Yennora P.S. Evacuation and Crisis Management Policy
DEFINITION:
A crisis is any event or emergency which disrupts the normal function of the school in such a way to cause severe damage / or danger to the students. Disasters, emergencies or hazards may take the form of fire and bushfire, flood, bomb threat, hostage, storm and cyclone, earthquake, toxic emission, air and transport accidents and explosion or disruption to essential building services.

In such situations the staff of the school has a direct responsibility for the safety of the students, staff and visitors and must act to meet the disaster / emergency.

RATIONALE

A prime factor of any school is the safety of its pupils, staff and visitors. Therefore it is necessary to ensure that there are plans ready to be implemented in the event of an emergency.

Emergencies at this school could be:


a)
Internal: 




•
fire




•
electrical fault




•
bomb threat




•
explosion




•
gas / chemical.




•
personal injury




•
violence in the school


b):
External:




•
fire




•
severe windstorm, hail, earthquake




•
accidents




•
kidnapping 




•
terrorist activities




•
disruption to essential services




•
personal injury
AIMS AND OBJECTIVES


1. 
To ensure the safety of all pupils, staff and visitors.

2. To encourage all staff and pupils to be familiar with the emergency plans


 and to be prepared to implement them at any time.


3. 
To encourage the staff, pupils and regular visitors to be safety conscious.


4. 
To instil in staff and pupils the need for self control and a calm attitude in 

    
    
the event of an emergency.


5. 
To ensure that the staff are aware of areas of responsibility in the event of

 
    
an evacuation.


6. 
To carry out an evacuation drill several times a year at the Principal’s 
    

discretion with no prior warning to staff and pupils.



discretion with no prior warning to staff of pupils.

CRISIS INCIDENT TASK TIME FRAME
Immediate Tasks:


•
 Deal with child/children/ adults in need;


•
 Remove other children. Assemble in safe area;


•
 Contact grief specialist counsellors, if necessary;


•
 Set up recovery room in the school;


•
 Find out the facts;


•
 Inform the Superintendent;


•
 Contact emergency services, if necessary;


•
 Inform all staff;


•
 Deal with media;


•
 Put School Critical Incident Action Plan into action.

Short term:


•
Issue media statement/exclude media;


•
Notify parents and students about facts;


•
Monitor children’s reactions;


•
Allow talking/sharing of information by children involved;


•
Get school routine back to normal;


•
Provide counselling for those involved;


•
Deal with incoming inquires eg phone calls;


•
(In the case of a death) Provide opportunities for those affected to;





a)
acknowledge the deceased, and

b) express public farewell;


•
Send information home to parents of students involved which may

 

assist in helping them cope at home;


•
Keep in contact with above parents to monitor progress;


•
Follow-up with professionals involved.

Long term:


•
 In cases of a serious incident where a number of students are


  
 involved, contact parents after 3-4 weeks to monitor progress;


•
 Deal individually with any long term reactions;


•
 Attach note to Record Card of children involved.


ROLES AND RESPONSIBILITIES:

Principal (keeping personal mobile available for direct contact with Evacuation AP)

• 
Ensures that hooter continues to be sounded.


•
Checks that appropriate services have been contacted.


• 
Ensures that all staff responsibilities are being implemented.


• 
Disconnects Gas and Electricity where practicable.


•
Ensures access for services.


• 
Redirects additional members of staff when available to related duties.


• 
Reports information regarding missing persons to emergency authorities.


•
Checks Administration block.


•
If possible, maintains direct communication with AP via mobile.

Assistant Principal Primary (mobile phone on person) 


• 
Evacuates own class if teaching class at that time.


•
Assumes responsibility for Evacuation Assembly on the oval.


•
Re-directs duties to support teachers reporting to him after discharge. 


of their assigned responsibilities.


•
Reports any missing child, teacher, ancillary staff member, cleaner or 




visitor to the Principal directly.

Teachers:


•
Evacuate students in own class or in their care TO THE PLAYGROUND


•
Take Roll / updated class list and pen  from class if Roll has not been 





collected


•
Complete head count of students followed by a Roll check


•
Report to Assistant Principals or Principal - either:



ALL PRESENT OR ACCOUNTED FOR (including class helpers etc)

OR





NAMES OF STUDENTS / PERSONNEL MISSING

Special Responsibilities:

•
All teachers in Kindergarten Block ;
· Evacuate class from building;

· Walk through building checking, classrooms, hat rooms & store-rooms and toilets in the block where appropriate;

· Join own classes on playground.

• 
Teacher in Main Building – near Computer room:
· Evacuates class;

· Attaches class to passing class;

· Checks that all rooms have been evacuated.

 •
All support / library / RFF staff (where applicable)



-  Evacuate immediate surroundings;



-  Proceed to Kindergarten Block to assist with the evacuation 


                           and to AP’s Class;

                       -   Report to APP on playground for redirection.

The R.F.F., E.S.L. Library etc. teacher must actually hand over the responsibility of the children in his /her care to the classroom teacher before reporting to the Assistant Principal for further duties.

School Administration Manager (SAM)


•
 Rings 000 to notify appropriate services.


•
 Evacuates Administration Block including staffroom, offices & staff toilets;


•
 Stands at Orchardleigh Rd main entrance to direct support services taking 




own mobile if appropriate to facilitate communication.

School Administration Manager/ Officer (SAM/SAO) when available 


•
Collects Rolls (if they have been returned for the day),



PLUS
 Staff Signing-on Book and Parent Signing-on Book from 




Office and takes them to teachers in the oval.


•
Report to school executive for further duties.

RFF Teacher 

•

stay with class on the oval until class teacher returns and assumes responsibility of own class freeing the RFF teacher who will report to Assistant Principal who is in charge if the Evacuation Assembly in the playground.

Teacher(s) on R.F.F 

•

move to Kindergarten/AP’ s class to assist them with the evacuation to the oval, then return to own class and assume responsibility of own class freeing R.F.F. teacher.

Casual Teachers

•

evacuate the class to the oval 

•

if casual is on a class where the teacher has a responsibility eg checking a block this responsibility will go to the teacher next door.

POST CRISIS SUPPORT

Generally, support for school communities is best provided for by those who are;


•
known to the students and the school;


•
familiar with its culture;


•
able to provide continuity of service.

For this reason, support in the first instance will be provided by the school’s personnel, supported by District Guidance personnel and the School Education Director.

Debriefing  of those affected by the incident will reduce stress and speed-up their return to normal functioning.  This task will be undertaken by counsellors and trained teachers.

Counselling may be needed by some students and members of staff.  In the short term this will be provided by school counsellors but these people may be refereed to Area Health Services for long term counselling and possibly therapy if required.




*
*
*
*
*
*


Other procedures related to student safety / welfare:

THE ACCIDENT REPORT.      An Accident report is a legal document and thus every possible effort must be made by the appropriate teacher to furnish accurate and detailed information as soon as practicable after the incident.

The appropriate teacher is that teacher who was on duty at the time of the incident or in some cases, the teacher who was the first to attend the accident.

(See procedures attached)

Accident Report - procedure:
(After the safety and well-being of the student has been attended to)


1.
Investigate the accident / incident.


2. Complete, sign and date the appropriate form. Students’ ages need to be in 


years and months.


3. Ensure that all witnesses have completed a written, dated and signed


statement. Teachers may scribe this statements as dictated by a witness as 


appropriate.


4. On a map of the school, show the location of the accident and the position 


of the nearest teacher(s).

5. If appropriate take photos.

Media Action:



•
Determine ONE school spokesperson.


•
Assemble the known  facts and verify them.


•
Take media calls and advise that you will call back within an hour.

•
Contact DSE Media Unit / Public relations on (Ph: 9561 8501) … correct at 



20/2/01 and contact the School Education Director at Fairfield School Education Area  Office.


•
Decide on a response, whether verbal or written statement.


•
In incidents where the police are involved it is inappropriate to speak

 

about a criminal matter because of sub judice  laws.   Concentrate your

 

remarks about what the school is doing to restore the situation to normal.


•
Decide whether you are prepared to answer questions.  If not, say you have 

nothing to say after your statement, but will provide further information 

as soon as it comes to hand.


•
Choose a suitable location for any media interview.


•
Accompany media at all times on the school premises.


•
Keep it brief, be authoritative, co-operative and consistent.


•
Avoid using jargon, use simple English.


•
Be wary of personal opinion.  You might say something that you may 


regret later.


•
Inform staff and possibly students and parents about what has been said


•
Follow up with the reporter if there has been any misrepresentation.







(  DSE. - Media Training  -  Course Manual)
EVACUATION PROCEDURES  Upon hearing the hooter / megaphone siren sounding continuously:





All students will be directed to stand and move out of the building in an orderly fashion.�


The teacher in charge of the students at that time escorts the student to the playground for an Evacuation Assembly - lining up in grade order K to Yr 6.





Teacher takes Class Roll (or Class list located at back of door) and pen on way out of room. (If Rolls have been collected by office, the SASS will bring them to the oval).





Teacher completes head count for quick ID then calls the roll reporting to AP if ALL 


ARE PRESENT OR ACCOUNTED FOR…  OR NAMES OF STUDENTS / STAFF 	


MEMBERS / VISITORS NOT ACCOUNTED FOR.�


 SIMILARLY, ALL personnel, visitors and students NOT in regular classrooms to be evacuated immediately as per Roles Statements below.
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