter in place”. Advise
parents not to come to school and keep communications open with

school
Announce to evacuate to Shelter in place Principal
e Collect Emergency Kit items (see Evacuation Procedures) SAM Staff-

e Emergency kit inside room (bottled water, cups, buckets, toilet | Lyn/Monica
paper, first aid kit, torches with batteries on outside, sign out
sheets, rags for base of doors, towels, P2 face masks, cotton
overalls in case of requirement of use by the Wardens). All
students to bring bags if possible.

e All flammable items outside of rooms must be brought inside.

Wardens check that all classrooms and toilets are clear and close Warden-

windows and doors. Do not lock doors. Andy

Shut off electrical mains if required. Warden-
Andy

Students, staff, visitors and contractors move to “shelter in place” Principal

location.

Conduct roll call of students, staff, visitors and contractors. All teaching
Staff to
report to
SAM- Lyn

Turn off air conditioning. All Staff

Floor wardens to attend hoses to water down exposed areas near shelter | Dave Rattray

in place Andy
Podmore

Close doors, draw blinds and cover base of doors with wet fabric. All Staff

Keep personnel hydrated, cover as much exposed skin as possible with All Staff

natural fibre fabric (where possible).

Assemble persons away from part of the building which will be initially Principal

exposed to fire.
Continue to monitor bushfire situation and stay contactable with mobile All Staff
phone at all times.
When the fire has passed and the threat from radiant heat has abated, all | Principal
persons will remain within Shelter in place location until clearance given

by emergency services and a check is made of the buildings for outbreaks

of fire.
Provide update H & S Directorate on status. Option 1 Principal
Update school website and / or Skoolbag etc. communication or with Principal

advice to parents to collect students (parents will be advised to stay away
from the school).
Student release with parents to be recorded. All Staff




After the bush fire event

e Principal decides when to re-open the workplace, in consultation with local emergency services, Director - NSW
Educational Leadership, H&S Directorate and Asset Management (determine temporary re-location)

e Confirm with NSW Fire Brigade that utilities (water, electricity and gas) are safe to use
e Air quality

e General housekeeping

e Review buildings/structure integrity

e Review tree integrity

e Telecommunications/IT/equipment checks

e Infection Control

e Advise the school community of plans to recommence operations including community users (school website,
email, Skoolbag and text)

e Implement procedures to resume workplace activities including providing counselling and support to those
affected by the incident

e Review Emergency Management, Bushfire and First Aid Plan

e Ensure counselling services are offered to all students and staff

e Conduct communication meeting with staff to review procedures and identify potential hazards



EVACUATION PROCEDURES

Evaluation of the safety of the employees and occupants has determined that it would be safer for ALL persons to
evacuate to a designated refuge. Note: Timing for the decision to assemble prior to shelter in place or evacuate, will
depend largely on size of fire and how quickly it is spreading.

Designated assembly points

ON SITE - School Oval
- Library (Shelter in place)

OFF SITE - Wagstaffe Hall/Wagstaffe Public Wharf (Mulhall St Wagstaffe)
- Killcare Wharf (Araluen Dr Kilcare)

Refuges -

Name of venue (North): Killcare Wharf
Address of venue: Araluen Dr Killcare

Name of venue (West):
Address of venue:
Phone number: 02

Name of venue (South): Wagstaffe Hall/Wharf
Address of venue: Mulhall St Wagstaffe
Turo Park — Pretty Beach Road, Wagstaffe

Name of venue (East):
Address of venue:
Phone number: 02

Offsite Evacuation: Transport Details

Depending on the safety and access available evacuation sites will be different.

Students will walk to Assembly location under the supervision of school staff, and/or as directed and advised by the RFS
or the NSW Police. They will then be transported by buses to one of the refuges locations listed above (or an area as
designated by the RFS or NSW Police).

Mode of Transport Company Name / Private Phone / Mobile Number Time required prior
How many buses? Vehicle Owner Name to evacuation
Buses Busways 02 43682277 ASAP

Ferries Fantasea Palm Beach 0299742411 ASAP

Ferries




Procedures in the event of a bushfire in the surrounding areas, evacuation

Trigger

Action

Who

Bushfire in the
surrounding area

Consult through NSW RFS Website www.rfs.nsw.gov.au, contact 1800 NSW
RFS, check smart phone Fires Near Me application.

Principal

Inform staff of fire situation.

Principal/SAM

Alert staff to potential activation of procedures for safe movement of students Principal
with disabilities/health concerns.
Consult with local Emergency Services, Director, Educational Leadership and Principal
H&S Directorate to determine action to be taken e.g. temporarily relocate or
cease operations.
Check www.livetraffic.com.au for potential road closures or traffic restrictions Principal
(consider road blocks for parent pick up from school site or off site location).
Prepare notifications Skoolbag etc. to parents/carers pending potential Principal
collecting of students by parents or evacuation activity.
Contact transport providers to alert of potential requirement. Principal
Continue to monitor situation and stay contactable with mobile phone at all Principal
times.
Arrange initial collection of Emergency Kit contents: including:- First Aid Kit, SAM-
Health Care Plans and prescribed medication, student class roll, visitors book, Lyn/Monica
mobile phones, emergency contact list (students and staff), Sign-out register for
students, Bushfire Emergency Plan, pens, workplace keys).

Emerging Bushfire Risk After phoning ‘000’ Emergency Services, school determines that the school Principal

temporarily cease operations.

This decision can also be made in consultation with Director of Educational
Leadership.

Notification to H&S Directorate Incident Report and Support Hotline on 1800
811 523 Option 1 advising of emergency situation and schools intentions.

Update school website, Skoolbag etc and email with advice to parents to collect | Principal
students as soon as possible. Notification to HS Directorate Incident Report and
Support Hotline on 1800 811 523 Select Option 1.

Contact transport providers to advise of assistance required. Principal
Collect Emergency Kit items (see above). SAM-
Lyn/Monica
Student release to parents to be recorded. All Teaching
Staff
Provide updates to Director, Educational Leadership and HS Directorate on Principal
status of personnel on site.
Imminent bush fire threat | After phoning ‘000’ Emergency Services, school determines that the school Principal
to the school (if advised by | temporarily cease operations.
emergency services) This decision can also be made in consultation with Director of Educational
Leadership.
Notification to H&S Directorate Incident Report and Support Hotline on 1800
811 523 Option 1 advising of emergency situation and schools intentions.
Update school website and/or Skoolbag etc. to parents/carers/next of kin to Principal
advise of action for off-site evacuation. STAFF TO PARTICIPATE IN MORNING
MUSTER TO IDENTIFY COURSE OF ACTION ON EXTREME DAYS
Implement transport arrangements (where applicable). Principal
Make announcement to alert staff and students that buses are on the way and Principal

evacuation will take place. All to locate to assembly area (normally the shelter in
place location)

Wardens check that all classrooms and toilets are clear and close windows and
doors. Do not lock doors.

Warden- Andy

Collect Emergency Kit items (see above). SAM-
Lyn/Monica
Evacuation will take place from the Library under the direction of the Principal
emergency services if available.
Conduct roll call of students, staff, visitors and contractors at school site All Teaching
assembly area. Staff
Shut off gas and electrical mains if possible. Warden- Andy
Evacuation commences. Principal
Upon arrival at off-site evacuation assembly area conduct roll call again. All Teaching
Staff
Student release with parents to be recorded. All Teaching
Staff
Continue to monitor bushfire situation and stay contactable with mobile phone | Principal

at all times.




Provide regular updates to H&S Directorate Incident Report and Support Hotline | Principal
on 1800 811 523 Select Option 1.

Imminent bush fire threat See above

to the school — primary
action to “shelter in place”
(or no time to enact
evacuation procedures if
evacuation is the primary
action).

Principal

RESPONSE PROCEDURES FOR CATASTROPHIC FIRE DANGER RATING

Procedures in the event a Catastrophic Fire Danger Rating (FDR) is issued

During the Bush Fire Season, Fire Danger Ratings (FDR) are issued by the Bureau of Meteorology each afternoon for the
following day within a specific NSW Fire Area. A FDR provides an indication of the consequence of a fire, if a fire was to
start. The rating is based on predicted weather conditions, including forecast temperature, dryness, humidity and wind.
Pretty Beach Public School is in a bushfire prone area, which means there is a possible risk that the school may be
affected by bush fire, particularly during the spring and summer months and may be required to close on days when a

Catastrophic FDR is issued in this NSW Fire Area.

NB. Schools on the Department’s Bushfire Register are required to cease operations on days with a catastrophic FDR.
Schools on the prone list can choose to close in consultation with their Director Educational Leadership and/or Safety

and Security staff (180 811 523 — option 1).

A Low Moderate FDR means that a
fire will not burn or burm so slowly
that it will be easily controlled

very fast maving.

At the higher end of the scale,
Severe, Extreme and Catastrophic
FDRs mean that a fire will be
unpredictable, uncontrollable and

Trigger

Action

Who

Catastrophic Fire Danger Rating
(CFDR) is issued

Schools on the Bushfire High Risk Register use this:

Upon receipt of Health and Safety Directorate email advising of
CFDR, (normally received by 4.30pm each day) school determines
that the school temporarily cease operation.

This decision can also be made in consultation with Director
Educational Leadership.

Notification to H&S Directorate Incident Report and Support Hotline
on 1800 811 523 Option 1 advising of decision.

Principal

Initiate preparation i.e. determine availability of temporary
relocation or alternative place of work and prepare notification to
school community.

Principal

Activate local notification requirements to school community (school
website, Skoolbag etc.) and school bus companies regarding
temporary arrangements for school temporarily ceasing operations
for the start of the next school day.

Principal

Confirm details of school’s relocation and advise HS Directorate on
1800 811 523 Option 1 whether the school will be operational or
non-operational by 8am and 2pm each day.

Principal
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