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EMERGENCY MANAGEMENT PLAN 
For 

Pretty Beach Public School 
 

 
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. 

 
Document location 

 
 

1.1 Overview of emergency management plan 
 

 

 
 
 

Emergency management 
Work Health and Safety 
Directorate 

Effective: 1/8/20  

Date of last review: 23/8/19 

Review date: August  2021 

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 

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 

and demountable (TURN OFF 
SOLAR) 

Assistant Principal (Rel.) Mobile:  0407 715 215 

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 
demountable 

Teacher 
 

Mobile: 0421 257 773 
 

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 
Jan Tochowicz 

SAO 
SLSO 

Mobile:  0411 571 977 
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.   

 

 
Reporting emergencies 

 
• 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) 
• 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. 

• Call Safety & Security 1300 880 021 for the following: 
• Security breaches 
• Break and enter 
• Malicious damage 
• Graffiti vandalism 
• Arson 

 

 
 

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

 
 Killcare Wharf (Araluen Drive Killcare) 
 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) 

Identified evacuation assembly areas and evacuation routes 
Assembly area -onsite 

 
 The school oval 
 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 
 Wagstaffe Hall / Public Wharf Wagstaffe (Mulhall Street Wagstaffe) 



 
 
 
 
 

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 
Also show on attached site plan 

Front of A Block between gates. 
Hydrant: 6 Pretty Beach Road, Pretty Beach 

 
 

Location of gas main 
Also show on attached site plan 

N/A 

Location of electricity main 
Also show on attached site plan 

North End of Block G (Admin) 

Solar power main (where 
applicable) 

Block F, Block B (switch in Block B) 

 

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 
emergency 
or hazard 

Risk associated with hazard Risk 
rating 

Key 
perso
nnel 

Key prevention 
measures Key response measures Recovery measures 

 

Bomb Threat 
 

* Disruption to workplace 
* Distress to staff & 
students 

*  Principal 
 
*AP 

• Have processes in 
place for taking 
details of bomb 
threats using Bomb 
Threat Report. This 
will assist emergency 
services in 
assessing the 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 
 

• Record as much information as 
possible for bomb threat. 

• Do not touch, tilt or tamper with a 
known or suspected explosive or 
incendiary device. 

• Contact emergency services 
on 000. 

• If the threat relates to a bomb being 
present on the school site, the school 
should arrange immediate evacuation, 
until such time as Police attend and the 
site is deemed safe to re- enter. Where 
practicable, staff and students should 
take their own bags and leave 
immediately. 

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

• 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. 

FACT003_BOMBTHR
EATSUSPECTEDDEVIC

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 

 

FACT076_EXPLOS
N_V1.pdf

 

• Inadequate 
maintenance of gas 
facilities. 

• Damage to gas pipes 
or gas outlet. 

• Faulty portable LPG 
gas tanks. 

• Fire in the workplace. 
• Spill of 

flammable 
substance. 

• Proximity to industrial 
areas of major 
transport links (e.g. 
road, railway). 

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

• Ensure proper 
maintenance of 
gas facilities. 

• Ensure fire 
precautions in place. 

• Raise the alarm. 
• Contact emergency services on 

000. 
• Consider evacuation as explosion may 

have weakened building structure or 
damaged electrical wiring. 

• Notify Department and implement 
isolation procedures where required 
under WHS legislation. 

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

• Manage the media. 
• Review the emergency 

management plan. 

 Storm 
including high 
winds 
 

* Evacuation plans not 
communicated clearly or 
regularly tested. 
* Staff and students not 
clear on instructions 
* Staff not clear on 
responsibilities 
 
 

*  Principal 
 
*AP 

• Ensure gutters and 
downpipes are cleaned 
regularly. 

• Ensure overhanging 
branches are trimmed. 

• Ensure roofs are in 
good repair. 

• Prepare an emergency 
kit. 

• Prepare a storm plan 
covering actions 
needing to be 
undertaken 

• Educate staff and 
students about 
workplace fire 
prevention drills 

• Conduct evacuation 
drills 

• Conduct audit of fire 
equipment 

• Liaise with emergency 
services 

• Adhere to maintenance 
schedule for 
equipment 

• Listen to the local radio station for 
information and advice. 

• Direct staff and students to stay indoors 
and stay well clear of windows. 

• Avoid using fixed line telephones. 
• If driving, put on your hazard lights and 

pull over to the side of the road, clear of 
streams, trees and powerlines. 

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

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

• Review the emergency 
management plan. 

FACT109_STORMS_
V1.pdf

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 
 

* 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. 

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

• Leave sprinklers on, where 
possible. 

• Bring hoses and tap fittings 
indoors. 

• Remove flammable items from 
windows. 

• Stay clear of windows. 
• Listen to the local radio station for 

information and advice. 
• Evacuate only under the 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. 

• Implement the 
workplace emergency 
plan recovery strategy. 

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

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

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

• Review the 
emergency 
management plan. 

FACT077_2016-2017
BUSHFIRESEASON_V



 
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 

• Attempted suicide 
may increase in the 
workplace 
community following 
a suicide. Increased 
monitoring of 
students is essential. 

 Principal 
 
*AP 

• Employee 
Assistance 
Program (EAP) - 

• Supporting You. 
• Student counsellors. 

Prevention of 
bullying 
programs. 

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

• 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. 

 
• Review the emergency 

management plan. 

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 

hazards 
  Principal 

 
*AP 

• Ensure testing of 
electrical 
equipment. 

• Encourage reporting 
of all electrical 
faults. 

• Consider electrical 
safety as part of WHS 
risk assessment and 
risk management 
programs. 

• Encourage 
general safety 
precautions. 

Isolate the area or hazard and 
provided it is safe, the following can 
be performed: 

• If domestic electricity is involved 
switch off the current; do not cut the 
cable 

If high voltage electricity is involved (such as 
fallen power cables), wait until the current is 
disconnected by the appropriate electricity 
authority 
• Ensure you and any bystanders 

are safe 
• Do not touch the person or any 

conducting material which is also in 
contact until the current is 
disconnected 

• Act immediately to arrange first aid 
and to contact emergency services. 

• Warn any onlookers of the danger 
• Ensure any faulty equipment is tagged 

to prevent use (see tagging of 
equipment). 

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

• Review the emergency 
management plan. 

 Death at 
the 
workplace 
or during 
a DoE 
activity 

View fact 
sheet 

• Major accident during 
Department activities 
(e.g. excursions) due 
to inadequate risk 
controls. 

• Lack of emergency 
planning. 

• Insufficient follow up 
of incidents including 
near misses. 

 •  
Principal 
•  
AP 

• Safety program 
for workplace. 

• Staff aware of 
WHS 
responsibilities. 

• Communication 
and consultation 

•  

• Contact emergency services 
on 000. 

• Take steps to ensure safety of other 
students. 

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

• Implement procedures 
to resume workplace 
activities, which include 
providing 

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 

FACT064_DEATHO
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 

• 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. 

• Implement procedures to 
resume workplace 
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 
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
https://education.nsw.gov.au/inside-the-department/health-and-safety/staff-wellbeing/employee-assistance-program


 
 Fumes or 

chemicals 
 

• Proximity to industrial 
areas or major 
transport routes. 

• Procedures for safe 
management of 
chemicals at 
workplaces not 
clearly implemented. 

• Audit of chemicals at 
the workplace not 
sufficient for 
compliance with 
relevant legislation. 

 Principal 
 
*AP 

• 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. 
• Turn off all equipment 
e.g. electrical equipment, air handling 

system and gas supply. 
• Close all doors (do not lock) 
• 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. 

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

• Review the emergency 
management plan. 

FACT082_FUMESOR
CHEMICALSPILLS.pdf



 
 Emergency 

health 
situation 

• Staff and students at 
the workplace with 
sudden medical 
conditions that may 
require emergency 
response. 
• Distance from 
emergency services or 
other medical 
assistance. 
• Individual health 
care 
plans for student not in 
place or updated. 
• Environmental risks 
that may trigger health 
condition (e.g. 
anaphylaxis). 

 • Principal 
• AP 

• Implement individual 
health care plans for 
students. 

• Ensure effective 
emergency and first 
aid response plans 
are in place. 

• Educate staff on how 
to respond in an 
emergency (first aid). 

• Implement policies 
and procedures to 
support the health 
and wellbeing of staff 
and students. 

• Manage health risks 
in the workplace 
environment. 

• Develop effective 
emergency response 
strategies in 
consultation with 
relevant groups (e.g. 
parents and carers, 
emergency 
services). 

• 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). 

• Contact and liaise with relevant 
emergency services. 

• Assess the situation, plan who to contact 
and their roles, and what assistance is 
needed from regional office. 

• Notify parents and carers 

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

 Fire • Evacuation plans not 
communicated clearly or 
not regularly tested. 
• 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. 

 Principal 
 
*AP 

• Educate staff and 
students about workplace 
fire prevention and safety. 
• Conduct fire drills. 
• Liaise with emergency 
services. 
• Develop evacuation 
arrangements with local 
bus company/ relevant 
transport company. 
• Conduct fire safety 
audits. 

• Assist all persons to evacuate. 
• Alarm: raise the alarm and follow the 
emergency procedures. 
• 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. 

• Secure the site. Do not enter 
the damaged site. Fires can 
rekindle from hidden, 
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 

experienced more than 30 
tsunamis since European 
settlement. Most have 
been slight causing little 
to no damage. 
Workplace located on 
low-lying land close to the 
ocean. 
• Overseas excursions 
need to consider the risk 
of tsunami. 

 Principal 
 
*AP 

• For overseas travel be 
aware of the potential 
risks in the area you are 
travelling to. 

• Listen to the local radio station for 
information and advice. 
• Follow instructions of emergency officials. 
• If instructed, evacuate coastal locations 
and move to high ground. 
• Do not return to low-lying coastal areas 
until told the area is safe by emergency 
services. 

• If workplace is affected, 
contact emergency services. 
• Implement procedures to 
resume workplace activities, 
which include arranging 
counselling and support to 
those affected by the incident. 
• Review the emergency 
management plan. 

 Staff/student 
lost on 
excursion 

• Department’s 
Excursions Policy not 
followed. 
• Risk assessments not 
conducted. 
• Untested assumptions 
about the safety or the 
safety requirements of 
staff and students. 
• Unanticipated events 
whilst on excursions. 

 Teachers 
in charge 
of the 
excursion 

• Undertake full planning 
and risk assessment for 
excursion in accordance 
with the Department’s 
Excursions Policy. 
• Ensure risk assessment 
is implemented and 
communicated. 

• Confirm student lost, where last seen. 
• Contact emergency services on 000. 
• Implement search plan with emergency 
services (bushwalks). 
• Assist emergency services as required. 

• Provide counselling to those 
affected by the emergency. 
• Manage the media. 
• Review the emergency 
management plan. 

 Letter/parcel 
– white 
powder 

• Person wishing to inflict 
injury upon individuals in 
a workplace using an 
anonymous delivery 
method. 
• Receipt of high volumes 
of mail. 
• Current security climate 
relating to terrorism. 

 Principal 
 
*AP 

• Careful monitoring of 
incoming mail with 
thorough training and 
awareness of relevant 
staff. 
• Training of staff to 
recognise letter or 
parcel bombs. 

• Do not tamper with or shake suspicious 
envelope. 
• Contact emergency services on 000. 
• 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. 

• Provide staff and students 
with accurate information 
about the current situation 
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 

accidents 
• Proximity to major 
roads. 
• Insufficient pedestrian 
safety awareness training 
for students or staff. 
• Insufficient traffic 
controls in place. 

 Principal 
 
*AP 

• Traffic controls 
(pedestrian crossings, 
traffic controllers etc). 
• Liaison with local 
council and Roads and 
Traffic Authority. 
• Issue rules in writing to 
parents regarding safe 
drop off and pick up of 
students e.g. no double 
parking, no vehicles 
inside the school, no 
allowing children to get 
out of vehicles on the 
roadside, not reversing 
etc. 

• Contact emergency services on 000. 
• Apply first aid using standard precautions 
i.e. avoid direct contact with blood and 
bodily fluids. 
• Notify parents or carers. 
• Report the incident as soon as possible in 
accordance with the Department’s 
procedures. 

• Implement procedures to 
resume workplace activities, 
which include arranging 
counselling and support to 
those affected by the incident. 
• Review pedestrian 
arrangements as a matter of 
urgency. 
• Review the emergency 
management plan. 

 Outbreak of 
infectious 
disease 
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Training against emergency management plan 
Type of training How often 
Training on the workplace emergency management 
plan 

Annually at staff meeting in January/ February and 
all new staff members as required 

Emergency care training for teachers taking 
excursions 

Emergency Care bi-annually in April/May. All casual/ 
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) 

February / September 

Emergency lighting 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.g. initial alert, evacuation, 
return to workplace) 

List form of 
communication (e.g. 
PA system, agreed 
alarm signal) 

Responsibility for 
commencing and managing 
communications 

Primary means of communication in 
the event of an emergency (e.g. alarm 
system, Public Announcement system) 

PA system with integrated 
bell/announcement 
capabilities 

Principal or delegate / SAM 

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 

 
 

 

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 

 
1 

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

 
 

2 

Warning staff and students 
Principal (Chief Warden) or delegate to ring emergency evacuation bell 

- Continuous long siren. Evacuate to the oval 
- Lockdown Siren – Repeating Whooping alarm 
- Principal to ring Preschool to ensure evacuation warning has been received. 

Once an emergency is reported the Principal, or delegate, will assess: 
• What is the nature of the emergency? 
• How the emergency is developing (getting closer, moving away etc)? 
• Which emergency services should be contacted (Police, Fire, Ambulance and State Emergency 

Service)? (see table below) 
• 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) 

• Implement emergency evacuation, lock down or lock out procedures where required. 
• Ensure first aid is administered and medical treatment provided as soon as possible. 
• Contact and liaise with relevant emergency services. 
• Secure the area, remove people from the area and make it as safe as possible while maintaining personal 

safety. 
• 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. 

• 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. 

• Ensure telephones are not used for anything other than incident communications. 
• Contact the injured person’s family if required. 
• Report the emergency through the Department’s incident reporting procedures (serious incident report, 

employee incident report if required). 

The process for making decisions 



 
 

 
 
 
 
 
 
 

3 

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 

• Office Staff take first aid kit (including Asthma kit & School-based Epipens), Student 
Epipens/ medications, Class lists, Health Care Plans, Emergency Contact List, Early 
leavers register, Staff sign on/off book, Visitors book, Contractors sign-on book, 
Chemical register and evacuate to appropriate assembly area 

• Canteen Supervisor takes canteen sign on book 
• Floor Wardens to check all the buildings are clear, close doors 
• Class to line up in order at appropriate evacuation assembly area 
• Rolls marked 
• Chief Warden to brief staff on emergency and await arrival of emergency services or 

take other appropriate action 

 
 
 

4 

Shelter and assembly area 
• 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. 
• Shelter in place location = library 

 

5 

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

 

6 

Location of designated emergency exits 

Refer to Emergency Evacuation Procedures maps in each room and designated routes listed 
on Emergency Evacuation Procedures. 

 
7 

Location of fire hoses 

Refer to Map 

8 
Location of fire extinguishers 
Refer to Map 

9 
Location of fire blankets 
Refer to Map 

10 
Location of first aid kits 
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. 



 

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 

 

 
 

1.4 Recovery 
 
 
 
 
 
 
 
 
 
 
 
 

  Trauma counselling and description Who 
School, college or campus counsellors should be 
used in the first instance when providing support to 
students 

School counsellor 

EAP providers are contracted to provide counselling 
for staff immediately following an emergency or other 
incident 

www.davcorp.com.au  1300 360 364 

 
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 

 

Response procedures for specific emergencies 

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

• Explosion 

• Storm including high winds 

• Fire: Bush Fire 

• Major incidents - violence 

• Suicide 

• Electrical hazards 

• Death at the workplace or during a DoE activity 

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

• Fumes or chemicals 

• Emergency health situation 

• Fire 

• Tsunami 

• Staff/student lost on excursion 

• Letter/parcel – white powder 

• Pedestrian accidents 

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. 

• report emergency and media involvement 
• 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 

 

7 

After hours’ contacts 
o includes Community users of School Facilities / cleaners 
o school emergency after-hours contacts (also to be updated in FM Web) 

 
 
 

8 

Identified hazards 
o Bomb Threat 
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 



 
 

 

 

 
 

 
 



 
  



 
 

On site evacuation 
Remain in assembly area for evacuation 

Offsite evacuation 
Walk students single file to Evacuation Point 

 
 
 

If unable to be evacuated 
 Principal to inform Director and emergency 

services that school is to be locked down. 
 Principal to switch off all electrical power to 

school. 
 Leave sprinklers on where possible. 
 The lockdown procedures are followed in 

accordance with school policy. 
 Staff and students will remain within the 

lockdown classroom (B Block), close all windows 
and doors, draw blinds and cover the base of the 
doors to prevent smoke from entering the room. 

 Students should be moved away from the part of 
the building which will be initially exposed to the 
fire. 

 Any students present at school but not in the 
classroom are to be marked absent from the 
lockdown. 

 The name, class and possible location of any 
student absent from the lockdown room (but 
present at school) or extra people that are in 
your classroom are to be immediately phoned 
through to the office. The office staff will contact 
the class teacher. The Principal will co-ordinate 
any search for missing students. 

 If a student returns to the room, immediately 
phone the office to inform they have returned. 

 When the emergency has passed, students and 
staff will be notified by the Principal or 
emergency personnel. 

 Staff will immediately inform Principal or 
emergency personnel of any medical 
requirements. 

Evacuation to Offsite Evacuation Point 
 Principal to inform Director and emergency 

services that school is to being evacuated to 
offsite evacuation point. 

 Principal to switch off all electrical power to 
school. 

 Leave sprinklers on where possible. 
 Staff and students walk single file along offsite 

evacuation route to Offsite Evacuation Point. 
 If possible, students with disability will be driven 

to evacuation point by SLSO/SAO. 
 During evacuation walk, Principal to inform 

parents where possible using Emergency Contacts 
book. 

 Parents collecting own child are to sign class roll. 
 On arrival at Offsite Evacuation Point, teachers to 

mark class rolls and advise Principal of any missing 
students. 

 The  Principal  will  co-ordinate  any  search  for 
missing students. 

 Principal to maintain contact with emergency 
services and Director where possible. 

 Staff will immediately inform Principal or 
emergency personnel of any medical 
requirements. 

 Staff and students to follow directions of 
emergency services with respect to evacuation 
from Offsite Evacuation Point. 

 If unable to be evacuated from Offsite Evacuation 
Point, and in imminent danger – follow ‘Unable to 
be Evacuated’ Procedure. 

 If Evacuation Point becomes recovery point, 
Principal to update parents by way of phone call if 
possible. 

 
 
 
 
 
 
 
 
 

See maps for evacuation routes 



 
On Site Evacuation 

 
 

Offsite Evacuations 
 
 

 

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 



 
 
 
 
 

 
 
 
 
 
 
 
 



 

 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
Site Maps 
 
 

 
 
 



 
 
 
 
 
 
 

A Block – General use 

 
 
 
 
 



 

 

 
B Block - Classrooms 



 

 



 
C Block - Toilet Block 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
D block - Weather Shed 

 

 



 
E Block - Classrooms 

 

 



 

 

 

 

 

 

 

 

 



 
G Block  - Administration 
 

 
 
 



 
 
H Block - Classrooms 

 



 
I Block – GA Store 

 

J Block - Sport Storage Shed 
 

 



 
 



 
Floor Plans – Listing Locations Fire Extinguisher, Fire Blanket, Fire hydrant, Gas Cylinder, 
Emergency Vehicle Acess and Ecacuation Routes 

 

 
 
 
 
 
 

  IN AN EMERGENCY   
Police, Ambulance, Fire 
Brigade 

000 

Incident Report and Support 
Hotline 

1800 811 523 

 
Director of Public Schools 

Name: Christopher Bice 
Phone: 4357 5300 
Mobile: 



 



 
 
 
 
 

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 

 
 
 

COMMUNITY USER CONTACT NAME CONTACT 
NUMBER 

DAYS/ HOURS OF 
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 

   
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 



 

 
 
 



 



 



 

 
 
 
 
 
 
 
 
 



 

 



 

 
 



 

 

 
 



 

 

 



 

 
 



 

 
 



 

 

 



 

 

 



 

 
 



 

 



 

 



 

 



 

 

 



 

 
 



 

 
 



 

 
 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 



 

 
 

 



 
 
 
 

 

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 
1 X GA 
Number of Students: 182 
Number of Buildings: 10 
Number of students with support needs:  
Provide description of support needs:  

• Student with anaphylaxis: 1 
• Students with allergic reactions: 4  
• Students with epilepsy: 2 
• Students with asthma: 9 
• Students who are diabetic:  0 
• Staff member with asthma:  1 
• Staff who are diabetic: 0 
• Staff with heart condition: 1 
• Mobility Impaired: 1 
• 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. 
 

Name and Position Building/area of 
responsibility 

Contact phone numbers 

 
 
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 
  

Name of organisation Office/contact Phone number 
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:  
 

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

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

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

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

• Communicate the school’s bushfire preparedness arrangements with community users  
• 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).  

• Review staff completion of the e-safety Bush Fire module early September or by (End of Term 3). 
• Test and verify fire protection systems (fire hydrants, evacuation alarms, fire extinguishers)  
• Check emergency equipment and first aid resources are available and operational (battery radio, mobile 

telephone)  
• Consult with the NSW RFS regarding our bush fire arrangements evacuation and a shelter in place option  
• Provide updated Principal and Executive contact details including a mobile number for emergency contact after 

school hours to local Emergency Services and Police.  

• Conduct practice fire evacuation and shelter in place drills. 

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

• Arrange contractors to clear gutters of dry leaves and other debris around the site  

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

• Liaise with Schools Infrastructure regarding Asset Protection zones  

• 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:- 
 

• 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.  

• Knowing the Fire Danger Ratings for the area  
• Staying alert for warnings such as Bush Fire Alert Levels issued by the RFS  
• Watching for signs of fire, especially smoke or the smell of smoke  
• Calling the RFS Bush fire Information Line on 1800 NSW RFS (1800 679 737)  
• Contacting the HS Directorate on 1800 811 523  
• Downloading the free IPhone application from NSW Rural Fire Service – Fires Near Me NSW.  
• 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: 
 Fire threat level 
 Moving of bags inside of the classroom 
 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 

 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 

 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

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

 

After phoning ‘000’ Emergency Services, school determines that the 
school temporarily cease operations and “Shelter in Place”. This will be 
announced by telephone. 
 
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. 

Principal 

Updates school website and/or send  Skoolbag communication to 
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  

Principal 

Announce to evacuate to Shelter in place  Principal 
• Collect Emergency Kit items (see Evacuation Procedures)  
• Emergency kit inside room (bottled water, cups, buckets, toilet 

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.  

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

SAM Staff- 
Lyn/Monica 

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

Warden- 
Andy 

Shut off electrical mains if required.  Warden- 
Andy 

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

Principal 

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 
in place 

Dave Rattray 
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 
natural fibre fabric (where possible).  

All Staff 

Assemble persons away from part of the building which will be initially 
exposed to fire.  

Principal 

Continue to monitor bushfire situation and stay contactable with mobile 
phone at all times.  

All Staff 

When the fire has passed and the threat from radiant heat has abated, all 
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. 

Principal 

Provide update H & S Directorate on status. Option 1 Principal 
Update school website and / or Skoolbag etc. communication or with 
advice to parents to collect students (parents will be advised to stay away 
from the school). 

Principal 

Student release with parents to be recorded.  All Staff 

 
 
 



 
 
 
 
After the bush fire event  
 

• 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)  

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

• Air quality  

• General housekeeping  

• Review buildings/structure integrity  

• Review tree integrity  

• Telecommunications/IT/equipment checks  

• Infection Control  

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

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

• Review Emergency Management, Bushfire and First Aid Plan  
 

• Ensure counselling services are offered to all students and staff 

• 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 
How many buses? 

Company Name / Private 
Vehicle Owner Name 

Phone / Mobile Number Time required prior 
to evacuation 

Buses Busways 02 43682277  ASAP 

Ferries Fantasea Palm Beach 
Ferries 

02 99742411 ASAP 

    

 
 
 
 
 
 



 
 
 
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 
with disabilities/health concerns.  

Principal 

Consult with local Emergency Services, Director, Educational Leadership and 
H&S Directorate to determine action to be taken e.g. temporarily relocate or 
cease operations.  

Principal 

Check www.livetraffic.com.au for potential road closures or traffic restrictions 
(consider road blocks for parent pick up from school site or off site location). 

Principal 

Prepare notifications Skoolbag etc. to parents/carers pending potential 
collecting of students by parents or evacuation activity.  

Principal 

Contact transport providers to alert of potential requirement. Principal 
Continue to monitor situation and stay contactable with mobile phone at all 
times. 

Principal 

Arrange initial collection of Emergency Kit contents: including:- First Aid Kit, 
Health Care Plans and prescribed medication, student class roll, visitors book, 
mobile phones, emergency contact list (students and staff), Sign-out register for 
students, Bushfire Emergency Plan, pens, workplace keys).  

SAM- 
Lyn/Monica 

Emerging Bushfire Risk  

 
After phoning ‘000’ Emergency Services, school determines that the school 
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. 

Principal 

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

Principal 

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 
status of personnel on site.  

Principal 

Imminent bush fire threat 
to the school (if advised by 
emergency services)  
 

After phoning ‘000’ Emergency Services, school determines that the school 
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. 

Principal 

Update school website and/or Skoolbag etc. to parents/carers/next of kin to 
advise of action for off-site evacuation. STAFF TO PARTICIPATE IN MORNING 
MUSTER TO IDENTIFY COURSE OF ACTION ON EXTREME DAYS 

Principal  

Implement transport arrangements (where applicable).  Principal 
Make announcement to alert staff and students that buses are on the way and 
evacuation will take place. All to locate to assembly area (normally the shelter in 
place location) 

Principal 

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 
emergency services if available. 

Principal 

Conduct roll call of students, staff, visitors and contractors at school site 
assembly area.  

All Teaching 
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 
at all times. 

Principal 



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

Principal 

Imminent bush fire threat 
to the school – primary 
action to “shelter in place” 
(or no time to enact 
evacuation procedures if 
evacuation is the primary 
action).  

See above 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). 
 

 
 
 

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 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

Shelter In Place 

 
 

Offsite Evacuations 
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