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Evacuation Policy
Purpose:- To ensure a rapid orderly response to a threat to life and property using a pre-determined plan.

Aims:
· To secure structure in a possible chaotic situation. 

· To reduce possible harmful effects 

· To provide staff with definite roles and thus reduce confusion for staff and students as well as to increase efficiency. 

Implementation:
NO SITUATION IS EVER TO BE ASSUMED AS BEING ONLY A DRILL.
· The bell will be rung continuously until all personnel in attendance are alerted. 

· Students will be escorted by a teacher to the small soccer field. 

· No schoolbags or property are to be collected. 

· The School Administrative Manager, if present, will check the storeroom, toilets, staffroom and library and take with her the staff sign on folder and book. 

· The teacher will check the roll at the safe area and inform the Principal/ Delegate, immediately they become aware of any unaccounted students or adults. 

· The Principal/Delegate will ensure all staff and students have been evacuated from all extra rooms e.g. toilets, library. 

· Upon assessment, the Principal/Delegate is to decide if the event is to be classified as a serious incident. When the emergency has ceased, personnel may only return to the school buildings after the Principal and the appropriate authority in control have deemed it safe to do so. 

· If students are to be sent home, parents are to be contacted. 

Evaluation: 
· Ensure policy is workable, clearly understood and fully effective and modified if necessary. 

· Regular drills will be held and assessed for effectiveness e.g. timed. 

· Potential emergency situations in the school must be assessed.
EMERGENCY PLAN

SPECIFIC EVACUATION TASKS

Principal

· Orders evacuation

· Checks Administration area with School Administration Manager/Officer
· Ensures school records are secured.

· Coordinates all emergency procedures and liaises with personnel

Classroom Teachers

· Principal checks Admin area including toilets

· Kindergarten  Teacher checks classroom 
· K/1 Teacher checks classroom 

· 1/2  Teacher checks classroom and canteen/sport shed 

· 2/3 Teacher checks classroom 
· 3/4 Teacher checks classroom

· 4/5 classroom checks classroom

· 5/6 classroom checks classroom 
· Proceed to evacuation area and mark class roll

· Assist Principal with coordination of procedures
· RFF teacher to follow classroom teachers responsibilities 
School Administration Manager
· Responsible for continuous ringing of bell.

· Make necessary phone calls as directed by Principal

· Direct emergency personnel to appropriate area (e.g. fire)

· Collect sign on registers for all staff

· Proceed to evacuation area with cordless phone.
Librarian

· Close windows, internal doors

· Check toilets 

· Proceed to evacuation area with class

Teachers on RFF

· Proceed immediately to evacuation area 

STLA Teacher

· Proceed to evacuation area with class

SPECIFIC EMERGENCIES

Bomb Threat – by telephone

· Ascertain the exact time of the call, voice characteristics, estimations of the approximate age, boy or girl, man or woman.

· Assess background noises, music, traffic, laughter or other persons present.

· Endeavour to find out where the bomb is located.

· Question the caller as to his knowledge of the premises

· Ascertain why the call has been made – what reason caused the caller to make the threat or place a bomb on the school premises.

Bomb Threat – by written note, Text, Internet, Electronic Form
· Retain note

· Handle note as little as possible

· Give to police

Procedures

· Inform police

· Alert members of staff

· In no way touch, tilt or tamper with any suspect, device or parcel.

· Evacuate building according to prescribed plan if thought necessary or if directed by appropriate authorities.

Internal Fire

· Report outbreak immediately to Principal who will alert fire brigade 000 giving:

· Name and address of school

· Location and nature of fire.

· Initiate evacuation procedures if deemed necessary.

· Attempt to control the fire using fire appliances PROVIDED THAT personal safety is not endangered.

External Fire

· Report fire to local brigade 000

· Ensure that all doors, windows are closed

· Assemble in building away from that part of the building which could be initially exposed to fire.

· Evacuate only under the direction of the appropriate authorities.

Transport or Industrial Accident (See Lock Down Procedures)
· Ensure that windows and doors are closed

· Assemble inside building away from that part most likely to be affected.

· Evacuate if and when directed by the appropriate authority.

Severe Storm (e.g. Wind, Electrical, Dust, Hail)

Upon first Warning

· Secure all windows/ doors and tape  and cover windows

· If thunderstorm approaches, disconnect all electrical equipment

· Evacuate canteen shelter and library.  Proceed to normal classrooms.
· Secure loose objects outdoors (e.g. garbage bins) 
· Close down power supply – principal responsible.

When the Storm Strikes
· Remain indoors.  Stand against interior walls or hallways. Keep away from windows.

· Close doors, windows and blinds on windward side of buildings.

· Principal to ensure that all personnel are indoors.

· If a break in power supply occurs, inform County Council.
After the Storm
· Evacuate buildings as per evacuation plan only when directed to do so by an appropriate authority.

· Resume normal operations when emergency has passed.

Siege or Hostage Response 
· Confirm available facts, as far as possible

· Principal to Contact 000

· Evacuate area and surrounding areas, according to situation

· Assemble personnel with direct knowledge of:

· preceding events

· interior layout/topography

· the hostage (s) 

· the assailant (s)

If Child is Kidnapped
Obey the demands of the kidnapper(s)

If possible inform police and/or leave information indicating what has happened.
Follow Lockdown Procedure
Griffith Office of the DET is to be contacted and the School Education Director informed.

Phone – (02)69618100

Fax – (02)69641386
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