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Disaster and Emergency Communications Strategy 

Executive Coordination Centre 
(ECC) 

• DET and Senior Management 

• State Disaster Management Group (SDMG)/District 
Disaster Management Group (DDMG) 

• State Community 

• Other Agencies 

• Community Engagement and Partnerships (CEP) 

Regional Coordination Centre 
(RCC) 

• District Disaster Management Group (DDMG)/ Local 
Disaster Management Group (LOMG) 

• Principals 

• DET employees (Region) 

• Community 

• Support Agencies 

School Coordination Centre 
(SCC) 

• Local Disaster Management Group (LOMG) 

• Staff 

• Community 

• Service Providers 

• Other stakeholders 

INTERNAL - focussed on safety and event preparation 

• Alerts (OCA) 

• Situation Reports (OCA) 

• General preparation advice 

• Staff, student well-being and safety 

EXTERNAL 

• State School closures and other facilities closures 

• Support whole-of-government communications 

• General safety and preparation messages 

• liaise with Other Agencies 

INTERNAL - focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• Forward Alerts (OCA) 

• Situation Reports (OCA) 

• Reporting of school and other facilities closures via School 
Closures System 

• School site preparation advice 

• Staff, student well-being and safety 

EXTERNAL - provide local regional context 

• Support ECC & whole-of-government communications 

• Communicate with local stakeholders 

• Region-specific safety and preparation 

INTERNAL - focussed on staff and student safety and wellbeing 

• School/site updates including closures 

• School/site preparation advice· facilities 

• Staff, student well-being and safety 

EXTERNAL - Local community 

• school/site-specific safety & preparation advice 

• school/site-specific closure advice to community 

• Reporting of school/facilities closures via established 
mechanisms to RCC 

• Alerts (OCA) 

• Situation Reports (OCA) 

• DET employee safety, leave arrangements and entitlements 

EXTERNAL 

• State School closures and other facilities closures 

• Support whole-of-government communications 

Relay general community safety messages 

INTERNAL - focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• Forward Alerts (OCA) 

• Situation Reports (OCA) 

• Reporting of school and other facilities closures via School 
Closures System 

• DET employee safety, leave arrangements and entitlements 

EXTERNAL - provide local regional context 

• Support ECC & whole-of-government communications 

• Relay general community safety messages 

INTERNAL - focussed on staff and student safety and wellbeing 

• Relay community safety 

• School/site updates including re-openings 

• School/site-specific safety issues (debris, asbestos) 

EXTERNAL - Local community 

• Relay community safety messages 

• Reporting of school/facilities closures via established 
mechanisms to RCC 

• School/site specific recovery and re-opening information 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at www.ppr.det.qld.gov.au to ensure you have the most current version of this document. 

• Alerts (OCA) 

• Situation Reports (OCA) 

• High Level Recovery Advice 

• Staff wellbeing and resilience 

• Ongoing safety 

• Staff entitlements and leave arrangements 

EXTERNAL 

• State School and other facilities re-openings 

• Support whole-of-government communications 

• Relay recovery information 

• Relay general community safety messages 

INTERNAL - focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• School re-openings via the School Closures System 

• School/site specific recovery information and business as 
usual advice 

• Region-specific updates 

• Situation Reports (OCA) 

• Staff wellbeing and resilience 

• School/site-specific safety (debris, asbestos) 

EXTERNAL - provide local regional context 

• Relay recovery information 

• School re-openings 

• Relay general community safety messages 

INTERNAL - focussed on staff and student safety and wellbeing 

• School/site specific recovery and business as usual advice -
damaged facilities, repairs, clean-up measures 

• Targeted staff wellbeing and resilience 

EXTERNAL- Local community 

• School/site specific recovery and re-opening information 

• Ongoing school and community safety messages (school site 
safety, special circumstances, asbestos) 
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~ Within normal timeframes 

D Publish on a specific date (by COB) 

D Publish to upcoming list for Semester 

New Procedure 

Significant change 

Minor change 

Republish 

D All early years 

~ Department-wide 

This procedure directs the arrangements and responsibilities 

required for department-owned schools and workplaces to 

effectively manage the department's response to a disaster or 

emergency event. 

Business Continuity Plan (BCP) 
Identifies the response the department will use to continue or 
resume an essential business activity as quickly as possible 
following a significant disruptive event. 

Disaster or Emergency 
For the purposes of this procedure, a disaster or emergency is an 
event including weather, geological, biological or human initiated, 
actual or imminent, which endangers or threatens to endanger life, 
property or the environment; and requires a significant and 
coordinated response. 

Disaster Management Group 
Representatives from government agencies responsible for 
managing disaster events in their relevant community level (local, 
district or state) . Generally comprised of local government, state 
emergency response agencies, other State agencies and any non
government organisations appointed by the Chairperson. 

Disaster preparedness 
Identifies the preparation activities to ensure that, if a disaster or 
emergency situation occurs, that the department is able to cope 
with the effects of the event. 

Emergency Response Plan (ERP) 
Document used to detail assigned roles and responsibilities and 
required response and recovery activities, in the event of a disaster 
or emergency situation. They are to be developed at the Executive, 
Regional and School level. 

Executive Response Controller (ERC) 

Please note: Republish can only 
be selected when amending 
broken links, updating contact 
details or fixing spelling errors. 

One or two paragraphs 
explaining why the procedure 
has been developed. 

Optional. Only include unfamiliar 
definitions. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 

http://pprhelp.det.gld.gov.au to ensure you have the most current version of this document. Page 1 of 8 
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The person assigned the responsibility for leading and coordinating 
the department's disaster and emergency operations state-wide. 

Executive Response Team (ERT) 
The peak disaster management decision-making body in DET. It 
sets strategic direction, guides and advises the Regions and 
monitors operations in accordance with the Executive Emergency 
Response Plan. The ERT includes other Senior Executives as 
determined by the ERC. The team may vary in size depending on 
the nature of the event and the location. 

Executive Coordination Centre (ECC) 
The ERC and the ERT operate from the Executive Coordination 
Centre (ECC) which is a purpose built facility located in Education 
House. It has technical capability to monitor operations and 
communicate with the Regions and the State Disaster Coordination 
Centre (SDCC). 

Natural Disaster Season 
A division of the year marked by changes in the weather and 
ecological conditions which create the potential for severe weather 
to create a disaster or an emergency. 

Regional Response Controller (RRC) 
Leads and manages the regional response in accordance with the 
Regional Emergency Response Plan. This includes the activation of 
the Regional Response Team (RRT) and the coordination and 
resourcing of School responses as required. 

Regional Response Team (RRT) 
The regional level team supporting the RRC. Responsible for 
providing support to Schools. The RRT is the key operational team 
to coordinate the regional response which may cover a large 
geographic area and may have a significant span of control. The 
team may vary in size depending on the nature of the event and 
the location. 

Regional Coordination Centre (RCC) 
The centre established at a suitable location within the Region to 
provide the location and technical capability for the RRC and RRT to 
operate and communicate with the ECC, Schools, ECEC's, other DET 
workplaces and other agencies. 

School Response Controller (SRC) 
The Principal or their delegate who is responsible for managing the 
school and coordinating the local response. The SRC should engage 
with the LDMG and other relevant stakeholders. 

School Response Team (SRT) 
The school level team supporting the SRC. The SRT is the key 
operational team to coordinate the school response. The team may 
vary in size depending on the nature of the event and the location. 

School Coordination Centre (SCC) 
The centre established at a suitable location, usually within the 
School, to provide the location and technical capability for the SRC 
and the SRT to operate and communicate with the RCC, the school 
community and other agencies. 

• Queensland Disaster Management Act 2003 {Q/d) 

https ://www. legislation. q Id .gov. a u/1 eG Is It n/ CU rrent/D /Di sast 
manA03.pdf 

Include only legislation and/or 
other policy instruments that 
provide authority for the 
procedure. Include the 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 

http://pprhelp.det.qld.gov.au to ensure you have the most current version of this document. Page 2 of 8 
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• Queensland State Disaster Management Plan 

http://www. disaster .q Id .gov. au/Disaster-Resources/PG F. htm I 

• DET Disaster and Emergency Management Arrangements 
(Currently under development) 

• State Disaster Management Strategic Policy Framework 

http://www.disaster.qld.gov.au/Disaster-Resou rces/PG F. html 

• Education (General Provisions) Act 2006 {Qld) 

https://www. legislation .qld .gov.au/LEG ISL TN/CURRENT /E/Edu 
cGenPrA06.pdf 

• Business Continuity Management 
http:// ppr .det. q Id .gov. au/ corp/ governance/Pages/Business
Conti nu ity-M a nagement-( BCM) .as px 

From time to time, the impact of disasters and emergency events 

on a school or multiple schools requires a capability within DET to 
prepare and respond in a coordinated approach. The first priority in 
the case of a disaster or an emergency event is the immediate and 

ongoing safety of students and staff. 

To prepare for, and respond to a disaster or emergency situation, 

DET requires that all department-owned schools and workplaces 

must have a current Emergency Response Plan (ERP). The ERP must 
contain a risk assessment, address hazards and potential threats to 
the location (school, regional office or executive centre) and 
identify appropriate responses to mitigate the risks and recover 

from the event. 

During the response phase the department will implement a three 

tiered response structure to meet the needs of the department and 

connect with the State Disaster Management Arrangements. 

The second priority is to continue to operate the department's 

essential services during and beyond a major business interruption 

or outage. Each school's Emergency Response Plan will be 

supported by the region's Business Continuity Management Plan to 
ensure that normal business is resumed as quickly as possible. 

Useful resources: 

• DET Disaster and Emergency Management Arrangements 

(Currently under development) 

• Quick Reference Guide - Disaster and Emergency 
Management Framework (qrg-framework.doc) 

During normal business operations 

All Principals are required to: 

• Develop their School Emergency Response Plans (ERPs) in 
consultation with the relevant Disaster Management Group, 
the region and/or the Emergency and Security Management 
Unit (ESMU) prior to the annual commencement of the natural 
disaster season. 

• Ensure the ERP is available through the department's 
nominated central storage location. 

• Coordinate training and exercising of local disaster or 

emergency management arrangements annually to ensure 

that processes work and are familiar to everyone. 

• Review ERPs annually or after a disaster or emergency to 
ensure all risks were identified and managed as well reflecting 

part/chapter/section number 
which relate specifically to the 
procedure. 

Include relevant; policies, 
standards, directives, other 
procedures, authorities/ 
delegations and guidelines only if 
referred to within the procedure. 

A snapshot of responsibilities 
and considerations when using 
the procedure (max 150 words). 
An overview should not provide 
any new information. 

Include mandatory, overarching 
responsibilities. These should be 
high level and not repeated in 
the process. E.g. The principal is 
responsible for the attendance 
and absences for all students in 
the school. 

NOTE: Central staff 
responsibilities should not be 
included unless the procedure or 
elements of the procedure are 
specific to central office. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 
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lessons learnt. 

• Ensure that contact details identified in the ERP are reviewed 
regularly and updated as required . 

Regional Directors are required to: 

• Develop their Regional Res13onse Management Emergency 
Response Plans (ERPs) in consultation with the relevant 
Disaster Management Group, the Executive and/or the 
Emergency and Security Management Unit (ESMU) prior to the 
annual commencement of the natural disaster season . 

• Ensures that schools and workplaces, within their region, 
including the regional office, have conducted annual training 
prior to the commencement of the natural disaster season. 

• Ensures that regional staff, including members of the Regional 
Response Team (RRT), have a clear understanding of their 
Regional Emergency Response Plan (ERP) and undertake 
annual training. 

• Ensure the Region's Emergency Response Plan includes 
business continuity strategies, workarounds and resources to 
ensure essential services can continue to operate through, or 
resume operations as soon as practicable after, a business 
disruption 

Emergency and Security Management Unit (ESMU) 

• Assists all department-owned schools and workplaces in 
meeting their mandatory responsibilities in a disaster or 
emergency event by providing advice and assistance during 
the planning, preparedness and recovery phases. 

• Provide support to the Executive Response Controller and 
manage the Executive Coordination Centre in the response 
phase to a disaster or emergency. 

• Leads the development of the Executive Emergency Response 
Plan (ERP). 

• Develop and maintain a Staff Disaster Readiness Strategy 
which should include the delivery of training and exercises for 
the Executive and Regional levels. 

• When the ERT is not activated to provide support to the 
Regions and/or the Schools during a response or recovery. 

The Executive Response Controllers (ADG ISB) is responsible for: 

• approving the Executive Emergency Response Plan, 
formulating the Executive Response Team and providing an 
Executive Coordination Centre for operations. 

During a disaster or emergency event 

Executive Response Controller (Assistant Director-General ISB): 

• Responsible for leading the department's disaster and 
emergency operations from the Executive Coordination Centre 
(ECC). 

• Activates the Executive Response Team (ERT) assigning 
responsibilities including operations, logistics, finance, media, 
HR and wellbeing functions as required . 

• managing data/reports, liaising with the SDCC and other 
Agencies in response to a disaster or emergency event . 

Uncontrolled copy. Refer to the Department of Educat ion and Training Policy and Procedure Register Help Resource Centre at 

http://pprhelp.det.gld.gov.au to ensure you have the most current version of this document. Page 4 of 8 
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Regional Response Controller (Regional Director) is; 

• Responsible for managing the Region's disaster and 
emergency operations, usually from the Regional Coordination 
Centre (RCC). 

• Required to activates the Regional Response Team (RRT) as 
required. 

• Be responsible for the allocation or coordination of resources 
to support schools to respond and recover including the 
DHPW BAS response, liaising with the District Disaster 
Management Group (DDMG) or Local Disaster Management 
Group (LDMG) and staff wellbeing. 

• To manage the School Closures website which provides 
information to inform the SITREPs for the ERT and the State 
Disaster Coordination Centre. 

• To nominate the Business Continuity Coordinator to manage 
the necessary resources and business continuity activities in 
the event of a business interruption or outage during or after a 
disaster or emergency event. 

School Response Controller (Principal/Executive Principal) is: 

• Required to activate the School Response Team (SRT) to 
effectively coordinate a response to a disaster or emergency 
event. 

• To coordinates the school's disaster and emergency 
operations from the School Coordination Centre (SCC) if 
practicable. 

• Responsible for the required response (Lockdown, evacuation, 
temporary closure) to a disaster or emergency event. 

• To liaises with the Regional Coordination Centre (RCC) and the 
Local Disaster Management Group (LDMG) or the 
departments representative at the LDMG to provide support 
or request assistance required to prepare and respond. 

Step 1: Create the location's (Executive, Region or 

School) Response Team (RT) and assign roles and 
responsibilities 

1. Identify the applicable location for the Coordination Centre to 
operate from including an alternative location. 

2. Identify the Response Controller (normally the Officer-in 
charge or their delegate) for the location. 

3. Designate an alternate Response Controller for the location 
who could also assume control in the absence of the Response 
Controller. 

4. Assign roles and responsibilities based on the number of staff 
and location complexities. {Include Shadow Team) 

5. Deliver train ing to the response team and ensure they know 
their roles and responsibilities . 

6. Understand the roles of the relevant Disaster Management 
Groups and the departmental response structure. 

7. Post copies of your location's Response Team in plain view, 
and include copies in your emergency kit. 

Useful resources 

• Quick Reference Guide - Disaster and Emergency 

Step-by-step process or 
considerations taken into 
account for decision making 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 

http://pprhelp.det.qld.gov.au to ensure you have the most current version of this document. Page 5 of 8 
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Management Framework (qrg-framework.doc) 

• Quick Reference Guide - Response Team Roles and 
Responsibilities (qrg-response-team-roles
responsibilities.docx) 

Step 2: Identify the risks for the location? 

8. Assess and record the risks relevant to the location taking into 
consideration demographics, geographic factors and other site 
specific risk factors. Refer to the Region and School risk profiles 

9. Consult with the relevant Disaster Management Group and the 
region to confirm your risk profile 

10. Consider your risk assessment when developing the 
Emergency Response Plan, ensuring that you clearly identify 
any controls and treatments available to mitigate the risks . 

Useful resources 

• Enterprise Risk Management procedure 
http://ppr.det.qld.gov.a u/ corp/governance/Pages/Risk
Management.aspx 

• Fact Sheet 1 - Risk Identification 
http:// ppr .det. q Id .gov .au/ corp/govern a nee/ Proced ure%20 
Attachments/Risk%20Management/Fact%20Sheet%201.D 
ocx 

• Fact Sheet 5 - Risk Assessment 
http:// ppr .det.q Id .gov. au/ corp/ govern a nce/P roced u re%20 
Attachments/Risk%20Management/Fact%20Sheet%205.D 
ocx 

• Disaster event case studies (DET employees only) 
https :// on epo rta I. deta. q Id .gov. au/Services/ Faci I it i es/ e mer 
gencysecuritymanagementinformation/Pages/default.aspx 

Step 3: Plan the Emergency Response 

11. Identify the disaster or emergency events (or risks) applicable 
to your location. 

12. Plan your response. 

13. Define your procedures - lockdown, evacuation, temporary 
closure. In the case of a Regional Office, or the another 
workplace, the need for a relocation during the response 
phase may be necessary. 

14. Identify available communications channels and be familiar 
with the templates for use in accordance with the 
Communications Strategy advising stakeholders of relevant 
information about the event and in particular the status of the 
schools and any temporary closure or re-opening. 

15. The School ERPs are to be approved by the Regional Directors. 
The Regional ERPs are to be approved by the ADG-ISB. 

16. Publish ERP and store your ERP in DET's central storage facility 
prior to 1 September annually. 

17. Communicate the ERP to the relevant location's community 
and stakeholders. 

Useful resources 

• Emergency Response Plan template - Schools (erp
schools.doc) 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 
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• Emergency Response Plan template - Regions (erp
regions.doc) 

Step 4: Compile relevant contacts and information lists 

18. Ensure completed tables in your ERP: 

a. Emergency numbers sheet including relevant Disaster 
Management Group. 

b. Emergency numbers for school personnel. 

c. Students and staff with specialised health needs. 

d. Important emergency management locations. 

e. DET regional and central office numbers. 

f. Employee Assistance Program contact/s. 

g. DHPW BAS number. 

19. Prepare an Emergency Kit and store in accessible locations and 
ensure the kit includes a hardcopy of the ERP. The nominated 
RT Logistics officer is responsible for making sure the contents 
of the Emergency Kit are complete. 

Useful resources 

• Checklist - Emergency Kits (Schools) (checklist-emergency
kit.docx) 

Step 5: Training 

20. Conduct annual training and exercising of event responses 
including Response Team roles and responsibilities, lockdowns, 
evacuations and assess ability to enact a temporary school 
closure. 

21. Engage your relevant Disaster Management Group to 
externally assess your event response and Emergency 
Response Plan (ERP) if practicable. 

22. Log the lessons learned and update your ERP as required . 

Forms 

• Emergency Response Plan template - Schools 
(erp-schools.doc) 

• Emergency Response Plan template - Regions 
(erp-regions.doc) 

Supporting documents 

• Quick Reference Guide - Disaster and Emergency Management 
Framework (qrg-framework.doc) 

• Quick Reference Guide - Response Team Roles and 
Responsibilities 
(qrg-response-team-roles-responsibilities.docx) 

• Fact Sheet 1 - Risk Identification 
http:// ppr .d et . q Id .gov. au/ corp/govern a nce/Proced u re%20Atta 
chments/Risk%20Management/Fact%20Sheet%201.DOCX 

• Fact Sheet 5 - Risk Assessment 

http:// ppr .det. q Id .gov. au/ corp/govern a nce/Proced u re%20Atta 
chments/Risk%20Management/Fact%20Sheet%205.DOCX 

• Disaster and Emergency Communications Strategy (comm
strategy. pdf) 

Only include documents 
mentioned in procedure. 

If already published elsewhere 
provide link to location. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 
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Online materials 

Disaster event case studies (DET employees only) 

http:// deta. q Id .gov. au/information/disaster-emergency
ma n agement/ schools. ht m I 

For further information, please contact: 

Emergency and Security Management Unit 

Phone: (07} 3034 6012 

1 July 2017 

Facilities Management and Maintenance 

Jeff Hunt (DDG, Corporate Services) 

Kevin Mara (ADG, Infrastructure Services Branch) 

Emergency & Security Management Unit (ESMU} 

1:2] No 

Emergency Management, Disaster and Emergency events, 
emergency plans, disaster preparedness, emergency evacuation, 

lockdown 

vl.1 vl.1 republished on 07/01/2016 - amend one incorrect 
reference to 'Regional Response Management Plan' to show 

'Regional Emergency Response Plan' . Refer to TRIM 16/6092 for 
notes on communication with Infrastructure Branch re this 
correction. 

15/390155 

Facility Management 

Where there are numerous 
contacts (e.g. region lists) please 
create a separate document and 
save as an attachment in TRIM 

Maximum is two years from the 
implementation date 

Refer to Australian Government 
Open Access and Licensing 
Framework (AusGoal) for further 
information. 

Refer to Guidelines for 
procedure template in the Help 
Resource Centre for full list of 
categories 

Optional 

Limited to one EMB member 

Limited to one person 

Useful search terms 

Please advise if this update 
should be listed on the Policy 
and Procedure Register updates 

Minor change - point increment 

Significant change - next full 
number 

Include revision number if 
applicable 

Refer to Information 
Management Category 
Conversion Guide 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register Help Resource Centre at 

http://pprhelp.det.gld.gov.au to ensure you have the most current version of this document. Page 8 of 8 
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C~MFY Kit- Schools 

As part of the preparedness phase conducted during the off-season, schools are required to organise an 
Emergency Kit. The kit should be stored in an easily accessible location and checked regularly by a School 
Response Team member. Student and staff lists should be routinely updated and current parent contact 
information maintained. 

The Emergency Kit Contains: 

Student data and parent contact information (contained in Emergency Response Plan 
(ERP)) 

Student and staff with special needs list (contained in ERP) including any student 
medications 

Staff contact information including communications tree (contained in ERP) 

Student release forms/sign out book 

List of students (emergency class lists) 

List of staff 

Emergency safety vests (high visibility for School Response Team) 

Facility key (master key) 

Standard portable First Aid Kit. 

A charged mobile phone and charger/s 

Torch with replacement batteries (or wind up torch) 

Whistle 

Megaphone 

Portable battery powered radio 

Copy of facility site plan (contained in the ERP) including evacuation routes 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 1 of 2 
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Sunscreen/ shade marque 

Plastic garbage bags and ties 

Toiletry supplies 

Water 

Other 

Date Emergency Kit Checked: 

Officer (name/signature} 

Next Check Date: 

* Note: All members of the School Response Team must have a current hardcopy of the Emergency 
Response Plan (ERP). 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 2 of 2 
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Regional 

Emergency Response Plan 

2015-
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A current hardcopy of this plan should be kept on file and be accessible in the event of a disaster 
or emergency. 

Emergency Response Plan key contact 

Key Contact: [Name] 

Phone Details: [Phone] 

Email Details: [email] 

Main Office: [Regional Office location] 

Document Status: [Draft /final] 

Details 

DET Region 

Regional Office/s [Location/sand address/es] 

Electoral areas 

Approvals 

Name Title Signature Date 

[Name] Regional Director 

[Name] Executive Director -
State Schools, 
Operations 

Review 

I Next .. - data 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 2 of 33 
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Emergency Response Plan 
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1 . Purpose ..................................................................................................................... 4 
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Emergency Response Plan 

1. Purpose 

The purpose of this Emergency Response Plan (ERP) is to provide details of how 

<insert region name> will prepare for and respond to a disaster or emergency situations. 

2. Scope 

This Emergency Response Plan applies to all staff, visitors and contractors at <insert 

region name> Offices. 

3. Response Strategies 

When this Region is impacted, or is about to be impacted, by a disaster or emergency 

event, this plan will be enacted at the direction of the Regional Director who will assume 

the role of Regional Response Controller. 

Each disaster or emergency may have extenuating circumstances which require the 

application of an additional appreciation to provide a solution to new risk or 

circumstance. The department has adopted an 'all hazards approach' to the planning of 

response strategies to disasters or emergencies and subsequently there are generally 

three response strategies that can be implemented prior to, or during a disaster or 

emergency. 

The response strategies, which can be implemented singularly or jointly, are: 

1. Evacuation of the facility; 

2. Lockdown of the facility; 

3. Temporary Closure of the Facility (Schools) 

It is also noted that disasters or emergencies may also be categorised as: 

• 'rising tide' or 'slow burn' events which enables decision makers to act prior to the 

impact of the event; or 

• sudden or spontaneous events for which there are no warnings or indications that 

allow pre-emptive actions and the vent has to be responded to during or post 

impact. 

Disasters or emergencies may occur under such circumstances that the Regional 

Response Controller can make pre-emptive decisions to take action and best prepare 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

the staff to provide support to schools for the event. This is the preferred scenario for the 

Department. 

In this Region there are Regional, Corporate Service offices and schools across the 

Region. Each school is responsible for uploading a current Emergency Response Plan 

into the department's nominated central storage repository. The Regional Response 

Team can then access the relevant school Emergency Response Plan from the central 

storage repository as required. 

Regional buildings should have separate Building Emergency Procedures and staff 

should be familiar with these plans. Each site's emergency procedures advise staff what 

to do in the event of Fire/smoke, Medical Emergency, Bomb Threat, Internal Emergency, 

Personal Threat, External Emergency, and Evacuation. (Identify where Plans stored) 

Some incidents may occur quickly however their impact may not be neither serious nor 

long term. Guidance on such responses to incidents, accidents, or individual injuries is 

available on the Department's One Portal via the ESMU site. 

This plan is enacted when the disaster or emergency escalates beyond being managed 

under those mentioned plans and requires additional levels of local and regional or 

executive support. 

This plan connects to the Regional Business Continuity Plan as required. 

4. Mission 

To ensure the safety of students, staff and any other persons within the region. 

To coordinate the regional response to a disaster or emergency. 

To minimise the damage to DET property and facilities. 

To resume educational services when safe to do so. 

5. Execution 

In the lead up to or the impact of a significant event, the Regional Response Controller 

(RRC) will decide whether to stand up the Regional Response Team and Regional 

Coordination Centre (RCC). The Regional Response Team is listed in Section 8 and will 

be scalable as determined by the RRC. 
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Emergency Response Plan 

Imminent event 

Upon identifying an emerging significant risk from a 'rising tide' event to, or within, the 

Region, the RRC should: 

1. Form the Regional Response Team (RRT); 

2. Analyse the risk and expected impact on the Region; 

3. Engage with the District Disaster Coordination Centre (DDCC) - as established; 

4. Consider the courses of action; 

5. Consult with the relevant School Response Controllers (Principals) 

6. Decide on the regional strategy and implement the strategy; 

7. Request resources if necessary e.g. Deployable Response Team (ORT) 

8. Manage the School Closure system for the region; 

9. Commence the Communication Strategy; 

1 O. If formed, brief the Executive Response Team (ERT) on the progress and status 

otherwise advise the Emergency and Security Management Unit (ESMU) and the 

supervising ADG State School - Operations; and 

11 . Engage the Business Continuity Plan. 

Sudden impact 

Upon the impact of a sudden event on the Region, the Regional Response Controller 

(RRC) should; 

1. Review the actions of the impacted SRCs; 

2. Overview the assessment of the safety of all students and staff in the region; 

3. Activate the RRT and Regional Coordination Centre (RCC); 

4. Commence the Communication Strategy; Ensure the lodgement and approval of 

a Critical Incident Alert Notification and e-mail Alert Notification to CEP 

Media.ccm@dete.qld.gov.au and School Operations 

School.Alert@dete.qld.gov.au. 

5. Monitor the responses under the School Emergency Response Plans 

6. Manage the School Closure system for the region; 

7. Engage with the District Disaster Coordination Centre if established; 

8. If formed, regularly brief the Executive Response Controller, otherwise advise the 

Emergency and Security Management Unit (ESMU) and the supervising ADG 

State School - Operations; 

9. Monitor the School Response Controllers from a welfare perspective 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

10. Engage the Business Continuity Plan. 

11. Coordinate with Regional BAS Office to prioritise repairs to schools. 

12. Consult with SRC's on resuming business and educational support services; 

Monitor NCR site requirements, maintain and facilitate any ongoing support, 

outside agency involvement and address any community issues at regular 

junctures following the regional emergency. 

13. Ensure the management of the RRT and RCC through systems, briefings and 

communications to ensure shared situational awareness. 

Regional Office(s) 

If the event, either rising tide or sudden, has also impacted on the Regional Office 

location then in addition to the above: 

1. Assess safety of regional staff 

2. Assess the status of the Regional Office/s, noting BAS protocols; 

3. If any visible damage or potential hazards on the site, e.g. asbestos, engage BAS 

for site inspection; 

4. If required consider closing the office and seeking an alternate operating location; 

5. If formed, regularly brief the Executive Response Controller, otherwise advise the 

Emergency and Security Management Unit (ESMU) and the supervising ADG 

State School - Operations; 

6. Utilise Communication Strategy; 

7. Monitor the Regional staff from a welfare perspective 

8. Implement the Regional Business Continuity Plan as required. 

9. If closure was necessary, re-open the Regional Office/s after conducting a 

Suitability Assessment and determining that it is safe to do so. 

6. Administration and Logistics 

Hard copies of the Regional Emergency Response Plan and the Business Continuity 

Plan should be stored in the main Administration Office of the Regional offices and in 

any pre-determined location for the Regional Coordination Centre (RCC), and be held by 

the Regional Response Team (RRT). 

The Regional Coordination Centre which is a nominated location for the RRC and RRT 

to operate from should be always ready and have the capability to establish 

communications with schools, principals, other, stakeholders, the Executive 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

Coordination Centre, the District Disaster Coordination Centre and the Regional 

Response Team if required. 

All documentation generated or received at the RCC is to be stored in hardcopy or 

electronic for later reference. In the event of death, serious bodily injury or possible 

litigation issues, liaise with the Manager, Legal and Administrative Law Branch. 

In the event of death or serious bodily injury, ensure the Director, Workplace Health and 

Safety QLD has been notified as soon as possible by the quickest means of 

communication available, as well as on the prescribed form within twenty-four hours, 

utilising MyHR WH&S Solutions reporting mechanism via One Portal). 

At the conclusion of the response to an event the RRC will conduct a Regional Debrief. 

7. Command and Communications 

The Regional Director will assume the role of the Regional Response Controller (RRC) 

and will form, and chair, the Regional Response Team (RRT). The RRC is responsible 

to the Executive Response Controller (ERC). (See Section 14) 

The RRC can make decisions about the Temporary Closure and Re-opening of schools 

in accordance with the CE Directive 1 /2015. 

When formed, the RRT is to establish and maintain communications with the Executive 

Response Team (ERT) as practicable. In the absence of communications the RRC must 

operate independently until communications are able to be established. 

A senior officer represents the Region on the DDCG and may have support staff 

assisting. This may be the RRC or it may be another delegated member. 

The basic structure of the RRT and their broad responsibilities are represented below 

and this structure may be adjusted according to the nature and complexity of the event. 

Operatla11s Intelligence 

Role 

Regional 
Response Controller 

Finance Cammunicatians HR&Wdbelng 

Responsibilities 
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Emergency Response Plan 

Regional Response Controller 
Overall lead and coordinator of the disaster or emergency 
response and recovery in the Region. 

Responsible for providing support to RRC and RCC including 
collecting and processing information about the incident and 
response operations (situational awareness). Also responsible 
for managing and tasking additional resources to support 

Operations operations and maintaining liaison with external agencies and 
DDCC. 

Responsible for overall management of the RCC and 
preparation of a Strategic Assessment if required and any 
Response Plans. 

To collect, analyse and display information and intelligence to 
Intelligence support situational awareness and to prepare briefs and 

internal sitreps as required. 

Responsible for securing materials, resources, services and 
Logistics additional staff to sustain operations and restore educational 

services (Business Continuity). 

Supports the other functional areas through the financing of 

Finance 
operations as well providing administrative support and 
management of the Coordination Centre. Responsible for 
tracking of response costs for corporate accounting. 

Information and communications management internally and 
Communication externally- see the Disaster and Emergency Communications 

Strategy. 

HR and Wellbeing Conduct activities to support staff resilience. Monitoring the 
management of risk and the welfare of all staff through the 

(Support) advice on entitlements, welfare and wellbeing support. 

The RRC may also manage the liaison with the relevant Local Disaster Management 

Group/s (LDMG/s). In some areas this may be delegated to a School Response 

Controller depending on the location of the School. A list of key contacts is included in 

this ERP. It lists the school and regional response entities and mechanisms to assist 

communications before, during or after an event. It also lists other agency and 

stakeholder contact points. 

The RCC must establish communications methods including redundancies such as 

phone, mobile phones, satellite phones, internet, SMS Global and email. The 

Department has a mobile communication platform that can be requested to be relocated 

to the region. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.gld.gov.au to ensure you have the most current version of this document. Page 9 of 33 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 20 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

8. The Regional Response Team (RRT) 

Role Assigned staff including shadow Contact details 

Primary contact 
Response Controller 

Back-up contact 

Primary contact 
Operations 

Back-up contact 

Primary contact 
Intelligence 

Back-up contact 

Primary contact 
Logistics 

Back-up contact 

Primary contact 
Finance 

Back-up contact 

Primary contact 
Communication 

Back-up contact 

HR and Wellbeing Primary contact 

(Support) Back-up contact 

DDMGs 

LDMGs 

A copy of this table should be provided to all schools within the Region for inclusion 
within each school's Emergency Response Plan. 
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Emergency Response Plan 

9. Regional Office/s Map/s 

<Insert Area map here.> 

Distance to Primary off-site assembly point: 

A prox. time to reach Primary off-site assembly point: 

Distance to Secondary off-site assembly point: 

Approx. time to reach Secondary off-site assembly point: 

Legend 

Primary off-site assembly point 

* Route to Primary off-site assembly point -
Secondary off-site assembly point 

* Route to Secondary off-site assembly point ••• 

Emergency services access point 
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Emergency Response Plan 

10. Evacuation Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of staff, members of the community and/or site visitors. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the ADG or ERG pending arrangements enacted . 

Evacuation Signal 

Edit to suit the 
location Procedure 

Special considerations 

Special responsibilities 

Evacuation Assembly area/s 
assembly 

Edit to suit the Assembly procedure 
location, replacing 

1. Personnel lists are checked. 
the example with 

2. Report all persons unaccounted for to the RRC. the process in 
black font. 

Evacuation 1. No person is to return to any area of the Regional Office until advised 
clearance by the RRC. 
Edit to suit the 2. The clearance signal is ...... 
location 

General Evacuation procedures will be displayed on Emergency Evacuation maps 
principles in all rooms. 

Edit to suit the 1. FIRST PRIORITY is to the safety of all persons in the office. 
location, replacing 2. ALL staff and visitors are automatically involved. 
the example with 3. ALL VISITORS should sign the Visitors book at the office. 
the process in 

4. NO person should be placed in a position of risk. 
black font. 

5. Regional Response Controller is responsible for ensuring the 
electricity is turned off and that Emergency Services are contacted 
and given all assistance required. 

Communications • If the evacuation goes for an extended time then the Regional 
Edit to suit the Response Controller informs the Emergency and Security 
location Management Unit on 3034 6012. 

Pre- • Site Emergency Evacuation Maps must be clearly displayed in all 
arrangements rooms. 
Edit to suit the • Visitor sign-in registers maintained in the office . 
location, replacing • Emergency personnel lists kept by exit door . 
the example with 

Evacuation exercises conducted twice a year and records kept in the process in • 
black font. MyHR WH&S. 
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Emergency Response Plan 

11 . Lockdown Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority This procedure minimises access to the Regional Office and secures all 
persons in offices. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the EMSU on 3034 6012 or ERG pending arrangements 

enacted. 

Lockdown Signal 

Edit to suit the Procedure 
location, replacing 1. Regional Office doors are locked by office personnel. 
the example with 

2. Access to any and all persons denied. 
the process in 
black font. 3. Staff not in their own offices will remain in the room they are currently 

in until told it is safe to move. 

4. Personnel lists are checked. 

5. Report all unaccounted for to the Regional Response Controller 

6. Staff and visitors remain in their offices until told that the building is 
safe. 

Special considerations 

Special responsibilities 

Lockdown 1. Staff and visitors remain in offices until advised by the Regional 
cancellation Response Controller that the Lockdown procedure is cancelled. 

Edit to suit the 2. The clearance signal is . .... 
location 

General • A lockdown prevents persons from entering the Regional Office . 
principles • Normal routine should re-commence as soon as possible after the 
Edit to suit the event. 
location, replacing • Staff to be vigilant in reporting the entry of unauthorised person or 
the example with persons into the building. 
the process in 
black font. 

Communications • If the lockdown goes for an extended time then the Response 

Edit to suit the Controller informs the Emergency and Security Management Unit on 
location 3034 6012. 

Pre- • Facilities can be locked internally. 
arrangements • Visitor sign-in registers maintained in the office . 
Edit to suit the • Emergency personnel lists kept . 
location, replacing 

Staff and students will be made aware of this signal and its meaning the example with • 
the process in through lockdown exercises conducted twice a year and records kept 

black font. in MyHR WH&S. 
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Emergency Response Plan 

12. Temporary Closure Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of staff, members of the community and/or site visitors. 
Staff must remain off-site until advised by the Regional Response 
Controller that the Building is safe and available to be re-occupied and re-
opened. 

Decision The RRC has the authority to close the Regional Office as considered 
necessary 

Reporting the 1. Notify the Executive Response Controller or the Emergency and 
closure Security Management Unit on 3034 6012. 

Edit to suit the 2. Notify the local Radio Station 

location, replacing 3. Notify staff - phone tree 

the example with 4. Notify school community - School Closures website, messaging 

the process in 5. Notify other stakeholders 

black font. 

Temporary Prepare 
Closure • Engage the Regional Response Team 

Edit to suit the • Prepare for the closure with stakeholders if practicable 

location, replacing • Undertake required communications 
the example with 
the process in Respond 
black font. Monitor the event and stay informed . • 

• Maintain communications with the Executive Response Team, OOMG 
and LOMG. 

• Wait till safe to liaise with BAS to conduct site for inspection . 

• Monitor damage reports. Meet daily with BAS to review priorities and 
assign resources. 

• Assess staff status and support required 

• Engage Business Continuity Plan as required 

• Undertake Suitability Assessment for decision to re-open or not. 

Recover 

• Liaise with BAS re repair schedule 

• Manage and support staff welfare issues 

• Monitor business continuity activities 

Special considerations 

Re-opening 1. Notify the Executive Response Controller or ESMU depending 

Edit to suit the arrangements enacted 

location, replacing_ 2. Notify Radio Station 

the example with 3. Advise LOMG & OOMG if stood up. 

the process in 
black font. 

General • 'Safety before schedule ' Normal routine should re-commence as soon 
principles as possible after the event and when safe to do so. 

Communications 
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Emergency Response Plan 

13. Specific emergencies - response procedures 

The fields below contain example responses for guidance and should be edited to suit the location. 

Building Fire <As appropriate insert any additional mitigation steps relevant to your 
Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 

Activate the fire alarm. • process in black font. 
• Report the emergency immediately to the Regional Response 

Controller who will convene your Regional Response Team if 
necessary. 

• Extinguish the fire (only if safe to do so) . 

• If appropriate, follow the procedure for on-site evacuation . 

• Evacuate to the <Insert the location of your assembly poinUs>, 
closing all doors and windows. 

• Check that all staff and visitors are accounted for . 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Bushfire <As appropriate insert any additional mitigation steps relevant to your 
Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 

Report the emergency immediately to the Regional Response • process in black font. 
Controller who will convene your Regional Response Team if 
necessary. 

• Determine appropriate response strategy (evacuate or lockdown) 
in consultation with emergency services, if possible. 

• If evacuation is required and time permits before you leave: 

• Make sure you close all doors and windows 

• Turn off power and gas . 

• Check that all staff and visitors and contractors are accounted for . 

• Listen to TV or local radio on battery-powered sets for 
bushfire/weather warnings and advice. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Major external <As appropriate insert any additional mitigation steps relevant to your 
emissions/spill facility that you have identified in your risk assessment> 
(includes gas leaks} • Call 000 for emergency services and follow advice . 
Edit to suit the • Report the emergency immediately to the Regional Response 
location, replacing the Controller who will convene your Regional Response T earn if 
example with the 

necessary. 
wocess in black font. 

• Turn off gas supply. 

• If the gas leak is onsite, notify your gas provider . 
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Emergency Response Plan 

• If appropriate, follow the procedure for on-site evacuation . 

• Alternatively this may need to be to an off-site location . 

• Check staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal activities. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Intruder <As appropriate insert any additional mitigation steps relevant to your 
Edit to suit the facility that you have identified in your risk assessment> 
location, reg/acing the • Call 000 for emergency services and seek and follow advice . 
exam12.le with the 

Report the emergency immediately to the Regional Response • 12.rocess in black font. 
Controller. 

• Do not do or say anything to the person to encourage irrational 
behaviour. 

• Initiate action to restrict entry to the building if possible and 
confine or isolate the threat from building occupants. 

• Determine whether evacuation or lock-down is required. Do this in 
consultation with the Police where possible. 

• Evacuation only should be considered if safe to do so . 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Bomb or substance <As appropriate insert any additional mitigation steps relevant to your 
threat facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, re12.lacing the • Report the threat to the Regional Response Controller . 
exam12.le with the 
12.rocess in black font. • Do not touch any suspicious objects found. 

• If a suspicious object is found or if the threat specifically identified 
a given area, then evacuation may be considered: 

• If appropriate under the circumstances, clear the area immediately 
within the vicinity of the object of staff. 

• Ensure staff are not directed past the object 

• Ensure staff that have been evacuated are moved to a safe, 
designated location 

• Contact the Em(}Jrgency and Security Management Unit on 3034 
6012. 

If a bomb/substance threat is received by telephone: 

• Do not hang up . 

• If possible fill out the bomb threat checklist while you are on the 
phone to the caller. 

• Keep the person talking for as long as possible and obtain as 
much information as possible. 
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Emergency Response Plan 

• Have a co-worker call 000 for emergency services on a separate 
phone without alerting the caller and notify the Regional Response 
Controller. 

If a bomb/substance threat is received by mail: 

• Place the letter in a clear bag or sleeve . 

• Avoid any further handling of the letter or envelope or object . 

• Call 000 for emergency services and seek and follow advice . 

• Notify the Regional Response Controller . 

If a bomb/substance threat is received electronically: 

• Do not delete the message 

• Call 000 for emergency services and seek and follow advice 

• Notify the Regional Response Controller . 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Internal emission or <As appropriate insert any additional mitigation steps relevant to your 
spill facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, reg_/acing the • Report the emergency immediately to the School Response 
examele with the 

Controller who will convene your SRT if necessary. 
erocess in black font. 

• Move staff and students away from the spill to a safe area and 
isolate the affected area. 

• Seek advice in regards to clean up requirements, and if safe to do 
so, the spill can be cleaned up by staff. Personal Protective 
Equipment should be worn as per the requirements of the Material 
Safety Data Sheet and Safety Work Procedure. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Severe Weather <As appropriate insert any additional mitigation steps relevant to your 
event facility that you have identified in your risk assessment> 
Edit to suit the Sudden event during operational hours: 
location, reelacing the • Call 000 if emergency services are needed and follow advice . 
examele with the 
erocess in black font. • Report the emergency immediately to the Regional Response 

Controller who will convene your Regional Response Team if 
necessary. 

• Before the storm, store or secure loose items external to the 
building, such as outdoor furniture and rubbish bins. 

• Disconnect electrical equipment - cover and/or move this 
equipment away from windows. 

• Secure windows (close curtains & blinds) and external doors. If 
necessary, tape windows and glass entrances. Utilise boards and 
sandbags if required. 

• Instigate a lockdown. 
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Emergency Response Plan 

During the severe storm: 

• Remain in the building and keep away from windows 

• Restrict the use of telephone landlines to emergency calls only, 
particularly during a thunderstorm. 

• Report any matter concerning the safety and wellbeing of 
students, staff and visitors to the School Response Controller. 

• Listen to local radio or TV on battery-powered sets for weather 
warnings and advice. 

Forecast imminent event (e.g. cyclone, floods) 

• If weather warnings and advice from the State Disaster 
Management Group indicate that the location will be impacted by 
a severe weather event, the Regional Response Controller will 
follow the decision-making process to determine if the school will 
be temporarily closed. 

• The Regional Response Team will be convened . 

• If the Regional Office is to be temporarily closed, then all 
stakeholders will be advised. 

• The Temporary Closure procedure needs to be implemented . 

• After the event, if the school is situated in the impact zone, then 
Building and Asset Services (BAS) will determine if the site is safe 
for the Regional Response Controller to enter to undertake a 
Suitability Assessment to Re-open. 

• The Regional Response Team may need to operate from an 
alternative Regional Coordination Centre location. 

Earthquake <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, reg_lacing the • Call 000 for emergency services and seek and follow advice . 
examQle with the 

Report the emergency immediately to the Regional Response • wocess in black font. 
Controller who will convene your Regional Response Team if 
necessary. 

• Evacuate to assembly area/s . 

• Check that all staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal activities. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 
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Emergency Response Plan 

14. The DET Response Structure 

State 

Strategic 
(Executive) 

Operational 
(Regional) 

Tactical 
(School) 

• WoG Co-ordination 
• Government Policy 
• C'wth Liaison 
• Public Information 

• Set strategy 
• Guide & advise 
• Monitor 
• Support 

• Manage 
• Plan 
• Coordinate 
• Resource 

• Respond 
• Implement 
• Coordinate 

Key 

ERC - Executive Response Controller 
RRC - Regional Response Controller 
SRC - School Response Controller 

Executive Response Team 

Executive Coordination Centre 

Regional Response Team 

Regional Coordination Centre 

School Response Team 

School Coordination Centre 

Team 

Centre 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.gld.gov.au to ensure you have the most current version of this document. Page 19 of 33 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 30 of 200

Re
lea

se
d 

un
de

r t
he

 R
TI

 A
ct 

by
 D

oE



Emergency Response Plan 

15. Executive Response Team Contacts 

Th s tabie wt/! be f-. ff' f.:;_f by U-1e [mergency and Security M-=v>aqement LJ,vt 

Role Assigned staff including shadow 
Contact details 

(Phone & email) 

Executive Primary 

Response Controller Back-up 

Primary 
Operations Officer 

Back-up 

Primary 
Intelligence Officer 

Back-up 

Primary 
Logistics Officer 

Back-up 

HR and Wellbeing Primary 

Officer Back-up 

Advisory Group 
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Emergency Response Plan 

16. Regional communications details 

Phone tree 
In a disaster or emergency event, the following phone tree will be activated. (Example only, 
please adjust the tree for the location.) 

Regional 
Director 

ve 
Response 
Controller 

Managers 

L Advisors 
Corporate Staff 
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Emergency Response Plan 

17. External Emergency numbers 

Display a copy of this list next to your administration phone/s. 

Group Contact/details Phone number 

Life-threatening or time critical emergency 
000 - calling from 

land line 

Police 
Non-life threatening incident 131 444 

Local Police Station 

Ambulance 000 

LOMG 

DDMG 

Qld Fire and 
Emergency 000 
Services (QFES) 

State Emergency 
132 500 

Service (SES) 

Hospital/s 

Electricity Local number 

Water Corporation Local number 

Gas supplier 

Building and Asset 
Regional Manager 

Services 

Department of 
Community Safety 
(Regional Office) 

Child Safety 
htt1;r//www.childsafety.gld.gov.au/contacts/index.html 

1800 811 810 (Qld 
Services only) 

Dept of Natural 
httQs://www.dnrm.gld.gov.au/our- 13 QGOV (13 74 

Resources & 
deQartment/contact-us 68) 

Mines 
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Emergency Response Plan 

DET Contacts (When ERT not enacted) 

Key contact Contact/details Phone number 

Assistant Regional 
Director 

Assistant Regional 
Director 

Assistant Regional 
Director 

Infrastructure 
Manager 

Senior Health & 
Safety Consultant 

DET Emergency & 
Security 

qld-dete-emru@id.nqcomms.net 07 3034 6012 
Management Unit 
(ESMU) 

Local Community Contacts 

Contact/details Phone number 

Transport Operator 

Disaster Management Groups 

Contact/details Phone number 
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Emergency Response Plan 

Other Institutions 

Contact/details Phone number 

ECEC 

Independent 
Schools 

Catholic Schools 
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Emergency Response Plan 

18. Staff requiring assistance to evacuate 

* Response - evacuation, lockdown or temporary closure 

Response*/ 
Person 

Family/Carer 
Name Room Condition Assistance 

responsible 
contact& 

required mobile 
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19. Staff trained in First Aid 

Staff Member Training Date Qualified To 
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Emergency Response Plan 

20. Regional State School principal contacts 

Phone No. Phone No. 
School Name Email 

(After Hours) (Day) 
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21. Building information summary 

Telephones (Landlines): 

Location 

Alarms Location 

r~~- . --·-'"--"-

Fire: 

Intrusion: l 
Other: L 

Utilities 
Location 

Gas/ I Propane: l 

Water: l 
Electricity: L ___ 
Sprinkler System 

Location of Control Valve: 

Location of Shut-off Instructions: 

Boiler Room 

Location: 

Access: 

Emergency Power System 

Type: 

Location: 

Provides Power To: 

Location of Shut-off Instructions: 

Building and Site Hazards 

Hazard Description 

Number 

Monitoring Company 

Service Provider 

-

i 

Emergency Response Plan 

Location Number 

Location of Shut-off 
Instructions 

Location of Shut-off 
Instructions 

Location 
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Emergency Response Plan 

22. Suitability assessment to re-open the school or 
campus. 

After an event which has caused the school to temporarily be closed the following process 
needs to occur in the course of deciding to re-open the school. Principals need to undertake an 
assessment to determine to the impact of the event on essential infrastructure and resources. 

The following flowchart and assessment have been provided to Regions to assist with advice 
provided to Principals following an event. 

School Temporarily 
Closed by CE Directive 

1/2015 

BAS undertake initial assessment of site for 
damage and impact. When it is safe to do so! 

School Response 
Controller (SRC) 

Present - BAS provide 
details of initial inspection 
and issues Site Attendance 

Notification Sticker 

SRC Not Present 
BAS Site Attendance 

Notification 
Sticker 

SRC reviews damage assessment and BAS observations 
Priority works undertaken by BAS. 

In consultation with BAS and DET Regional Infrastructure Advisers 

SRC undertakes Suitability Assessment to Re-Open 

SRC DECISION to REOPEN SCHOOL 
OR REMAIN CLOSED 
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Item 

ACCESS 

Is there a Police or 
District Disaster 
Management Group 
direction to close the 
school? 

Does storm debris 
prevent safe access 
around the school? 

Are access roads to the 
school cut by debris or 
flood waters? 

BUILDINGS 

Have buildings been 
damaged? 

SUITABILITY ASSESSMENT 

Considerations 

If the direction has not been 
¥• revoked then the school or 

campus must remain closed. 

No 

Is there a large amount of debris 
in school or campus grounds that 
prevents safe 
movement/supervision around the 
site? 

Can affected areas be barricaded 
and traffic diverted to allow safe 
movement around the school or 
campus? 

Liaise with the Local Disaster 
1;;:r,·.c,!l!'illlit,Y4 Management Group (LOMG) to 

determine when the roads will be 
safe to travel. 

Ensure access roads are not at 
risk of being cut off due to rising 
flood waters that will inhibit staff 
and students to leave the site 
safely. 

Contact the Local Disaster 
Management Group or the Police. 

If the site can be accessed safely 
then consider re-opening if there 
are sufficient resources to provide 
for the safe supervision of 
students. 

If all buildings are damaged then 
then school or campus remains 
temporarily closed . 

If not all buildings are damaged 
then consider the following: 

• Can access to damaged 
buildings be restricted to allow 
safe unimpeded access to 
other areas of the school or 
campus? 

• Are there sufficient teaching 
spaces available to deliver 

Emergency Response Plan 

Observation/Mitigation 
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Emergency Response Plan 

Item Considerations Observation/Mitigation 

services (even in a limited 
~ capacity)? 

• Have Building & Asset 
Services (BAS) inspected the 
buildings and provided 
certification that the buildings 
are safe to reoccupy? 

No 

HAZARDS 

Has asbestos-containing DET Policy is that no persons can 
material (ACM) been Yes be in the vicinity of damaged ACM 
exposed/damaged in the or on site when ACM removal is 
school grounds? undertaken. 

If ACM requires specialist removal 
then the school or campus needs 
to stay closed . Contact Building & 
Asset Services (BAS). 

No 

WATER 

Has water supply to \). If Yes, can bottled water be 
school been disrupted? sourced quickly for staff /student 

use? Parents can be asked to 
provide water for students but 
some bottled water will be 

;'. 
required for emergencies. If Yes, 
is water available for amenities .,. 
such as toilets? Contact the 
Infrastructure Manager. 

No 

TOILETS 
... 

Have septic tanks been ~ -

'J ., Have all the grounds been 
affected? ... Y~ -( affected by sewage overflow or 

just an area? 

·,: Can this area be barricaded off to 
restrict access without impacting 

. i ,.;:· on teaching space? 

Nv 

Are the toilet buildings 
... , 

Are they structurally safe and ... 

safe to be used? :iii,\ accessible? 

No Are other facilities available 
nearby or can Porta-loos be 
sourced . 

COMMUNICATIONS 
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Item 

Have external 
telecommunications 
been affected? 

ELECTRICITY 

Has the electricity supply 
been affected? 

STAFFING 

Has the event impacted 
on staff availability to 
support an acceptable 
staff/student supervision 
ratio? 

OTHER ISSUES 

No 

Considerations 

If landlines have been affected 
then is there mobile phone 
capacity? Are mobile phones 
readily accessible? Are satellite 
phones required? Does an 
adjoining site have phones? 

Are there power lines down within 
Yes the school? Contact Energex 

immediately on 13 19 62. School 
must remain closed. 

No 

Does the school have an external 
generator supply point installed? 

Can the supervision of students 
be undertaken without power to 
the classrooms? Is power required 
to operate the septic tanks? 

If there is limited capacity to 
supervise students safely then 
remain closed. 

Consider contacting the Regional 
Response Team to request staff 
wellbeing support. 

DECISION RECORD 

Emergency Response Plan 

Observation/Mitigation 

Record the decision to keep the school Temporarily Closed or to Re-open the school. 
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A current hardcopy of this plan should be kept on file and be accessible in the event of a disaster 
or emergency. 

Emergency Response Plan key contact 

Key Contact: [Name] 

Phone Details: [Phone] 

Email Details: [email] 

Campus/es [School/ Campuses name/s] 
included: 

Document Status: [Draft /final] 

Details 

School or Campus/es 

Physical Address 

DET Region 

Approvals 

Name Title Signature Date 

[Name] Principal 

[Name] Regional Director or 
delegate 

Review 

I Next - date 
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Emergency Response Plan 

1. Purpose 

The purpose of this Emergency Response Plan (ERP) is to provide details of how <insert school 

name> will prepare for and respond to a disaster or emergency situations. This includes 

weather, geological, biological or human events that pose risks to life, property or the 

environment 

2.Scope 

This Emergency Response Plan applies to all staff, students, visitors, contractors and volunteers 

at <insert school name>. 

3. Response Strategies 

When a school facility is impacted, or is about to be impacted, by a disaster or emergency this 

plan will be enacted at the direction of the Principal who assumes the role of School Response 

Controller (SRC). Each disaster or emergency may have extenuating circumstances which 

require the application of an additional appreciation to provide a solution to new risk or 

circumstance. 

DET has adopted an 'all hazards approach' to the planning of response strategies to disasters or 

emergencies and subsequently there are generally three response strategies that can be 

implemented prior to or during a disaster or emergency. 

The general response strategies, which can be implemented singularly or jointly, are: 

1. Evacuation of the facility; 

2. Lockdown of the facility; 

3. Temporary Closure of the Facility 

It is also noted that disasters or emergencies may also be categorised as 

• 'rising tide' or 'slow burn' events which enables decision makers to act prior to the impact 

of the event; or 

• sudden or spontaneous events for which there are no warnings or indications that allow 

pre-emptive actions and the vent has to be responded to during or post impact. 

Disasters or emergencies may occur under such circumstances that the School Response 

Controller can make pre-emptive decisions to take action and best prepare the students, staff or 

school for the event. This is the preferred scenario for DET in that when a disaster or emergency 

is identified as having a potential impact on a school, the School Response Controller can begin 

preparations as early as practicable with a view to ensuring the safety of students, staff and 

other stakeholders. 
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Emergency Response Plan 

4. Mission 

To ensure the safety of students, staff and any other persons within the facility. 

To minimise the damage to DET property and facilities 

To resume educational services when safe to do so. 

5. Execution 

Imminent event 

Upon identifying an emerging risk to the School the School Response Controller (SRC) should; 

1. Form the School Response Team (SRT); 

2. Identify the risk and expected impact on the School; 

3. Consider the courses of action; 

4. Consult with stakeholders where practicable; 

5. Decide on the strategy; 

6. Implement the strategy; 

7. Commence the Communication Strategy; 

8. Brief the Regional Response Team (RRT) on the progress and status; and 

9. Consider the Business Continuity Plan. 

Event impact 

Upon the impact of a sudden event on the School, the SRC; 

1. Assess safety of students and staff; 

2. Advise Emergency Services if required; 

3. Implement Lockdown, Evacuation or Temporary Closure if required; 

4. Brief the Regional Response Controller (RRC); 

5. Monitor impact of event and response; 

6. Commence the Communication Strategy as practicable. 

Post impact 

After the event has impacted the School the following should occur; 

If school has been not been temporarily closed: 

1 . Assess safety of students and staff; 

2. Assess the status of the school, noting BAS protocols; 

3. If any visible damage or potential hazards eg asbestos, site access, tree damage, then 

engage BAS for site inspection; 
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Emergency Response Plan 

4. If required consider Temporary Closure under CE Directive 1/2015; and 

5. Implement Business Continuity Plan as required. 

If school has been vacated (holidays, weekends) or temporarily closed under CE Directive 

1/2015 then; 

1. Assess safety and wellbeing of staff; 

2. Assess status of school; 

3. If any visible damage or potential hazards eg asbestos, engage BAS for site inspection; 

4. Implement Business Continuity Plan as required; 

5. Decide on resuming educational services; 

6. Invoke, or continue, Temporary Closure of the school under CE Directive 1.2015 as 

required and advise the Regional Response Controller. 

7. Utilise Communication Strategy; and 

8. Re-open school after conducting a Suitability Assessment and determining that it is safe 

to do so. 

6. Administration and Logistics 

The School Coordination Centre is to be located at ( ................. ) where the School Response 

Controller (SRC) and the School Response Team (SRT) will operate if practicable. This facility 

has the requisite support for occupation, communications capability and other resources for the 

response structure. The alternate location is at .... 

Hard copies of the School Emergency Response Plan should be stored in the main 

Administration building of the school, held by the Principal and other staff who form part of the 

School Response Team. 

Section 19 - provides a document, the Suitability Assessment, to be used to support the 

decision making around keeping schools temporarily closed or re-opening. 

7. Command and Communications 

The Principal will assume the role of the School Response Controller (SRC) and will form, and 

chair, the School Response Team (SRT). 

The SRC is responsible for making decisions about the temporary closure and re-opening of 

schools in accordance with the CE Directive 1/2015. 

When formed, the SRT is to establish and maintain communications with the Regional 

Response Team as practicable. In the absence of communications the SRC must operate 

independently until communications are able to be established. 
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Emergency Response Plan 

The SRC is to maintain contact with the LOMG and attend scheduled meetings if possible or 

send a delegate. 

The School Response Team is as follows: 

(Should be edited to suit the location's requirements.) 

Role Assigned staff including shadow Contact details 

Primary contact 
Response Controller 

Back-up contact 

Primary contact 
Operations Officer 

Back-up contact 

Primary contact 
Logistics Officer 

Back-up contact 

Communications Primary contact 

Officer 
Back-up contact 

Primary contact 
Finance Officer 

Back-up contact 

Safety and Wellbeing Primary contact 

Officer 
Back-up contact 

Advisory Group 

Some schools due to their size will not have the staff to fill the suggested positions and available 

staff will have to undertake multiple roles. 

A list of key contacts is included in this ERP. It lists the school and regional response entities 

and mechanisms to assist communications before, during or after an event. It also lists other 

agency and stakeholder contact points. 
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Emergency Response Plan 

8. School/Campus Map 

<Insert Area map here.> 

Distance to off-site assembly point: 

Approx time to reach off-site assembly point: 

Legend 

Primary assembly point * Route to Primary assembly point -
Off-site assembly point 

* Route to Off-site assembly point ... 

Emergency services access point 
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9. Evacuation Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of students, staff, parents, members of the community and/or site 
visitors. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Evacuation Signal 
Edit to suit the 
location Procedure 

Special considerations 

Special responsibilities 

Evacuation Assembly area/s 
assembly 
Edit to suit the Assembly procedure 
location, replacing 

1. Class lists/rolls are checked. 
the example with 

2. Report all students/persons unaccounted for to the Principal (or the process in 
black font. delegate) . 

Evacuation 1. No person is to return to any area of the school until advised by the 
clearance Principal. 

Edit to suit the 2. One blast on the alarm is the clearance signal. 
location, replacing 
the example with 
the process in 
black font. 

General Evacuation procedures will be displayed on Emergency Evacuation maps 
principles in all rooms. 

Edit to suit the 1. FIRST PRIORITY is to the safety of pupils and persons in the school. 
location, replacing 2. ALL staff, parents and visitors are automatically involved. 
the example with 3. CONTRACTORS should sign the Visitors book at the office. 
the process in 

4. ALL VOLUNTEERS in school should sign in the 'Volunteers ' book in 
black font. 

the classroom or in Tuckshop. 

5. TUCKSHOP manager and volunteers must follow the Evacuation 
Procedures including bringing the sign on book. 

6. PARENT HELPERS/TUTORS must follow Evacuation Procedures. 

7. NO person should be placed in a position of risk. 

8. EVA CUA T/ON drill will be conducted at least twice a year. Annual 
revision of the use of Fire Extinguishers will be conducted. 
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9. PRINCIPAL OR DELEGATE is responsible for ensuring the electricity 
is turned off and that Emergency Services are contacted and given 
every assistance. 

Communications • If the evacuation goes for an extended time then the Response 
Edit to suit the Controller activates the Communications Plan to inform the parents 
location, reg_lacing and stakeholders via the established formats. 
the exame.le with 
the e.rocess in 
black font. 

Pre- • Site Emergency Evacuation Maps must be clearly displayed in all 
arrangements rooms. 
Edit to suit the • Visitor sign-in registers maintained in the office or Tuckshop . 
location, ree.lacing • Emergency class lists kept by exit door . 
the exame.le with 

Relief staff provided with Evacuation summary. 
the e.rocess in • 
black font. 
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10. Lockdown Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority This procedure minimises access to the school environment and secures 
all persons in rooms. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Lockdown Signal 

Edit to suit the Procedure 
location. replacing 1. Administration doors are locked by office personnel. 
the example with 

2. Classroom doors are locked by teachers. 
the process in 
black font. 3. Access to any and all persons denied. 

4. All outside activities and lessons stop immediately and students are 
taken to the nearest classroom. 

5. If a class or group are not on the school site the teacher should keep 
the students off-site until an all clear signal is given to return. 

6. Staff not in their own classroom will remain in the building and/or 

room they are currently in until told it is safe to move. 

7. Class lists/rolls are checked. 

8. Report all students/persons unaccounted for to the Principal (or 

delegate) . 

9. Students are to remain calm and silent inside classrooms out of line of 
sight i.e. under desks or against walls. 

10. Toilet block checked by executive staff or principal (if safe to do so) to 

ensure all students are safely in their rooms. 

11. Names of missing students should be provided to executive and front 
office as soon as possible. 

12. Staff and students remain in their rooms until told that the school is 
safe. 

Special considerations 

Special responsibilities 

Lockdown 1. Staff and students remain in their rooms until advised by the Principal 
cancellation that the Lockdown procedure is cancelled. 

Edit to suit the 2. One blast on the alarm is the clearance signal. 
location. replacing 
the example with 
the process in 
black font. 

General • These help to prevent persons from entering the school site . 
principles • Normal school routine should re-commence as soon as possible after 
Edit to suit the the event. 
location. replacing 
the example with 
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the g_rocess in • Staff to be vigilant in reporting the entry of unauthorised person or 
black font. persons onto the school grounds. 

Communications • If the lockdown goes for an extended time then the School Response 

Edit to suit the Controller informs the parents and stakeholders via Communications 
location, reg_lacing Strategy utilising established formats. 
the examg_/e with 
the g_rocess in 
black font. 

Pre- • Facilities can be locked internally. 
arrangements • Visitor sign-in registers maintained in the office or Tuckshop . 
Edit to suit the • Emergency class lists kept by exit door . 
location, reg_lacing 

Relief staff provided with Lockdown summary. • the examg_le with 
the g_rocess in • Staff and students will be made aware of this signal and its meaning 

black font. and importance at regular times throughout the year. 
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Emergency Response Plan 

11. Temporary Closure Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of students, staff, parents, members of the community and/or site 
visitors. 
Staff and students must remain off-site until advised by the School 
Response Controller (Principal) that the school or campus is safe and 
available to be re-occupied and re-opened. 

Decision In accordance with CE Directive 1 /2015. Consultation undertaken prior to 
decision to temporarily close a State School with Regional Director, Local 
Disaster Management Group and Advisory Group as practicable. 

Reporting the 1. Notify the Regional Director or delegate 
closure 2. Notify the local Radio Station 

Edit to suit the 3. Notify staff - phone tree 

location, replacing 4. Notify school community - school website, school sms messaging 

the example with 5. Notify other stakeholders 

the process in 
black font. 

Temporary Prepare 
Closure • Engage the site's Response Team 

Edit to suit the • Prepare for Temporary Closure Plan with stakeholders 

location, replacing • Undertake required communications 
the example with 
the process in Respond 
black font. Monitor the event and stay informed • 

• Maintain communications with the LOMG and RRT 

• Wait till safe to deploy to site for inspection 

• Inspect facilities/campus to identify damage. Report damage to BAS 
and RRT. 

• Assess staff status and support required 

• Engage Business Continuity Plan as required 

• Undertake Suitability Assessment for decision to re-open or not . 

Recover 

• Liaise with BAS and RRT re repair schedule 

• Manage and support staff welfare issues 

• Monitor business continuity activities 

Special considerations 

Re-opening 1. Notify the Regional Director - if unavailable advise ESMU 

Edit to suit the 2. Notify Radio Station 

location 3. Advise P&C 

General • 'Safety before schedule' Normal school routine should re-commence 
principles as soon as possible after the event and when safe to do so. 

Communications • The School Response Controller informs the parents and 
stakeholders via the Communications Strategy using the established 
formats. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 13 of 31 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 57 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

12. Specific emergencies - response procedures 

The fields below contain example responses for guidance and should be edited to suit the location. 

Building Fire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 
process in black font. • Activate the fire alarm . 

• Report the emergency immediately to the School Response 
Controller who will convene your SRT if necessary. 

• Extinguish the fire (only if safe to do so) . 

• If appropriate, follow the procedure for on-site evacuation . 

• Evacuate to the <Insert the location of your assembly pointls>, 
closing all doors and windows. 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Contact parents as required . 

Bushfire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, reelacing the • Call 000 for emergency services and follow advice . 
example with the 

Report the emergency immediately to the School Response • process in black font. 
Controller who will convene the SRT if necessary. 

• Determine appropriate response strategy (evacuate or lockdown) 
in consultation with emergency services, if possible. 

• Provide advice to Emergency services regarding any hazards 
within the school, eg, gas cylinder location. 

• If evacuation is required and time permits before you leave: 

• Make sure you close all doors and windows 

• Turn off power and gas . 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Listen to TV or local radio on battery-powered sets for 
bushfire/weather warnings and advice. 

• Contact parents as required . 

Major external <As appropriate insert any additional mitigation steps relevant to your 
em issions/spi II facility that you have identified in your risk assessment> 
{includes gas leaks) • Call 000 for emergency services and follow advice . 
Edit to suit the Report the emergency immediately to the School Response • 
location, replacing the Controller who will convene the SRT if necessary. 
example with the 
process in black font. • Turn off gas supply. 

• If the gas leak is onsite, notify your gas provider . 

• If appropriate, follow the procedure for on-site evacuation . 
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• Alternatively this may need to be to an off-site location . 

• Check students, staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal school activities. 

• Contact parents as required . 

Intruder <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, ree.lacing the • Call 000 for emergency services and seek and follow advice . 
exame.le with the 

Report the emergency immediately to the School Response • e.rocess in black font. 
Controller. 

• Do not do or say anything to the person to encourage irrational 
behaviour. 

• Initiate action to restrict entry to the building if possible and 

confine or isolate the threat from building occupants. 

• Determine whether evacuation or lock-down is required. Do this in 
consultation with the Police where possible. 

• Evacuation only should be considered if safe to do so . 

• Contact parents as required . 

Bomb or substance <As appropriate insert any additional mitigation steps relevant to your 
threat facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, ree.lacing the • Report the threat to the School Response Controller . 
exame.le with the 
e.rocess in black font. • Do not touch any suspicious objects found . 

• If a suspicious object is found or if the threat specifically identified 
a given area, then evacuation may be considered: 

• If appropriate under the circumstances, clear the area immediately 
within the vicinity of the object of students and staff 

• Ensure. students and staff are not directed past the object 

• Ensure students and staff that have been evacuated are moved to 

a safe, designated location 

• Contact parents as required . 

If a bomb/substance threat is received by telephone: 

• Do not hang up . 

• If possible fill out the bomb threat checklist while you are on the 
phone to the caller. 

• Keep the person talking for as long as possible and obtain as 
much information as possible. 

• Have a co-worker call 000 for emergency services on a separate 
phone without alerting the caller and notify the School Response 
Controller. 

If a bomb/substance threat is received by mail: 

• Place the letter in a clear bag or sleeve . 
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• Avoid any further handling of the letter or envelope or object . 

• Call 000 for emergency services and seek and follow advice . 

• Notify the School Response Controller . 

If a bomb/substance threat is received electronically or through 
the school's website: 

• Do not delete the message 

• Call 000 for emergency services and seek and follow advice 

• Notify the School Response Controller . 

Internal emission or <As appropriate insert any additional mitigation steps relevant to your 
spill facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, reQlacing the • Report the emergency immediately to the School Response 
examQle with the Controller who will convene your SRT if necessary. 
Qrocess in black font. 

• Move staff and students away from the spill to a safe area and 
isolate the affected area. 

• Seek advice in regards to clean up requirements, and if safe to do 
so, the spill can be cleaned up by staff. Personal Protective 
Equipment should be worn as per the requirements of the Material 
Safety Data Sheet and Safety Work Procedure. 

• Contact parents as required . 

Severe Weather <As appropriate insert any additional mitigation steps relevant to your 
event facility that you have identified in your risk assessment> 

Edit to suit the Sudden event during operational hours 
location, reQlacing the • Call 000 if emergency services are needed and follow advice . 
examQle with the 
Qrocess in black font. • Advise the School Response Controller who will convene the SRT 

if necessary. 

• Before the storm, store or secure loose items external to the 
building, such as outdoor furniture and rubbish bins. 

• Disconnect electrical equipment - cover and/or move this 
equipment away from windows. 

• Secure windows (close curtains & blinds) and external doors. If 
necessary, tape windows and glass entrances. Utilise boards and 
sandbags if required. 

• Instigate a lockdown . 

• During the severe storm: 

• Remain in the building and keep away from windows 

• Restrict the use of telephone landlines to emergency calls only, 
particularly during a thunderstorm. 

• Report any matter concerning the safety and wellbeing of 
students, staff and visitors to the School Response Controller. 

• Listen to local radio or TV on battery-powered sets for weather 
warnings and advice. 
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Forecast imminent event (e.g. cyclone, floods) 

• If weather warnings and advice from the State Disaster 
Management Group indicate that the location will be impacted by 
a severe weather event, the School Response Controller will 
follow the decision-making process to determine if the school will 
be temporarily closed. 

• The SRT will be convened . 

• If the school is to be temporarily closed, then all stakeholders will 
be advised including the Regional Director who will manage the 
School Closures advice. 

• The Temporary Closure procedure needs to be implemented . 

• After the event, if the school is situated in the impact zone, then 
Building and Asset Services (BAS) will determine if the site is safe 
for the School Response Controller to enter to undertake a 
Suitability Assessment to Re-open. 

Earthquake <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, reg/acing the • Call 000 for emergency services and seek and follow advice . 
examgle with the 

The School Response Controller who will convene the SRT if • grocess in black font. 
necessary. 

• Evacuate to assembly area/s . 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal school activities. 

• Contact parents as required . 
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13. Regional Response Team & LOMG Contacts 

For information about the Response Team structure or roles, refer to the Quick Reference Guide 
- Response Team Roles and Responsibilities. 

The response to a disaster or emergency event will be managed by the Officer-in-Charge at the 
location. 

Level Team Officer-in-Charge Designated Officer 

Region Regional Response Regional Response 
Regional Director 

(Operational) Team (RRT) Controller (RRC) 

School School Response Team School Response 

(Tactical) (SRT) Controller (SRC) 
School Principal 

The Regional Response Team is the in-line reporting structure for the School Response Team. 
Below is a table of contacts for the Regional Response Team. 

Regional Response Team (RRT) (Schools can insert the table provided by the Region) 

Role Assigned staff including shadow Contact details 

Regional Response Primary contact 

Controller 
Back-up contact 

Primary contact 
Operations Officer 

Back-up contact 

Primary contact 
Intelligence Officer 

Back-up contact 

Primary contact 
Logistics Officer 

Back-up contact 

Primary contact 
Finance Officer 

Back-up contact 

Communications Primary contact 

Officer 
Back-up contact 

HR and Wellbeing Primary contact 

Officer Back-up contact 
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14. CHIEF EXECUTIVE'S DIRECTIVE NO. 01/2015 

1. Title Temporary Closure and Re-opening of State Schools in 
Disaster or Emergency Situations 

2. Purpose To provide direction to Principals on the management of schools in 
disaster or emergency situations. 

3. Legislative authority This Directive is made pursuant to s.4 of the Education (General 
Provisions) Regulation 2006 (EGPR). 

4. Application This Directive applies to Principals in line with their managerial 
responsibilities under s.5 of the EGPR and to Regional Directors in 
respect of their support of and managerial responsibility for schools 
in their Region. 

5. Effective date This Directive repeals Chief Executive's Direction No.1 of 2010. This 
Directive takes effect from 1 October 2015. 

Authority 

6. Under this directive, the Chief Executive gives authority to: 
a. Principals to temporarily close their school or campus in a disaster or emergency 

situation and to re-open their school or campus; and 
b. the Regional Director to, where the Principal has not already acted, to temporarily 

close a school, campus or schools in a disaster or emergency situation. 
7. Other agencies may use their legislative powers to direct the temporary closure of a school, 

campus or schools. This includes the District Disaster Co-ordinator's (DDC) authority under 
the Public Safety Preservation Act 1986 (PSPA). 

Decision to temporarily close a school or campus 

8. The person responsible for deciding to temporarily close a school or campus in a disaster or 
emergency situation is the Principal. 

9. In making the decision to temporarily close a school or campus, the Principal of the school 
must: 

a. consider available disaster or emergency information relevant to their locale; 
b. consider advice of their Regional Director/Regional Response Controller (RRC) where 

available; 
c. consult with other principals where practicable; 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consider advice from the Local Disaster Management Group (LDMG) and/or District 

Disaster Management Group (DDMG) where available; and 
f. consider other local stakeholder (e.g. P&C) input where applicable. 

10. In making the decision to direct a Principal to temporarily close a school, campus or schools 
in a geographical area, the Regional Director must: 

a. consider available disaster or emergency information relevant to the locale; 
b. consult with principals where practicable; 
c. consider advice from the Local Disaster Management Group (LDMG) and/or District 

Disaster Management Group (DDMG) where available. 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consult with the Department's Executive Response Controller; and 
f. consult with the non-State sector in the region where practicable. 

11 . Where students are unable to access safe transport, the Principal must make arrangements 
to ensure the safety of students at the school or campus, or an alternative site. 
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12. The Principal may release school staff not necessary for the supervision of students. 

Communicating the decision to temporarily close a school or campus 

13. The Principal of the school must make reasonable attempts to communicate the decision to 
temporarily close a school or campus to: 

a. the Regional Director; 

b. the school community including the Parents and Citizens' Executive; 

c. all service providers using the site or campus where applicable; and 

d. the DET Emergency and Security Management Unit (ESMU) if the Regional Director 
is unavailable. 

14. The Regional Director may advise the media of the closure in order to facilitate communication 
with the community of the temporary closure. 

15. The Regional Director must arrange for the closure information to be notified through the 
school closure website. 

16. Where the temporary closure of a school or campus arises during the school day, the Principal 
must make reasonable attempts to contact parents to make arrangements for the 
transportation of students to a place of safety. 

17. Where the decision to temporarily close the school or campus is made outside of normal 
school hours, the Principal must make reasonable attempts to notify students, parents, staff, 
other service providers and the school community of the temporary closure. 

Decision to re-open the school or campus 

18. The person responsible for deciding to re-open a school or campus following the end of a 
disaster or emergency situation is the Principal. 

19. In making the decision to re-open a school or campus, the Principal must satisfy themselves 
that it is safe to re-open the school taking into account: 

a. the accessibility to and from the site; 

b. the condition of the site and infrastructure; 

c. the availability and impact of essential services; 

d. available emergency information; and 

e. the advice of their Regional Director where practicable. 

Communicating the decision to re-open a school or campus 

20. The Principal must make reasonable attempts to communicate the decision to re-open a 
school or campus to: 

a. the Regional Director; 

b. the school community including the Parents and Citizens' Executive; 

c. all Service providers using the site or campus where applicable; and 

d. the DET Emergency and Security Management Unit (ESMU) if the Regional Director 
is unavailable. 

21. The Regional Director may advise the media of the re-opening in order to facilitate 
communication with the community of the re-opening. 

22. The Regional Director must arrange for the re-opening information to be notified through the 
school closure website. 

Definitions 

For the purpose of this directive the following definitions apply: 

DET Executive Response Controller 

A person appointed by the Director-General who is responsible for the co-ordination of 
emergency operations in DET. This is generally the Assistant Director-General, Infrastructure 
Services Branch. 

District Disaster Coordinator (DDC} 
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The Commissioner, Queensland Police Service (QPS), appoints a chair to the DOC role and 
deputy Chair for each disaster district. The DOC coordinates the District Disaster Management 
Group (DDMG). 

District Disaster Management Group (DDMG) 

The DDMG is responsible for the planning, organisation, coordination and implementation of all 
measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Disaster or emergency situation 

Includes, but is not limited to, flood, fire, bushfire, cyclone, tornado, tsunami, earthquake, 
chemical , medical, biological, or health related matters, structural damage or other 
circumstances that render gathering or staying at the premises of the instructional institution 
temporarily unsafe. 

Emergency and Security Management Unit (ESMU) 

The ESMU coordinates the delivery of the Department's legislative responsibilities for the 
purpose of facilitating disaster management preparedness and response. 

Local Disaster Management Group (LDMG) 

The LOMG is responsible for the local planning, organisation, coordination and implementation 
of all measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Principal 

The person ordinarily in day-to-day charge of the State school or the person in charge in the 
absence of the Principal (see s.9 of the EGPR). 

Regional Director 

The person with responsibility for the management of the Department of Education and Training 
(DET) region. 

Regional Response Controller 

Person appointed to coordinate the regional preparation, response and recovery effort. Typically 
the Regional Director located in the vicinity of the disaster or emergency situation or their 
delegate. 

State school 

For the purposes of this Direction, means a State Instructional Institution established under s.13 
or 14 of the Education (General Provisions) Act 2006 (EGPA), namely State primary, secondary 
or special education schools, environmental education centre and outdoor education centre. A 
school may have an additional site(s) referred to as a campus. 

Standard Emergency Warning Signal (SEWS) alerts 

Broadcast if the following four factors are present: 

a. Potential for loss of life and/or a major threat to a significant number of properties or the 
environment. Usually the threaVimpact would be the lead item in local news bulletins; 

b. A significant number of people need to be warned; 
c. Impact is expected within 12 hours - or is occurring at the time; and 
d. One or more phenomena are classified as "destructive". 

Further information 

The CE Directive can be located on the Directives 
http://ppr.det.qld.gov.au/corp/infrastructure/facilities/Procedure Attachments/Disaster-and
Emergency-Management/ {http :/ppr .det.q ld. gov. au/pif/ directives/Pages/ default.aspx )page of the 
Department's Policies and Procedures Register (http://ppr.det.qld.gov.au/Pages/default.aspx). 
Effective from 6 October 2015. 
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15. School communications details 

Phone tree 
In a disaster or emergency event, the following phone tree will be activated. 

(Example only. please adJust for the location.) 

I 

P&C 
President 

Principal 

Regional -Director 

I 

Deputy 
Principal 

L Heads of Dept 
Teachers 

School personnel contact details 
. 

Role Name Email(s) 

I 

ous,ness 
Services .... ·-IVI 

L Administration 

Ancillary Staff 

Phone No. 

(Day) 
Phone No. 

(After Hours) 
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16. External Emergency numbers 

(Applicable for the location) 
Display a copy of this list next to your administration phone/s. 

Group Contact/details 

Life-threatening or time critical emergency 

Police 
Non-life threatening incident 

Local Police Station 

Ambulance 

LOMG 

DDMG 

Qld Fire and 
Emergency 
Services (QFES) 

State Emergency 
Service (SES) 

Hospital/s 

Electricity Local number 

Water Corporation Local number 

Gas supplier 

Building and Asset 
Regional Manager 

Services 

Department of 
Community Safety 
(Regional Office) 

Emergency Response Plan 

Phone number 

000 - calling from 
land line 

131 444 

000 

000 

132 500 

Child Safety 
htt1r//www.childsafet~.gld .g0v.au/contacts/index.html 

1800 811 810 (Qld 
Services only) 

Dept of Natural 
htt12s://www.dnrm.gld.gov.au/our- 13 QGOV (13 74 

Resources & 
de12artment/contact-us 68) 

Mines 
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Emergency Response Plan 

DET Contacts (When RRT not enacted) 

Key contact Contact/details Phone number 

Assistant Regional 
Director 

Infrastructure 
Manager 

Regional Health & 
Safety Consultant 

DET Emergency & 
Security 

qld-dete-emru@id.ngcomms.net 07 3034 6012 
Management Unit 
(ESMU) 

Local Community Contacts 

Contact/details Phone number 

Transport Operator 

After-hours Care 
Operator 

Tuckshop 
Convenor 
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Emergency Response Plan 

17. Students/Staff requiring assistance to evacuate 

(This table can be removed from the ERP stored in the Central Storage Repository and kept in 

the version kept locally) 

* Response - evacuation, lockdown or temporary closure. 

Class/ Response*/ 
Person 

Family/Carer 
Name Condition Assistance contact & 

Room required 
responsible 

mobile 
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Emergency Response Plan 

18. Specialist trained Staff 

(E.g. First Aid, Fire Warden, Chainsaw qualified etc) 

Staff Member Training Date Qualified To 
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19. Building information summary 

Telephones (Landlines): 

Alarms 

Fire: 

Intrusion: 

Other: 

Utilities 

Gas/ 
Propane: 

Location 

Water: I 
Electricity: 

Solar L..... 

Location 

, Location 

Sprinkler System 

Location of Control Valve: 

Location of Shut-off Instructions: 

Boiler Room 

Location: 

Access: 

Emergency Power System 

Type: 

Location: 

Provides Power To: 

Location of Shut-off Instructions: 

Building and Site Hazards 

Hazard Description 

Number 

Monitoring Company 

Service Provider 

Emergency Response Plan 

Location Number 

Location of Shut-off 
Instructions 

Location of Shut-off 
Instructions 

Location 
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Emergency Response Plan 

20. Suitability assessment to re-open the school or 
campus. 

After an event which has caused the school to temporarily be closed the following process 
needs to occur in the course of deciding to re-open the school. Principals need to undertake an 
assessment to determine to the impact of the event on essential infrastructure and resources 

School Temporarily 
Closed by CE Directive 

1/2015 

BAS undertake initial assessment of site for 
damage and impact. When it is safe to do so! 

School Response 
Controller (SRC) 

Present - BAS provide 
details of initial inspection 
and issues Site Attendance 

Notification Sticker 

SRC Not Present 
BAS Site Attendance 

Notification 
Sticker 

SRC reviews damage assessment and BAS observations 
Priority works undertaken by BAS. 

In consultation with BAS and DET Regional Infrastructure Advisers 

SRC undertakes Suitability Assessment to Re-Open 

SRC DECISION to REOPEN SCHOOL 
OR REMAIN CLOSED 
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Emergency Response Plan 

SUITABILITY ASSESSMENT 

Item Considerations Observation/Mitigation 

STAFFING 
1: If there is limited capacity to Has the event impacted 
' supervise students safely then on staff availability to 

support an acceptable 
Yes remain closed. 

staff/student supervision Consider contacting the Regional 

ratio? Response Team to request staff 
wellbeing support. 

No 

ACCESS 

Is there a Police or If the direction has not been 
District Disaster Yes revoked then the school or 
Management Group campus must remain closed . . 
direction to close the No 
school? 

Does storm debris Is there a large amount of debris 
prevent safe movement Yea in school or campus grounds that 
around the school? ·. prevents safe movement or 

, supervision around the site? 

Can affected areas be barricaded 
and traffic diverted to allow safe 
movement around the school or 

·,', . campus? 

No 

Are access roads to the Liaise with the Local Disaster 
school cut by debris, Y• Management Group (LOMG) to 
downed power lines or determine when the roads will be 
flood waters? safe to travel. 

Ensure access roads are not at 
risk of being cut off due to rising 
flood waters that will inhibit staff 
and students to leave the site 
safely. 

Contact the Local Disaster 

,: " 
Management Group or the Police. 

No If the site can be accessed safely 
then consider re-opening if there 
are sufficient resources to provide 
for the safe supervision of 
students. 

BUILDINGS 

Have buildings been It If all buildings are damaged then 
damaged? ,-. then school or campus remains 

r. temporarily closed. 
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Item 

HAZARDS 

Has asbestos-containing 
material (ACM) been 
exposed/damaged in the 
school grounds? 

Or other there other 
hazards that prevent 
human occupation eg 
mud, mould? 

WATER 

Has water supply to 
school been disrupted? 

TOILETS 

Have septic tanks, sewer 
treatment equipment or 
sewage pumps been 
affected? 

No 

Considerations 

If not all buildings are damaged 
then consider the following: 

• Can access to damaged 
buildings be restricted to allow 
safe unimpeded access to 
other areas of the school or 
campus? 

• Are there sufficient teaching 
spaces available to deliver 
services (even in a limited 
capacity)? 

• Have Building & Asset 
Services (BAS) inspected the 
buildings and provided 
certification that the buildings 
are safe to reoccupy? 

DET Policy is that no persons can 
be in the vicinity of damaged ACM 
or on site when ACM removal is 
undertaken. 

If ACM requires specialist removal 
then the school or campus needs 
to stay closed. Contact Building & 
Asset Services (BAS). 

If Yes, can bottled water be 
sourced quickly for staff/student 
use? Parents can be asked to 
provide water for students but 
some bottled water will be 
required for emergencies. If Yes, 
is water available for amenities 
such as toilets? Contact the 
Infrastructure Manager. 

Have all the grounds been 
affected by sewage overflow or 
just an area? 

Can this area be barricaded off to 
restrict access without impacting 
on teaching space? 

Emergency Response Plan 

Observation/Mitigation 
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Emergency Response Plan 

Item Considerations Observation/Mitigation 

Are the toilet buildings Are they structurally safe and 
functioning and safe to Yes accessible? 
be used? No Are other facilities available 

nearby or can Porta-loos be 
sourced. 

COMMUNICATIONS 

Have external If landlines have been affected 
telecommunications Yes then is there mobile phone 
been affected? capacity? Are mobile phones 

readily accessible? Are satellite 
phones required? Does an 
adjoining site have phones? 

No 

ELECTRICITY 

Has the electricity supply Are there power lines down within 
been affected? Yes the school? Contact power 

supplier immediately. School must 
remain closed. 

Does the school have an external 
generator supply point installed? 

Can the supervision of students 
be undertaken without power to 
the classrooms? Is power required 
to operate the septic tanks? 

No 

OTHER ISSUES 

DECISION RECORD 
Record the decision to keep the school Temporarily Closed or to Re-open the school. 

Signature: Date: Time: 

Name: Position: 
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Quick RefereJ:i.ce Guide 

Disaster and Emergency Management Framework 

Procedure 

Arrangements 

Level 

STRATEGIC 
(Executive) 

Structure OPERATIONAL 
(Region) 

TACTICAL 

(School) 

Disaster and Emergency 
Management Procedure 

The DET Disaster and Emergency 
Management Arrangements 

~ 
Entity Location OIC 

Executive 
Executive Executive 

Coordination Response 
Response Team 

Centre Controller 

Regional 
Regional Regional 

Coordination Response 
Response Team 

Centre Controller 

School Response 
School 

School Response 
Coordination 

Team 
Centre 

Controller 

' >> - '1: ~ -~ 

Plans 

Executive Emergency 
Response Plan 

Regional Emergency 
Response Plan 

School Emergency 
Response Plan 
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Quick Reference Gui 

Emergency Management Planning 

Response Team Roles and Responsibilities 

When the Department's disaster and emergency management arrangements are implemented, there is a 
requirement for each level (Executive, Regional or School) to form a Response Team. This forms part of 
the temporary organisational and reporting structure for a designated period. The Departments Response 
Structure is as follows: 

State 

Strategic 
(Executive) 

Operational 
(Regional) 

Tactical 
(School) 

• WoG Co-ordination 
• Government Policy 
• C'wth Liaison 
• Public Information 

• Set strategy 
• Guide & advise 
• Monitor 
• Support 

• Manage 
• Plan 
• Coordinate 
• Resource 

• Respond 
• Implement 
• Coordinate 

Key 

ERC - Executive Response Controller 
RRC - Regional Response Controller 
SRC - School Response Controller 

Executive Coordination Centre 

Regional Coordination Centre 

School Coordination Centre 

~ 
Centre 

The Response Teams are the Department's operational and decision making authority at their requisite 
level. They are activated and chaired by the Response Controllers. These Teams should have 
arrangements in place to enable a close working relationship with other relevant DET Response Teams, 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 1 of 4 
Queensland 
Government 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 77 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



DET areas and any external supporting agencies. The mechanism for coordination activities with other 
agencies will be via the Operations function, or via an Advisory Group, if the complexity of the event 
requires the formation of such a group. The scale of the activation of the Response Team will be 
determined by the Response Controller. 

The Teams will be comprised of experienced officers of the department who are competent to undertake 
their required roles either by the alignment of their current duties or their training. 

Response Team levels and leadership 

Level Team Officer-in-Charge Designated Officer 

Executive Executive Response T earn Executive Response 
Assistant Director-

General - Infrastructure 
(Strategic) (ERT) Controller (ERC) 

Services Branch 

Region Regional Response Team Regional Response 
Regional Director 

(Operational) (RRT) Controller (RRC) 

School School Response Team School Response 

(Tactical) (SRT) Controller (SRC) 
School Principal 

Response Team Structure 

The structure of the Response Team will vary depending on level, location, available resources, the scale 
of the disaster or emergency event and the severity of the impact. In general, to ensure a location can 
respond effectively in a disaster or emergency event, the following areas of responsibility must be 
considered when developing the structure of the Response Team. 

Response Controller 
: 

Advisory Group 

Operations Logistics Public Information Finance HR & Wellbeing 

As part of the emergency management planning for each level and location, the staff who will be assigned 
the recommended roles and responsibilities should be identified and included in the Emergency 
Response Plan (ERP). These roles may have some variation across the levels of the response. 

The format of the structure supports and aligns to other disaster management entities e.g. State Disaster 
Management Arrangements, Emergency Services and Local Government structures. 
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Executive/Region/School Response T earn Roles 

Role Responsibilities 

Overall lead and coordinator of the disaster or emergency 

Response Controller response and recovery. 

Responsible for collecting and processing information 
about the incident and response status (situational 
awareness). 

Infrastructure Also responsible for managing and tasking additional 

(Operations) 
resources to support operations and maintaining liaison 
with external agencies. 

Responsible for overall management of the Coordination 
Centre and preparation of any assessments if required and 
any enhanced Response Plans. 

Responsible for securing materials, resources, services 
Educational Services and additional staff to sustain operations and restore 

(Logistics/Resources) educational services (Business Continuity). 

Information and communications management internally 
CEP and externally- see the Disaster and Emergency 

(Public Information Officer) Communications Strategy. 

Supports the other functional areas through the financing 

Finance 
of operations as well providing administrative support and 
management of the Coordination Centre. Responsible for 

(Finance) tracking of response costs for corporate accounting. 

Conduct activities to support staff resilience. Monitoring the 
HR and Wellbeing management of risk, welfare safety of all staff through the 

(Support) 
advice on entitlements, welfare and wellbeing support. 

Senior or Specialist staff or stakeholders who provide 

Advisory Group advice and guidance to the Response Controller. 
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~ 

Disaster and Emergency Communications Strategy 

Executive Coordination Centre 
(ECC) 

• DET and Senior Management 

• State Disaster Management Group (SDMG)/District 
Disaster Management Group (DDMG) 

• State Community 

• Other Agencies 

• Community Engagement and Partnerships (CEP) 

Regional Coordination Centre 
(RCC) 

• District Disaster Management Group (DDMG)/ Local 
Disaster Management Group (LOMG) 

• Principals 

• DET employees (Region) 

• Community 

• Support Agencies 

School Coordination Centre 
(SCC) 

• Local Disaster Management Group (LOMG) 

• Staff 

• Community 

• Service Providers 

• Other stakeholders 

INTERNAL - focussed on safety and event preparation 

• Alerts (OCA) 

• Situation Reports (OCA) 

• General preparation advice 

• Staff, student well-being and safety 

EXTERNAL 

• State School closures and other facilities closures 

• Support whole-of-government communications 

• General safety and preparation messages 

• liaise with Other Agencies 

INTERNAL - focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• Forward Alerts (OCA) 

• Situation Reports (OCA) 

• Reporting of school and other facilities closures via School 
Closures System 

• School site preparation advice 

• Staff, student well-being and safety 

EXTERNAL - provide local regional context 

• Support ECC & whole-of-government communications 

• Communicate with local stakeholders 

• Region-specific safety and preparation 

INTERNAL - focussed on staff and student safety and wellbeing 

• School/site updates including closures 

• School/site preparation advice - facilities 

• Staff, student well-being and safety 

EXTERNAL - Local community 

• school/site-specific safety & preparation advice 

• school/site-specific closure advice to community 

• Reporting of school/facilities closures via established 

mechanisms to RCC 

INTERNAL 

• Alerts (OCA) 

• Situation Reports (OCA) 

• DET employee safety, leave arrangements and entitlements 

EXTERNAL 

• State School closures and other facilities closures 

• Support whole-of-government communications 

• Relay general community safety messages 

INTERNAL - focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• Forward Alerts (OCA) 

• Situation Reports (OCA) 

• Reporting of school and other facilities closures via School 
Closures System 

• DET employee safety, leave arrangements and entitlements 

EXTERNAL - provide local regional context 

• Support ECC & whole-of-government communications 

• Relay general community safety messages 

INTERNAL - focussed on staff and student safety and wellbeing 

• Relay community safety 

• School/site updates including re-openings 

• School/site-specific safety issues (debris, asbestos) 

EXTERNAL - Local community 

• Relay community safety messages 

• Reporting of school/facilities closures via established 
mechanisms to RCC 

• School/site specific recovery and re-opening information 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at www.ppr.det.qld.gov.au to ensure you have the most current version of this document. 

INTERNAL 

• Alerts (OCA) 

• Situation Reports (OCA) 

• High Level Recovery Advice 

• Staff wellbeing and resilience 

• Ongoing safety 

• Staff entitlements and leave arrangements 

EXTERNAL 

• State School and other facilities re-openings 

• Support whole-of-government communications 

• Relay recovery information 

• Relay general community safety messages 

INTERNAL- focussed on region-specific issues relating to 
preparation and recovery, staff and student safety and wellbeing 

• School re-openings via the School Closures System 

• School/site specific recovery information and business as 
usual advice 

• Region-specific updates 

• Situation Reports (OCA) 

• Staff wellbeing and resilience 

• School/site-speciftc safety (debris, asbestos) 

EXTERNAL - provide local regional context 

• Relay recovery information 

• School re-openings 

• Relay general community safety messages 

INTERNAL - focussed on staff and student safety and wellbeing 

• School/site specific recovery and business as usual advice -
damaged facilities, repairs, clean-up measures 

• Targeted staff wellbeing and resilience 

EXTERNAL - Local community 

• School/site specific recovery and re-opening information 

• Ongoing school and community safety messages (school site 

safety, special circumstances, asbestos) 
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Disaster and Emergency 
Management 
Audience 

Department-wide 

Purpose 

Implementation Date: 03/02/2017 
Version: 1.2 

This procedure directs the arrangements and responsibilities required for department-owned schools and 

workplaces to effectively manage the department's response to a disaster or emergency event. 

Overview 

From time to time, the impact of disasters and emergency events on a school or multiple schools requires a 

capability within DET to prepare and respond in a coordinated approach. The first priority in the case of a disaster 

or an emergency event is the immediate and ongoing safety of students and staff. 

To prepare for, and respond to a disaster or emergency situation, DET requires that all department-owned schools 

and workplaces must have a current Emergency Response Plan (ERP) . The ERP must contain a risk assessment, 

address hazards and potential threats to the location (school, regional office or executive centre) and identify 

appropriate responses to mitigate the risks and recover from the event. 

During the response phase the department will implement a three tiered response structure to meet the needs of 

the department and connect with the State Disaster Management Arrangements. 

The second priority is to continue to operate the department's essential services during and beyond a major 

business interruption or outage. Each school's Emergency Response Plan will be supported by the region's 

Business Continuity Management Plan to ensure that normal business is resumed as quickly as possible. 

Useful resources: 

• DET Disaster and Emergency Management Arrangements 

• Quick Reference Guide - Disaster and Emergency Management Framework 
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Department of Education and Training 

Responsibilities 

During normal business operations; 

All Principals are required to: 

• Develop their School Emergency Response Plans (ERPs) in consultation with the relevant Disaster 

Management Group, the region and/or the Emergency and Security Management Unit (ESMU) prior to the 

annual commencement of the natural disaster season; 

• Ensure the ERP is available through the department's nominated central storage location; 

• Coordinate training and exercising of local disaster or emergency management arrangements annually to 

ensure that processes work and are familiar to everyone; 

• Review ERPs each semester and after a disaster or emergency to ensure all risks are identified and 

managed; 

• Ensure that contact details identified in the ERP are reviewed regularly and updated as required; and 

• Ensure that the ERP can be successfully operationalised by a number of school staff in the event of the 

Principal being off site. 

Regional Directors are required to: 

• Develop their Regional Emergency Response Plans (ERPs) in consultation with the relevant Disaster 

Management Group, the Executive and/or the Emergency and Security Management Unit (ESMU) prior to 

the annual commencement of the natural disaster season; 

• Ensure that schools and workplaces, within their region, including the regional office, have conducted 

annual training prior to the commencement of the natural disaster season ; 

• Ensure that regional staff, including members of the Regional Response Team (RRT), have a clear 

understanding of their Regional Emergency Response Plan (ERP) and undertake annual training ; 

• Ensure the Region 's Emergency Response Plan includes business continuity strategies, workarounds and 

resources to ensure essential services can continue to operate through, or resume operations as soon as 

practicable after, a business disruption; and 

• Review and assure, or cause to be reviewed and assured , the school Emergency Response Plans. 

Emergency and Security Management Unit (ESMU) 

• Assist all department-owned schools and workplaces in meeting their mandatory responsibilities in a 

disaster or emergency event by providing advice and assistance during the planning, preparedness and 

recovery phases; 

• Provide support to the Executive Response Controller and manage the Executive Coordination Centre in 

the response phase to a disaster or emergency; 

• Lead the development of the Executive Emergency Response Plan (ERP); 

• Develop and maintain a Staff Disaster Readiness Strategy which should include the delivery of training 

and exercises for the Executive and Regional levels; and 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Department of Education and Training 

• When the ERT is not activated to provide support to the Regions and/or the Schools during a response or 

recovery. 

The Executive Response Controllers (Assistant Director-General 15B) is responsible for: 

• Approving the Executive Emergency Response Plan, formulating the Executive Response Team and 

providing an Executive Coordination Centre for operations. 

During a disaster or emergency event 

Executive Response Controller (Assistant Director-General 15B): 

• Responsible for leading the department's disaster and emergency operations from the Executive 

Coordination Centre (ECC); 

• Activates the Executive Response Team (ERT) assigning responsibilities including operations, 

intelligence, logistics, HR and wellbeing functions as required; and 

• Managing data/reports, liaising with the SDCC and other Agencies in response to a disaster or emergency 

event. 

Regional Response Controller (Regional Director) is: 

• Responsible for managing the Region's disaster and emergency operations, usually from the Regional 

Coordination Centre (RCC); 

• Required to activates the Regional Response Team (RRT) as required; 

• Be responsible for the allocation or coordination of resources to support schools to respond and recover 

including the DHPW BAS response, liaising with the District Disaster Management Group (DDMG) or 

Local Disaster Management Group (LOMG) and staff wellbeing; 

• To manage the School Closures website which provides information to inform the SITREPs for the ERT 

and the State Disaster Coordination Centre; and 

• To nominate the Business Continuity Coordinator to manage the necessary resources and business 

continuity activities in the event of a business interruption or outage during or after a disaster or emergency 

event. 

School Response Controller (Principal/Executive Principal) is: 

• To lead the school response to a disaster or emergency event; 

• To respond in accordance with any established plans and if police are requested, or attend, to support their 
response as practical; 

• To coordinate the school's disaster and emergency operations from the School Coordination Centre (SCC) 
if practicable; 

• Responsible for actioning the determined response (Lockdown, evacuation, temporary closure or other 
response) to a disaster or emergency event; 

• To liaise with the Regional Coordination Centre (RCC) and the Local Disaster Management Group (LOMG) 
or the departments representative at the LOMG, to provide support or request assistance required to 
prepare and respond; and 
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• To ensure that parents are notified of the emergency when practicable, but preferably on the day of the 
emergency. 

Process 

Step 1: Create the location's (Executive, Region or School) Response Team (RT) and assign roles 
and responsibilities. 

1. Identify the applicable location for the Coordination Centre to operate from including an alternative 

location. 

2. Identify the Response Controller (normally the Officer-in-charge or their delegate) for the location. 

3. Designate an alternate Response Controller for the location who could also assume control in the absence 

of the Response Controller. 

4. Assign roles and responsibilities based on the number of staff and location complexities. (Include Shadow 

Team) 

5. Deliver training to the response team and ensure they know their roles and responsibilities. 

6. Understand the roles of the relevant Disaster Management Groups and the departmental response 

structure. 

7. Post copies of your location's Response Team in plain view, and include copies in your emergency kit. 

Useful resources 

• Quick Reference Guide - Disaster and Emergency Management Framework 

• Quick Reference Guide - Response Team Roles and Responsibilities 

Step 2: Identify the risks for the location? 

1. Assess and record the risks relevant to the location taking into consideration demographics, geographic 

factors and other site specific risk factors. Refer to the Region and School risk profiles 

2. Consult with the relevant Disaster Management Group and the region to confirm your risk profile 

3. Consider your risk assessment when developing the Emergency Response Plan, ensuring that you clearly 

identify any controls and treatments available to mitigate the risks. 

Useful resources 

• Enterprise Risk Management procedure 

• Information Sheet: ldentifying·and Describing Risks 

• Information Sheet: Risk Assessment 

• Disaster event case studies (DET employees only) 

Step 3: Plan the Emergency Response 

1. Identify the disaster or emergency events (or risks) applicable to your location. 

2. Plan your responses to the identified emergency events. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Department of Education and Training 

3. Define your procedures - lockdown, evacuation, temporary closure. In the case of a Regional Office, or 

the another workplace, the need for a relocation during the response phase may be necessary. 

4. Identify available communications channels and be familiar with the templates for use in accordance with 

the Communications Strategy advising stakeholders of relevant information about the event and in 

particular the status of the schools and any temporary closure or re-opening. 

5. The School ERPs are to be approved by the Regional Directors. The Regional ERPs are to be approved 

by the ADG-ISB. 

6. Publish ERP and store your ERP in DET's central storage facility prior to 1 September annually. 

7. Communicate the ERP to the relevant location's community and stakeholders. 

Useful resources 

• Emergency Response Plan template - Schools 

• Emergency Response Plan template - Regions 

Step 4: Compile relevant contacts and information lists 

1. Ensure completed tables in your ERP: 

• Emergency numbers sheet including relevant Disaster Management Group 

• Emergency numbers for school personnel 

• Students and staff with specialised health needs 

• Important emergency management locations 

• DET regional and central office numbers 

• Employee Assistance Program contacUs 

• DHPW BAS number. 

2. Prepare an Emergency Kit and store in accessible locations and ensure the kit includes a hardcopy of the 

ERP. The nominated RT Logistics officer is responsible for making sure the contents of the Emergency Kit 

are complete. 

Useful resources 

• Checklist - Emergency Kits (Schools) 

Step 5: Training 

1. Conduct annual training and exercising of event responses including Response Team roles and 

responsibilities, lockdowns, evacuations and assess ability to enact a temporary school closure. 

2. Engage your relevant Disaster Management Group or the Regions representative to externally assess 

your event response and Emergency Response Plan (ERP) if practicable. 

3. Log the lessons learned and update your ERP as required. 
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Definitions 

Business Continuity Identifies the response the department will use to continue or resume an essential business 

Plan (BCP) activity as quickly as possible following a significant disruptive event. 

Representatives from government agencies responsible for managing disaster events in their 

Disaster or Emergency relevant community level (local, district or state). Generally comprised of local government, 
state emergency response agencies, other State agencies and any non-government 
organisations appointed by the Chairperson. 

Disaster preparedness Identifies the preparation activities to ensure that, if a disaster or emergency situation occurs, 
that the department is able to cope with the effects of the event. 

Emergency Response Document used to detail assigned roles and responsibilities and required response and 

Plan (ERP) recovery activities, in the event of a disaster or emergency situation. They are to be 
developed at the Executive, Regional and School level. 

Executive Response The person assigned the responsibility for leading and coordinating the department's disaster 
Controller (ERC) and emergency operations state-wide. 

The peak disaster management decision-making body in DET. It sets strategic direction, 
Executive Response guides and advises the Regions and monitors operations in accordance with the Executive 
Team (ERT) Emergency Response Plan. The ERT includes other Senior Executives as determined by the 

ERC. The team may vary in size depending on the nature of the event and the location. 

The ERC and the ERT operate from the Executive Coordination Centre (ECC) which is a 
Executive Coordination purpose built facility located in Education House. It has technical capability to monitor 
Centre (ECC) operations and communicate with the Regions and the State Disaster Coordination Centre 

(SDCC). 

Natural Disaster A division of the year marked by changes in the weather and ecological conditions which 

Season create the potential for severe weather to create a disaster or an emergency. 

Regional Response 
Leads and manages the regional response in accordance with the Regional Emergency 

Controller (RRC) Response Plan. This includes the activation of the Regional Response Team (RRT) and the 
coordination and resourcing of School responses as required. 

The regional level team supporting the RRC. Responsible for providing support to Schools. 
Regional Response The RRT is the key operational team to coordinate the regional response which may cover a 
Team (RRT) large geographic area and may have a significant span of control. The team may vary in size 

depending on the nature of the event and the location . 

Regional Coordination 
The centre established at a suitable location within the Region to provide the location and 

Centre (RCC) technical capability for the RRC and RRT to operate and communicate with the ECC, 
Schools, ECEC's, other DET workplaces and other agencies. 

School Response The Principal or their delegate who is responsible for managing the school and coordinating 
Controller (SRC) the local response. The SRC should engage with the LOMG and other relevant stakeholders. 

School Response Team The school level team supporting the SRC. The SRT is the key operational team to 

(SRT) coordinate the school response. The team may vary in size depending on the nature of the 
event and the location . 

School Coordination The centre established at a suitable location, usually within the School, to provide the 

Centre (SCC) location and technical capability for the SRC and the SRT to operate and communicate with 
the RCC, the school community and other agencies. 

Business Continuity Identifies the response the department will use to continue or resume an essential business 

Plan (BCP) activity as quickly as possible following a significant disruptive event. 

Legislation 

• Disaster Management Act 2003 (Qld) 
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Department of Education and Training 

• Education {General Provisions) Act 2006 (Qld) 

Delegations/ Authorisations 

• Nil 

Related policies 

• State Disaster Management Strategic Policy Framework 

Related procedures 

• Business Continuity Management 

Guidelines 

• Nil 

Supporting information/websites 

• Emergency Response Plan template - Schools 

• Emergency Response Plan template - Regions 

• Quick Reference Guide - Disaster and Emergency Management Framework 

• Quick Reference Guide - Response Team Roles and Responsibilities 

• The DET Disaster and Emergency Management Arrangements 

• School Lockdowns - The DET Approach 

• School Lockdowns Process 

• Responding to Bomb and Armed Attack Threats 

• Information Sheet: Identifying and Describing Risks 

• Information Sheet: Risk Assessment 

• Disaster and Emergency Communications Strategy 

• Disaster event case studies 

• Queensland State Disaster Management Plan 

Contact 

Emergency and School Security 

gld-dete-emru@id.ngcomms.net 

Review date 

01/07/2017 
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Department of Education and Training 

Superseded versions 

Previous seven years shown. Minor version updates not included. 

Nil 

Creative Commons License 

lei IR J 
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ClfifflktMlFY Kit - Schools 

As part of the preparedness phase conducted during the off-season, schools are required to organise an 
Emergency Kit. The kit should be stored in an easily accessible location and checked regularly by a School 
Response Team member. Student and staff lists should be routinely updated and current parent contact 
information maintained. 

The Emergency Kit Contains: 

Student data and parent contact information (contained in Emergency Response Plan 
(ERP)) 

Student and staff with special needs list (contained in ERP) including any student 
medications 

Staff contact information including communications tree (contained in ERP) 

Student release forms/sign out book 

List of students ( emergency class lists) 

List of staff 

Emergency safety vests (high visibility for School Response Team) 

Facility key (master key) 

Standard portable First Aid Kit. 

A charged mobile phone and charger/s 

Torch with replacement batteries (or wind up torch} 

Whistle 

Megaphone 

Portable battery powered radio 

Copy of facility site plan (contained in the ERP) including evacuation routes 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Sunscreen/ shade marque 

Plastic garbage bags and ties 

Toiletry supplies 

Water 

Other 

Date Emergency Kit Checked: 

Officer (name/signature} 

Next Check Date: 

* Note: All members of the School Response Team must have a current hardcopy of the Emergency 
Response Plan (ERP). 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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A current hardcopy of this plan should be kept on file and be accessible in the event of a disaster 
or emergency. 

Emergency Response Plan key contact 

Key Contact: [Name] 

Phone Details: [Phone] 

Email Details: [email] 

Main Office: [Regional Office location] 

Document Status: [Draft /final] 

Details 

DETRegion 

Regional Office/s [Location/sand address/es] 

Electoral areas 

Approvals 

Name Title Signature Date 

[Name] Regional Director 

[Name] Executive Director -
State Schools, 
Operations 

Review 

I Next rev1- _ 
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Emergency Response Plan 
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Emergency Response Plan 

1. Purpose 

The purpose of this Emergency Response Plan (ERP) is to provide details of how 

<insert region name> will prepare for and respond to a disaster or emergency situations. 

2.Scope 

This Emergency Response Plan applies to all staff, visitors and contractors at <insert 

region name> Offices. 

3. Response Strategies 

When this Region is impacted, or is about to be impacted, by a disaster or emergency 

event, this plan will be enacted at the direction of the Regional Director who will assume 

the role of Regional Response Controller. 

Each disaster or emergency may have extenuating circumstances which require the 

application of an additional appreciation to provide a solution to new risk or 

circumstance. The department has adopted an 'all hazards approach' to the planning of 

response strategies to disasters or emergencies and subsequently there are generally 

three response strategies that can be implemented prior to, or during a disaster or 

emergency. 

The response strategies, which can be implemented singularly or jointly, are: 

1. Evacuation of the facility; 

2. Lockdown of the facility; 

3. Temporary Closure of the Facility (Schools) 

It is also noted that disasters or emergencies may also be categorised as: 

• 'rising tide' or 'slow burn' events which enables decision makers to act prior to the 

impact of the event; or 

• sudden or spontaneous events for which there are no warnings or indications that 

allow pre-emptive actions and the vent has to be responded to during or post 

impact. 

Disasters or emergencies may occur under such circumstances that the Regional 

Response Controller can make pre-emptive decisions to take action and best prepare 
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Emergency Response Plan 

the staff to provide support to schools for the event. This is the preferred scenario for the 

Department. 

In this Region there are Regional, Corporate Service offices and schools across the 

Region. Each school is responsible for uploading a current Emergency Response Plan 

into the department's nominated central storage repository. The Regional Response 

Team can then access the relevant school Emergency Response Plan from the central 

storage repository as required. 

Regional buildings should have separate Building Emergency Procedures and staff 

should be familiar with these plans. Each site's emergency procedures advise staff what 

to do in the event of Fire/smoke, Medical Emergency, Bomb Threat, Internal Emergency, 

Personal Threat, External Emergency, and Evacuation. (Identify where Plans stored) 

Some incidents may occur quickly however their impact may not be neither serious nor 

long term. Guidance on such responses to incidents, accidents, or individual injuries is 

available on the Department's One Portal via the ESMU site. 

This plan is enacted when the disaster or emergency escalates beyond being managed 

under those mentioned plans and requires additional levels of local and regional or 

executive support. 

This plan connects to the Regional Business Continuity Plan as required. 

4. Mission 

To ensure the safety of students, staff and any other persons within the region. 

To coordinate the regional response to a disaster or emergency. 

To minimise the damage to DET property and facilities. 

To resume educational services when safe to do so. 

5. Execution 

In the lead up to or the impact of a significant event, the Regional Response Controller 

(RRC) will decide whether to stand up the Regional Response Team and Regional 

Coordination Centre (RCC). The Regional Response Team is listed in Section 8 and will 

be scalable as determined by the RRC. 
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Emergency Response Plan 

Imminent event 

Upon identifying an emerging significant risk from a 'rising tide' event to, or within, the 

Region, the RRC should: 

1. Form the Regional Response Team (RRT); 

2. Analyse the risk and expected impact on the Region; 

3. Engage with the District Disaster Coordination Centre (DDCC)- as established; 

4. Consider the courses of action; 

5. Consult with the relevant School Response Controllers (Principals) 

6. Decide on the regional strategy and implement the strategy; 

7. Request resources if necessary e.g. Deployable Response Team (ORT) 

8. Manage the School Closure system for the region; 

9. Commence the Communication Strategy; 

1 O. If formed, brief the Executive Response Team (ERT) on the progress and status 

otherwise advise the Emergency and Security Management Unit (ESMU) and the 

supervising ADG State School - Operations; and 

11. Engage the Business Continuity Plan. 

Sudden impact 

Upon the impact of a sudden event on the Region, the Regional Response Controller 

(RRC) should; 

1 . Review the actions of the impacted SRCs; 

2. Overview the assessment of the safety of all students and staff in the region; 

3. Activate the RRT and Regional Coordination Centre (RCC); 

4. Commence the Communication Strategy; Ensure the lodgement and approval of 

a Critical Incident Alert Notification and e-mail Alert Notification to CEP 

Media.ccm@dete.qld.gov.au and School Operations 

School.Alert@dete.qld.gov.au. 

5. Monitor the responses under the School Emergency Response Plans 

6. Manage the School Closure system for the region; 

7. Engage with the District Disaster Coordination Centre if established; 

8. If formed, regularly brief the Executive Response Controller, otherwise advise the 

Emergency and Security Management Unit (ESMU) and the supervising ADG 

State School - Operations; 

9. Monitor the School Response Controllers from a welfare perspective 
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Emergency Response Plan 

10. Engage the Business Continuity Plan. 

11. Coordinate with Regional BAS Office to prioritise repairs to schools. 

12. Consult with SRC's on resuming business and educational support services; 

Monitor NCR site requirements, maintain and facilitate any ongoing support, 

outside agency involvement and address any community issues at regular 

junctures following the regional emergency. 

13. Ensure the management of the RRT and RCC through systems, briefings and 

communications to ensure shared situational awareness. 

Regional Office( s) 

If the event, either rising tide or sudden, has also impacted on the Regional Office 

location then in addition to the above: 

1. Assess safety of regional staff 

2. Assess the status of the Regional Office/s, noting BAS protocols; 

3. If any visible damage or potential hazards on the site, e.g. asbestos, engage BAS 

for site inspection; 

4. If required consider closing the office and seeking an alternate operating location; 

5. If formed, regularly brief the Executive Response Controller, otherwise advise the 

Emergency and Security Management Unit (ESMU) and the supervising ADG 

State School - Operations; 

6. Utilise Communication Strategy; 

7. Monitor the Regional staff from a welfare perspective 

8. Implement the Regional Business Continuity Plan as required. 

9. If closure was necessary, re-open the Regional Office/s after conducting a 

Suitability Assessment and determining that it is safe to do so. 

6. Administration and Logistics 

Hard copies of the Regional Emergency Response Plan and the Business Continuity 

Plan should be stored in the main Administration Office of the Regional offices and in 

any pre-determined location for the Regional Coordination Centre (RCC), and be held by 

the Regional Response Team (RRT). 

The Regional Coordination Centre which is a nominated location for the RRC and RRT 

to operate from should be always ready and have the capability to establish 

communications with schools, principals, other, stakeholders, the Executive 
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Emergency Response Plan 

Coordination Centre, the District Disaster Coordination Centre and the Regional 

Response Team if required. 

All documentation generated or received at the RCC is to be stored in hardcopy or 

electronic for later reference. In the event of death, serious bodily injury or possible 

litigation issues, liaise with the Manager, Legal and Administrative Law Branch. 

In the event of death or serious bodily injury, ensure the Director, Workplace Health and 

Safety QLD has been notified as soon as possible by the quickest means of 

communication available, as well as on the prescribed form within twenty-four hours, 

utilising MyHR WH&S Solutions reporting mechanism via One Portal). 

At the conclusion of the response to an event the RRC will conduct a Regional Debrief. 

7. Command and Communications 

The Regional Director will assume the role of the Regional Response Controller (RRC) 

and will form, and chair, the Regional Response Team (RRT). The RRC is responsible 

to the Executive Response Controller (ERC). (See Section 14) 

The RRC can make decisions about the Temporary Closure and Re-opening of schools 

in accordance with the CE Directive 1/2015. 

When formed, the RRT is to establish and maintain communications with the Executive 

Response Team (ERT) as practicable. In the absence of communications the RRC must 

operate independently until communications are able to be established. 

A senior officer represents the Region on the DDCG and may have support staff 

assisting. This may be the RRC or it may be another delegated member. 

The basic structure of the RRT and their broad responsibilities are represented below 

and this structure may be adjusted according to the nature and complexity of the event. 

Operations Intelligence 

Role 

Regional 
Response Controller 

Finance Communications HR & Wellbeing 

Responsibilities 
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Emergency Response Plan 

Regional Response Controller 
Overall lead and coordinator of the disaster or emergency 
response and recovery in the Region. 

Responsible for providing support to RRC and RCC including 
collecting and processing information about the incident and 
response operations (situational awareness). Also responsible 
for managing and tasking additional resources to support 

Operations operations and maintaining liaison with external agencies and 
DDCC. 

Responsible for overall management of the RCC and 
preparation of a Strategic Assessment if required and any 
Response Plans. 

To collect, analyse and display information and intelligence to 
Intelligence support situational awareness and to prepare briefs and 

internal sitreps as required. 

Responsible for securing materials, resources, services and 
Logistics additional staff to sustain operations and restore educational 

services (Business Continuity). 

Supports the other functional areas through the financing of 

Finance 
operations as well providing administrative support and 
management of the Coordination Centre. Responsible for 
tracking of response costs for corporate accounting. 

Information and communications management internally and 
Communication externally- see the Disaster and Emergency Communications 

Strategy. 

HR and Wellbeing Conduct activities to support staff resilience. Monitoring the 
management of risk and the welfare of all staff through the 

(Support) advice on entitlements, welfare and wellbeing support. 

The RRC may also manage the liaison with the relevant Local Disaster Management 

Group/s (LDMG/s). In some areas this may be delegated to a School Response 

Controller depending on the location of the School. A list of key contacts is included in 

this ERP. It lists the school and regional response entities and mechanisms to assist 

communications before, during or after an event. It also lists other agency and 

stakeholder contact points. 

The RCC must establish communications methods including redundancies such as 

phone, mobile phones, satellite phones, internet, SMS Global and email. The 

Department has a mobile communication platform that can be requested to be relocated 

to the region. 
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Emergency Response Plan 

8. The Regional Response Team (RRT) 

Role Assigned staff including shadow Contact details 

Primary contact 
Response Controller 

Back-up contact 

Primary contact 
Operations 

Back-up contact 

Primary contact 
Intelligence 

Back-up contact 

Primary contact 
Logistics 

Back-up contact 

Primary contact 
Finance 

Back-up contact 

Primary contact 
Communication 

Back-up contact 

HR and Wellbeing Primary contact 

(Support) Back-up contact 

DDMGs 

LDMGs 

A copy of this table should be provided to all schools within the Region for inclusion 
within each school's Emergency Response Plan. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 10 of 33 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 101 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

9. Regional Office/s Map/s 

<Insert Area map here.> 

Distance to Primary off-site assembly point: 

A prox. time to reach Primary off-site assembly point: 

Distance to Secondary off-site assembly point: 

Approx. time to reach Secondary off-site assembly point: 

Legend 

Primary off-site assembly point 

* Route to Primary off-site assembly point -
Secondary off-site assembly point 

* Route to Secondary off-site assembly point ••• 

Emergency services access pomt 
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Emergency Response Plan 

10. Evacuation Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of staff, members of the community and/or site visitors. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the ADG or ERG pending arrangements enacted . 

Evacuation Signal 

Edit to suit the 
location Procedure 

Special considerations 

Special responsibilities 

Evacuation Assembly area/s 
assembly 

Edit to suit the Assembly procedure 
location, replacing 

1. Personnel lists are checked. 
the examgJe with 

2. Report all persons unaccounted for to the RRC. the process in 
black font. 

Evacuation 1. No person is to return to any area of the Regional Office until advised 
clearance by the RRC. 
Edit to suit the 2. The clearance signal is ...... 
location 

General Evacuation procedures will be displayed on Emergency Evacuation maps 
principles in all rooms. 

Edit to suit the 1. FIRST PRIORITY is to the safety of all persons in the office. 
location, reg/acing 2. ALL staff and visitors are automatically involved. 
the example with 3. ALL VISITORS should sign the Visitors book at the office. 
the process in 

4. NO person should be placed in a position of risk. 
black font. 

5. Regional Response Controller is responsible for ensuring the 
electricity is turned off and that Emergency Services are contacted 
and given all assistance required. 

Communications • If the evacuation goes for an extended time then the Regional 
Edit to suit the Response Controller informs the Emergency and Security 
location Management Unit on 3034 6012. 

Pre- • Site Emergency Evacuation Maps must be clearly displayed in all 
arrangements rooms. 
Edit to suit the • Visitor sign-in registers maintained in the office . 
location, replacing • Emergency personnel lists kept by exit door . 
the example with 

Evacuation exercises conducted twice a year and records kept in the process in • 
black font. MyHR WH&S. 
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11 . Lockdown Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority This procedure minimises access to the Regional Office and secures all 
persons in offices. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the EMSU on 3034 6012 or ERG pending arrangements 

enacted. 

Lockdown Signal 

Edit to suit the Procedure 
location. replacing 1. Regional Office doors are locked by office personnel. 
the example with 

2. Access to any and all persons denied. 
the process in 
black font. 3. Staff not in their own offices will remain in the room they are currently 

in until told it is safe to move. 

4. Personnel lists are checked. 

5. Report all unaccounted for to the Regional Response Controller 

6. Staff and visitors remain in their offices until told that the building is 
safe. 

Special considerations 

Special responsibilities 

Lockdown 1. Staff and visitors remain in offices until advised by the Regional 
cancellation Response Controller that the Lockdown procedure is cancelled. 

Edit to suit the 2. The clearance signal is ..... 
location 

General • A lockdown prevents persons from entering the Regional Office . 
principles • Normal routine should re-commence as soon as possible after the 
Edit to suit the event. 
location. replacing • Staff to be vigilant in reporting the entry of unauthorised person or 
the example with persons into the building. 
the process in 
black font. 

Communications • If the lockdown goes for an extended time then the Response 

Edit to suit the Controller informs the Emergency and Security Management Unit on 
location 3034 6012. 

Pre- • Facilities can be locked internally. 
arrangements • Visitor sign-in registers maintained in the office . 
Edit to suit the • Emergency personnel lists kept . 
location, replacing 

Staff and students will be made aware of this signal and its meaning the example with • 
the process in through lockdown exercises conducted twice a year and records kept 

black font. in MyHR WH&S. 
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Emergency Response Plan 

12. Temporary Closure Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of staff, members of the community and/or site visitors. 
Staff must remain off-site until advised by the Regional Response 
Controller that the Building is safe and available to be re-occupied and re-
opened. 

Decision The RRC has the authority to close the Regional Office as considered 
necessary 

Reporting the 1. Notify the Executive Response Controller or the Emergency and 
closure Security Management Unit on 3034 6012. 

Edit to suit the 2. Notify the local Radio Station 

location, replacing 3. Notify staff - phone tree 

the example with 4. Notify school community - School Closures website, messaging 

the process in 5. Notify other stakeholders 

black font. 

Temporary Prepare 
Closure • Engage the Regional Response Team 

Edit to suit the • Prepare for the closure with stakeholders if practicable 

location, replacing • Undertake required communications 
the example with 
the process in Respond 
black font. Monitor the event and stay informed . • 

• Maintain communications with the Executive Response Team, OOMG 
and LOMG. 

• Wait till safe to liaise with BAS to conduct site for inspection. 

• Monitor damage reports. Meet daily with BAS to review priorities and 
assign resources. 

• Assess staff status and support required 

• Engage Business Continuity Plan as required 

• Undertake Suitability Assessment for decision to re-open or not. 

Recover 

• Liaise with BAS re repair schedule 

• Manage and support staff welfare issues 

• Monitor business continuity activities 

Special considerations 

Re-opening 1. Notify the Executive Response Controller or ESMU depending 

Edit to suit the arrangements enacted 

location, replacing 2. Notify Radio Station 

the example with 3. Advise LOMG & OOMG if stood up. 

the process in 
black font. 

General • 'Safety before schedule ' Normal routine should re-commence as soon 
principles as possible after the event and when safe to do so. 

Communications 
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Emergency Response Plan 

13. Specific emergencies - response procedures 

The fields below contain example responses for guidance and should be edited to suit the location. 

Building Fire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 
process in black font. • Activate the fire alarm. 

• Report the emergency immediately to the Regional Response 
Controller who will convene your Regional Response Team if 
necessary. 

• Extinguish the fire (only if safe to do so) . 

• If appropriate, follow the procedure for on-site evacuation . 

• Evacuate to the <Insert the location of your assembly pointls>, 
closing all doors and windows. 

• Check that all staff and visitors are accounted for . 

• Contact the Emergency and Security Management Unit on 3034 

6012. 

Bushfire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the Report the emergency immediately to the Regional Response • process in black font. 

Controller who will convene your Regional Response Team if 
necessary. 

• Determine appropriate response strategy (evacuate or lockdown) 
in consultation with emergency services, if possible. 

• If evacuation is required and time permits before you leave: 

• Make sure you close all doors and windows 

• Turn off power and gas . 

• Check that all staff and visitors and contractors are accounted for . 

• Listen to TV or local radio on battery-powered sets for 
bushfire/weather warnings and advice. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Major external <As appropriate insert any additional mitigation steps relevant to your 
emissions/spill facility that you have identified in your risk assessment> 
(includes gas leaks) • Call 000 for emergency services and follow advice . 
Edit to suit the • Report the emergency immediately to the Regional Response 
location, ree_lacing the Controller who will convene your Regional Response Team if 
example with the 

necessary. 
process in black font. 

• Turn off gas supply. 

• If the gas leak is onsite, notify your gas provider . 
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Emergency Response Plan 

• If appropriate, follow the procedure for on-site evacuation . 

• Alternatively this may need to be to an off-site location . 

• Check staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal activities. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Intruder <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, reeJacing the • Call 000 for emergency services and seek and follow advice . 
exameJe with the 

Report the emergency immediately to the Regional Response • process in black font. 
Controller. 

• Do not do or say anything to the person to encourage irrational 
behaviour. 

• Initiate action to restrict entry to the building if possible and 
confine or isolate the threat from building occupants. 

• Determine whether evacuation or lock-down is required. Do this in 
consultation with the Police where possible. 

• Evacuation only should be considered if safe to do so . 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Bomb or substance <As appropriate insert any additional mitigation steps relevant to your 
threat facility that you have identified in your risk assessment> 
Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, replacing the • Report the threat to the Regional Response Controller . 
example with the 
process in black font. • Do not touch any suspicious objects found. 

• If a suspicious object is found or if the threat specifically identified 
a given area, then evacuation may be considered: 

• If appropriate under the circumstances, clear the area immediately 
within the vicinity of the object of staff. 

• Ensure staff are not directed past the object 

• Ensure staff that have been evacuated are moved to a safe, 
designated location 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

If a bomb/substance threat is received by telephone: 

• Do not hang up . 

• If possible fill out the bomb threat checklist while you are on the 
phone to the caller. 

• Keep the person talking for as long as possible and obtain as 
much information as possible. 
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Emergency Response Plan 

• Have a co-worker call 000 for emergency services on a separate 
phone without alerting the caller and notify the Regional Response 
Controller. 

If a bomb/substance threat is received by mail: 

• Place the letter in a clear bag or sleeve . 

• A void any further handling of the letter or envelope or object. 

• Call 000 for emergency services and seek and follow advice . 

• Notify the Regional Response Controller . 

If a bomb/substance threat is received electronically: 

• Do not delete the message 

• Call 000 for emergency services and seek and follow advice 

• Notify the Regional Response Controller . 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Internal emission or <As appropriate insert any additional mitigation steps relevant to your 
spill facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, replacing the Report the emergency immediately to the School Response • example with the 

Controller who will convene your SRT if necessary. 
process in black font. 

• Move staff and students away from the spill to a safe area and 
isolate the affected area. 

• Seek advice in regards to clean up requirements, and if safe to do 
so, the spill can be cleaned up by staff. Personal Protective 
Equipment should be worn as per the requirements of the Material 
Safety Data Sheet and Safety Work Procedure. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 

Severe Weather <As appropriate insert any additional mitigation steps relevant to your 
event facility that you have identified in your risk assessment> 
Edit to suit the Sudden event during operational hours: 
location, replacing the • Call 000 if emergency services are needed and follow advice . 
exame.le with the 
process in black font. • Report the emergency immediately to the Regional Response 

Controller who will convene your Regional Response Team if 
necessary. 

• Before the storm, store or secure loose items external to the 
building, such as outdoor furniture and rubbish bins. 

• Disconnect electrical equipment - cover and/or move this 
equipment away from windows. 

• Secure windows (close curtains & blinds) and external doors. If 
necessary, tape windows and glass entrances. Utilise boards and 
sandbags if required. 

• Instigate a lockdown . 
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Emergency Response Plan 

During the severe storm: 

• Remain in the building and keep away from windows 

• Restrict the use of telephone landlines to emergency calls only, 
particularly during a thunderstorm. 

• Report any matter concerning the safety and wellbeing of 
. students, staff and visitors to the School Response Controller. 

• Listen to local radio or TV on battery-powered sets for weather 
warnings and advice. 

Forecast imminent event (e.g. cyclone, floods) 

• If weather warnings and advice from the State Disaster 
Management Group indicate that the location will be impacted by 
a severe weather event, the Regional Response Controller will 
follow the decision-making process to determine if the school will 
be temporarily closed. 

• The Regional Response Team will be convened. 

• If the Regional Office is to be temporarily closed, then all 
stakeholders will be advised. 

• The Temporary Closure procedure needs to be implemented . 

• After the event, if the school is situated in the impact zone, then 
Building and Asset Services (BAS) will determine if the site is safe 
for the Regional Response Controller to enter to undertake a 
Suitability Assessment to Re-open. 

• The Regional Response Team may need to operate from an 
alternative Regional Coordination Centre location. 

Earthquake <As appropriate insert any additional mitigation steps relevant to your 
Edit to suit the facility that you have identified in your risk assessment> 
location, reg_lacing the • Call 000 for emergency services and seek and follow advice . 
examg_le with the 

Report the emergency immediately to the Regional Response • g_rocess in black font. 
Controller who will convene your Regional Response Team if 
necessary. 

• Evacuate to assembly area/s . 

• Check that all staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal activities. 

• Contact the Emergency and Security Management Unit on 3034 
6012. 
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14. The DET Response Structure 

State 

Strategic 
(Executive) 

Operational 
(Regional) 

Tactical 
(School) 

• WoG Co-ordination 
• Government Policy 
• C'wth Liaison 
• Public Information 

• Set strategy 
• Guide & advise 
• Monitor 
• Support 

• Manage 
• Plan 
• Coordinate 
• Resource 

• Respond 
• Implement 
• Coordinate 

Key 

ERC - Executive Response Controller 
RRC - Regional Response Controller 
SRC - School Response Controller 

Executive Response Team 

Executive Coordination Centre 

Regional Response Team 

Regional Coordination Centre 

School Response Team 

School Coordination Centre 

Team 

Centre 
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15. Executive Response Team Contacts 

T, ~ t..f:,..: ..,..,,1 be pr , r 1 tnA E:.. rr Hrc.; I ) 

Contact details 
Role Assigned staff including shadow 

(Phone & email) 

Executive Primary 

Response Controller Back-up 

Primary 
Operations Officer 

Back-up 

Primary 
Intelligence Officer 

Back-up 

Primary 
Logistics Officer 

Back-up 

HR and Wellbeing Primary 

Officer 
Back-up 

Advisory Group 
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16. Regional communications details 

Phone tree 
In a disaster or emergency event, the following phone tree will be activated. (Example only, 
please adjust the tree for the location.) 

Directors 

Regional 
Director 

Executive 
Response 
Controller 

SIS n 
Regional 
Directors 

Managers 

L Advisors 
Corporate Staff 
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Emergency Response Plan 

17. External Emergency numbers 

Display a copy of this list next to your administration phonels. 

Group Contact/details Phone number 

Life-threatening or time critical emergency 
000 - calling from 

land line 

Police 
Non-life threatening incident 131 444 

Local Police Station 

Ambulance 000 

LOMG 

DDMG 

Qld Fire and 
Emergency 000 
Services (QFES) 

State Emergency 
132 500 

Service (SES) 

Hospital/s 

Electricity Local number 

Water Corporation Local number 

Gas supplier 

Building and Asset 
Regional Manager 

Services 

Department of 
Community Safety 
(Regional Office) 

Child Safety 
httr2://www.childsafety.gld.gov.au/contacts/index.html 

1800 811 810 (Qld 
Services only) 

Dept of Natural 
httr2s://www.dnrm.gld.gov.au/our- 13 QGOV (13 74 

Resources & 
der2artment/contact-us 68) 

Mines 
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DET Contacts {When ERT not enacted) 

Key contact Contact/details Phone number 

Assistant Regional 
Director 

Assistant Regional 
Director 

Assistant Regional 
Director 

Infrastructure 
Manager 

Senior Health & 
Safety Consultant 

DET Emergency & 
Security 

qld-dete-emru@id.ngcomms.net 07 3034 6012 
Management Unit 
(ESMU) 

Local Community Contacts 

Contact/details Phone number 

Transport Operator 

Disaster Management Groups 

Contact/details Phone number 
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Other Institutions 

Contact/details Phone number 

ECEC 

Independent 
Schools 

Catholic Schools 
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18. Staff requiring assistance to evacuate 

* Response - evacuation, /ockdown or temporary closure 

Response*/ 
Person 

Family/Carer 
Name Room Condition Assistance 

responsible 
contact & 

required mobile 
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19. Staff trained in First Aid 

Staff Member Training Date Qualified To 
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20. Regional State School principal contacts 

Phone No. Phone No. 
School Name Email 

(Day) (After Hours) 
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21. Building information summary 

Telephones (Landlines): 

Alarms 

Fire: 

Intrusion: 

Other: 

Utilities 

Gas/ 
Propane: 

Water: 

Electricity: 

Location 

Location 

Location 

Sprinkler System 

Location of Control Valve: 

Location of Shut-off Instructions: 

Boiler Room 

Location: 

Access: 

Emergency Power System 

Type: 

Location: 

Provides Power To: 

Location of Shut-off Instructions: 

Building and Site Hazards 

Hazard Description 

Number 

i 

i 
I 

I 
I 
I 

Monitoring Company 

Service Provider 

Emergency Response Plan 

Location Number 

Location of Shut-off 
Instructions 

Location of Shut-off 
Instructions 

Location 
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22. Suitability assessment to re-open the school or 
campus. 

After an event which has caused the school to temporarily be closed the following process 
needs to occur in the course of deciding to re-open the school. Principals need to undertake an 
assessment to determine to the impact of the event on essential infrastructure and resources. 

The following flowchart and assessment have been provided to Regions to assist with advice 
provided to Principals following an event. 

School Temporarily 
Closed by CE Directive 

1/2015 

BAS undertake initial assessment of site for 
damage and impact. When it is safe to do so! 

School Response 
Controller {SRC) 

Present - BAS provide 
details of initial inspection 
and issues Site Attendance 

Notification Sticker 

SRC Not Present 
BAS Site Attendance 

Notification 
Sticker 

SRC reviews damage assessment and BAS observations 
Priority works undertaken by BAS. 

In consultation with BAS and DET Regional Infrastructure Advisers 

SRC undertakes Suitability Assessment to Re-Open 

SRC DECISION to REOPEN SCHOOL 
OR REMAIN CLOSED 
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SUITABILITY ASSESSMENT 

Item Considerations Observation/Mitigation 

ACCESS 

Is there a Police or If the direction has not been 
District Disaster Yes revoked then the school or 
Management Group campus must remain closed. 
direction to close the No 
school? 

Does storm debris Is there a large amount of debris 
prevent safe access Yes in school or campus grounds that 
around the school? prevents safe 

movement/supervision around the 
site? 

Can affected areas be barricaded 
and traffic diverted to allow safe 
movement around the school or 
campus? 

No 

Are access roads to the Liaise with the Local Disaster 
school cut by debris or Yes Management Group (LOMG) to 
flood waters? determine when the roads will be 

safe to travel. 

Ensure access roads are not at 
risk of being cut off due to rising 
flood waters that will inhibit staff 
and students to leave the site 
safely. 

Contact the Local Disaster 
Management Group or the Police. 

No If the site can be accessed safely 
then consider re-opening if there 
are sufficient resources to provide 
for the safe supervision of 
students. 

BUILDINGS 

Have buildings been If all buildings are damaged then 
damaged? Yes then school or campus remains 

temporarily closed. 

If not all buildings are damaged 
then consider the following: 

• Can access to damaged 
buildings be restricted to allow 
safe unimpeded access to 
other areas of the school or 
campus? 

• Are there sufficient teaching 
spaces available to deliver 
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Item Considerations Observation/Mitigation 

services (even in a limited 
capacity)? 

• Have Building & Asset 
Services (BAS) inspected the 

buildings and provided 
certification that the buildings 
are safe to reoccupy? 

No 

HAZARDS 

Has asbestos-containing DET Policy is that no persons can 
material (ACM) been Yes be in the vicinity of damaged ACM 
exposed/damaged in the or on site when ACM removal is 
school grounds? undertaken. 

If ACM requires specialist removal 
then the school or campus needs 
to stay closed. Contact Building & 
Asset Services (BAS). 

No 

WATER 

Has water supply to If Yes, can bottled water be 
school been disrupted? Yes sourced quickly for staff/student 

use? Parents can be asked to 
provide water for students but 
some bottled water will be 
required for emergencies. If Yes, 
is water available for amenities 
such as toilets? Contact the 
Infrastructure Manager. 

No 

TOILETS 

Have septic tanks been Have all the grounds been 
affected? Yea affected by sewage overflow or 

just an area? 

Can this area be barricaded off to 

restrict access without impacting 
on teaching space? 

No 

Are the toilet buildings Are they structurally safe and 
safe to be used? 1· Yea accessible? 

No Are other facilities available 
nearby or can Porta-loos be 
sourced. 

COMMUNICATIONS 
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Item Considerations Observation/Mitigation 

Have external If landlines have been affected ,, 
telecommunications Yea then is there mobile phone 
been affected? capacity? Are mobile phones 

readily accessible? Are satellite 
phones required? Does an 
adjoining site have phones? 

No 

ELECTRICITY 

Has the electricity supply Are there power lines down within 
been affected? Yes the school? Contact Energex 

immediately on 13 19 62. School 
must remain closed. 

Does the school have an external 
generator supply point installed? 

Can the supervision of students 
be undertaken without power to 
the classrooms? Is power required 
to operate the septic tanks? 

No 

STAFFING 
, 

If there is limited capacity to Has the event impacted 
on staff availability to ' supervise students safely then 

support an acceptable 
Yes remain closed. 

staff/student supervision Consider contacting the Regional 

ratio? Response Team to request staff 
wellbeing support. 

No 
, 

OTHER ISSUES 

DECISION RECORD 
Record the decision to keep the school Temporarily Closed or to Re-open the school. 
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A current hardcopy of this plan should be kept on file and be accessible in the event of a disaster 
or emergency. 

Emergency Response Plan key contact 

Key Contact: [Name] 

Phone Details: [Phone] 

Email Details: [email] 

Campus/es [School/ Campuses name/s] 
included: 

Document Status: [Draft /final] 

Details 

School or Campus/es 

Physical Address 

DET Region 

Approvals 

Name Title Signature Date 

[Name] Principal 

[Name] Regional Director or 
delegate 

Review 
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1. Purpose 

The purpose of this Emergency Response Plan (ERP) is to provide details of how <insert school 

name> will prepare for and respond to a disaster or emergency situations. This includes 

weather, geological, biological or human events that pose risks to life, property or the 

environment 

2. Scope 

This Emergency Response Plan applies to all staff, students, visitors, contractors and volunteers 

at <insert school name>. 

3. Response Strategies 

When a school facility is impacted, or is about to be impacted, by a disaster or emergency this 

plan will be enacted at the direction of the Principal who assumes the role of School Response 

Controller (SRC). Each disaster or emergency may have extenuating circumstances which 

require the application of an additional appreciation to provide a solution to new risk or 

circumstance. 

DET has adopted an 'a// hazards approach' to the planning of response strategies to disasters or 

emergencies and subsequently there are generally three response strategies that can be 

implemented prior to or during a disaster or emergency. 

The general response strategies, which can be implemented singularly or jointly, are: 

1. Evacuation of the facility; 

2. Lockdown of the facility; 

3. Temporary Closure of the Facility 

It is also noted that disasters or emergencies may also be categorised as 

• 'rising tide' or 'slow burn' events which enables decision makers to act prior to the impact 

of the event; or 

• sudden or spontaneous events for which there are no warnings or indications that allow 

pre-emptive actions and the vent has to be responded to during or post impact. 

Disasters or emergencies may occur under such circumstances that the School Response 

Controller can make pre-emptive decisions to take action and best prepare the students, staff or 

school for the event. This is the preferred scenario for DET in that when a disaster or emergency 

is identified as having a potential impact on a school, the School Response Controller can begin 

preparations as early as practicable with a view to ensuring the safety of students, staff and 

other stakeholders. 
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4. Mission 

To ensure the safety of students, staff and any other persons within the facility. 

To minimise the damage to DET property and facilities 

To resume educational services when safe to do so. 

5. Execution 

Imminent event 

Upon identifying an emerging risk to the School the School Response Controller (SRC) should; 

1. Form the School Response Team (SRT); 

2. Identify the risk and expected impact on the School; 

3. Consider the courses of action; 

4. Consult with stakeholders where practicable; 

5. Decide on the strategy; 

6. Implement the strategy; 

7. Commence the Communication Strategy; 

8. Brief the Regional Response Team (RRT) on the progress and status; and 

9. Consider the Business Continuity Plan. 

Event impact 

Upon the impact of a sudden event on the School, the SRC; 

1. Assess safety of students and staff; 

2. Advise Emergency Services if required; 

3. Implement Lockdown, Evacuation or Temporary Closure if required; 

4. Brief the Regional Response Controller (RRC); 

5. Monitor impact of event and response; 

6. Commence the Communication Strategy as practicable. 

Post impact 

After the event has impacted the School the following should occur; 

If school has been not been temporarily closed: 

1 . Assess safety of students and staff; 

2. Assess the status of the school, noting BAS protocols; 

3. If any visible damage or potential hazards eg asbestos, site access, tree damage, then 

engage BAS for site inspection; 
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4. If required consider Temporary Closure under CE Directive 1/2015; and 

5. Implement Business Continuity Plan as required. 

If school has been vacated (holidays, weekends) or temporarily closed under CE Directive 

1/2015 then; 

1. Assess safety and wellbeing of staff; 

2. Assess status of school; 

3. If any visible damage or potential hazards eg asbestos, engage BAS for site inspection; 

4. Implement Business Continuity Plan as required; 

5. Decide on resuming educational services; 

6. Invoke, or continue, Temporary Closure of the school under CE Directive 1.2015 as 

required and advise the Regional Response Controller. 

7. Utilise Communication Strategy; and 

8. Re-open school after conducting a Suitability Assessment and determining that it is safe 

to do so. 

6. Administration and Logistics 

The School Coordination Centre is to be located at( ................. ) where the School Response 

Controller (SRC) and the School Response Team (SRT) will operate if practicable. This facility 

has the requisite support for occupation, communications capability and other resources for the 

response structure. The alternate location is at .... 

Hard copies of the School Emergency Response Plan should be stored in the main 

Administration building of the school, held by the Principal and other staff who form part of the 

School Response Team. 

Section 19 - provides a document, the Suitability Assessment, to be used to support the 

decision making around keeping schools temporarily closed or re-opening. 

7. Command and Communications 

The Principal will assume the role of the School Response Controller (SRC) and will form, and 

chair, the School Response Team (SRT). 

The SRC is responsible for making decisions about the temporary closure and re-opening of 

schools in accordance with the CE Directive 1/2015. 

When formed, the SRT is to establish and maintain communications with the Regional 

Response Team as practicable. In the absence of communications the SRC must operate 

independently until communications are able to be established. 
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The SRC is to maintain contact with the LOMG and attend scheduled meetings if possible or 

send a delegate. 

The School Response Team is as follows: 

(Should be edited to suit the location's requirements.) 

Role Assigned staff including shadow Contact details 

Primary contact 
Response Controller 

Back-up contact 

Primary contact 
Operations Officer 

Back-up contact 

Primary contact 
Logistics Officer 

Back-up contact 

Communications Primary contact 

Officer 
Back-up contact 

Primary contact 
Finance Officer 

Back-up contact 

Safety and Wellbeing Primary contact 

Officer 
Back-up contact 

Advisory Group 

Some schools due to their size will not have the staff to fill the suggested positions and available 

staff will have to undertake multiple roles. 

A list of key contacts is included in this ERP. It lists the school and regional response entities 

and mechanisms to assist communications before, during or after an event. It also lists other 

agency and stakeholder contact points. 
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8. School/Campus Map 

<Insert Area map here.> 

Distance to off-site assembly point: 

Approx time to reach off-site assembly point: 

Legend 

Primary assembly point 

* Route to Primary assembly point 

Off-site assembly point 

* Route to Off-site assembly point 

Emergency services access point 
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9. Evacuation Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of students, staff, parents, members of the community and/or site 
visitors. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Evacuation Signal 

Edit to suit the 
location Procedure 

Special considerations 

Special responsibilities 

Evacuation Assembly area/s 
assembly 

Edit to suit the Assembly procedure 
location, replacing 

1. Class lists/rolls are checked. 
the example with 

2. Report all students/persons unaccounted for to the Principal (or the process in 
black font. delegate). 

Evacuation 1. No person is to return to any area of the school until advised by the 

clearance Principal. 

Edit to suit the 2. One blast on the alarm is the clearance signal. 
location, replacing 
the example with 
the process in 
black font. 

General Evacuation procedures will be displayed on Emergency Evacuation maps 
principles in all rooms. 

Edit to suit the 1. FIRST PRIORITY is to the safety of pupils and persons in the school. 
location, replacing 2. ALL staff, parents and visitors are automatically involved. 
the example with 3. CONTRACTORS should sign the Visitors book at the office. 
the process in 

4. ALL VOLUNTEERS in school should sign in the 'Volunteers' book in 
black font. 

the classroom or in Tuckshop. 

5. TUCKSHOP manager and volunteers must follow the Evacuation 

Procedures including bringing the sign on book. 

6. PARENT HELPERS/TUTORS must follow Evacuation Procedures. 

7. NO person should be placed in a position of risk. 

8. EVACUATION drill will be conducted at least twice a year. Annual 

revision of the use of Fire Extinguishers will be conducted. 
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9. PRINCIPAL OR DELEGATE is responsible for ensuring the electricity 

is turned off and that Emergency Services are contacted and given 

every assistance. 

Communications • If the evacuation goes for an extended time then the Response 

Edit to suit the Controller activates the Communications Plan to inform the parents 

location, rer2_lacing and stakeholders via the established formats. 
the examr2_/e with 
the r2_rocess in 
black font. 

Pre- • Site Emergency Evacuation Maps must be clearly displayed in all 
arrangements rooms. 
Edit to suit the • Visitor sign-in registers maintained in the office or Tuckshop . 
location, rer2_lacing • Emergency class lists kept by exit door . 
the examr2_le with 

Relief staff provided with Evacuation summary . • the e_rocess in 
black font. 
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10. Lockdown Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority This procedure minimises access to the school environment and secures 
all persons in rooms. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Lockdown Signal 

Edit to suit the Procedure 
location, replacing 1. Administration doors are locked by office personnel. 
the examgJe with 

2. Classroom doors are locked by teachers. 
the process in 
black font. 3. Access to any and all persons denied. 

4. All outside activities and lessons stop immediately and students are 
taken to the nearest classroom. 

5. If a class or group are not on the school site the teacher should keep 
the students off-site until an all clear signal is given to return. 

6. Staff not in their own classroom will remain in the building and/or 
room they are currently in until told it is safe to move. 

7. Class lists/rolls are checked. 

8. Report all students/persons unaccounted for to the Principal (or 
delegate) . 

9. Students are to remain calm and silent inside classrooms out of line of 
sight i.e. under desks or against walls. 

10. Toilet block checked by executive staff or principal (if safe to do so) to 
ensure all students are safely in their rooms. 

11 . Names of missing students should be provided to executive and front 
office as soon as possible. 

12. Staff and students remain in their rooms until told that the school is 
safe. 

Special considerations 

Special responsibilities 

Lockdown 1. Staff and students remain in their rooms until advised by the Principal 
cancellation that the Lockdown procedure is cancelled. 

Edit to suit the 2. One blast on the alarm is the clearance signal. 
location, replacing 
the exam{l_le with 
the {l_rocess in 
black font. 

General • These help to prevent persons from entering the school site . 
principles • Normal school routine should re-commence as soon as possible after 
Edit to suit the the event. 
location, re[l_/acing 
the exam{l_le with 
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the g_rocess in • Staff to be vigilant in reporting the entry of unauthorised person or 
black font. persons onto the school grounds. 

Communications • If the lockdown goes for an extended time then the School Response 

Edit to suit the Controller informs the parents and stakeholders via Communications 
location, reg_lacing Strategy utilising established formats. 
the examg_le with 
the g_rocess in 
black font. 

Pre- • Facilities can be locked internally. 
arrangements • Visitor sign-in registers maintained in the office or Tuckshop . 
Edit to suit the • Emergency class lists kept by exit door . 
location, reg_lacing 

Relief staff provided with Lockdown summary. • the examg_le with 
the g_rocess in • Staff and students will be made aware of this signal and its meaning 

black font. and importance at regular times throughout the year. 
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11. Temporary Closure Response 

The fields below contain example responses for guidance and should be edited to suit the location. 

Priority Safety of students, staff, parents, members of the community and/or site 
visitors. 
Staff and students must remain off-site until advised by the School 
Response Controller (Principal) that the school or campus is safe and 
available to be re-occupied and re-opened. 

Decision In accordance with CE Directive 1 /2015. Consultation undertaken prior to 
decision to temporarily close a State School with Regional Director, Local 
Disaster Management Group and Advisory Group as practicable. 

Reporting the 1. Notify the Regional Director or delegate 
closure 2. Notify the local Radio Station 

Edit to suit the 3. Notify staff - phone tree 

location, replacing 4. Notify school community - school website, school sms messaging 

the example with 5. Notify other stakeholders 

the process in 
black font. 

Temporary Prepare 
Closure • Engage the site's Response Team 

Edit to suit the • Prepare for Temporary Closure Plan with stakeholders 

location, replacing • Undertake required communications 
the example with 
the process in Respond 
black font. Monitor the event and stay informed • 

• Maintain communications with the LOMG and RRT 

• Wait till safe to deploy to site for inspection 

• Inspect facilities/campus to identify damage. Report damage to BAS 
and RRT. 

• Assess staff status and support required 

• Engage Business Continuity Plan as required 

• Undertake Suitability Assessment for decision to re-open or not . 

Recover 

• Liaise with BAS and RRT re repair schedule 

• Manage and support staff welfare issues 

• Monitor business continuity activities 

Special considerations 

Re-opening 1. Notify the Regional Director - if unavailable advise ESMU 

Edit to suit the 2. Notify Radio Station 

location 3. Advise P&C 

General • 'Safety before schedule' Normal school routine should re-commence 
principles as soon as possible after the event and when safe to do so. 

Communications • The School Response Controller informs the parents and 
stakeholders via the Communications Strategy using the established 
formats. 
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12. Specific emergencies - response procedures 

The fields below contain example responses for guidance and should be edited to suit the location. 

Building Fire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 
process in black font. • Activate the fire alarm. 

• Report the emergency immediately to the School Response 
Controller who will convene your SRT if necessary. 

• Extinguish the fire (only if safe to do so) . 

• If appropriate, follow the procedure for on-site evacuation . 

• Evacuate to the <Insert the location of your assembly pointls>, 
closing all doors and windows. 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Contact parents as required . 

Bushfire <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, replacing the • Call 000 for emergency services and follow advice . 
example with the 

Report the emergency immediately to the School Response • process in black font. 
Controller who will convene the SRT if necessary. 

• Determine appropriate response strategy (evacuate or lockdown) 
in consultation with emergency services, if possible. 

• Provide advice to Emergency services regarding any hazards 
within the school, eg, gas cylinder location. 

• If evacuation is required and time permits before you leave: 

• Make sure you close all doors and windows 

• Turn off power and gas . 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Listen to TV or local radio on battery-powered sets for 
bushfire/weather warnings and advice. 

• Contact parents as required. 

Major external <As appropriate insert any additional mitigation steps relevant to your 
emissions/spill facility that you have identified in your risk assessment> 
(includes gas leaks) • Call 000 for emergency services and follow advice . 
Edit to suit the • Report the emergency immediately to the School Response 
location, replacing the Controller who will convene the SRT if necessary. 
example with the 
process in black font. • Turn off gas supply. 

• If the gas leak is onsite, notify your gas provider . 

• If appropriate, follow the procedure for on-site evacuation . 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 14 of 31 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 138 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

• Alternatively this may need to be to an off-site location . 

• Check students, staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 

before resuming normal school activities. 

• Contact parents as required . 

Intruder <As appropriate insert any additional mitigation steps relevant to your 
Edit to suit the facility that you have identified in your risk assessment> 
location, reg/acing the • Call 000 for emergency services and seek and follow advice . 
exame.le with the 

Report the emergency immediately to the School Response • e.rocess in black font. 
Controller. 

• Do not do or say anything to the person to encourage irrational 

behaviour. 

• Initiate action to restrict entry to the building if possible and 

confine or isolate the threat from building occupants. 

• Determine whether evacuation or lock-down is required. Do this in 
consultation with the Police where possible. 

• Evacuation only should be considered if safe to do so . 

• Contact parents as required. 

Bomb or substance <As appropriate insert any additional mitigation steps relevant to your 
threat facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, ree.lacing the • Report the threat to the School Response Controller . 
exame.le with the 
grocess in black font. • Do not touch any suspicious objects found . 

• If a suspicious object is found or if the threat specifically identified 
a given area, then evacuation may be considered: 

• If appropriate under the circumstances, clear the area immediately 
within the vicinity of the object of students and staff 

• Ensure students and staff are not directed past the object 

• Ensure students and staff that have been evacuated are moved to 

a safe, designated location 

• Contact parents as required . 

If a bomb/substance threat i$ received by telephone: 

• Do not hang up . 

• If possible fill out the bomb threat checklist while you are on the 

phone to the caller. 

• Keep the person talking for as long as possible and obtain as 
much information as possible. 

• Have a co-worker call 000 for emergency services on a separate 
phone without alerting the caller and notify the School Response 

Controller. 

If a bomb/substance threat is received by mail: 

• Place the letter in a clear bag or sleeve . 
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• Avoid any further handling of the letter or envelope or object . 

• Call 000 for emergency services and seek and follow advice . 

• Notify the School Response Controller . 

If a bomb/substance threat is received electronically or through 
the school's website: 

• Do not delete the message 

• Call 000 for emergency services and seek and follow advice 

• Notify the School Response Controller . 

Internal emission or <As appropriate insert any additional mitigation steps relevant to your 
spill facility that you have identified in your risk assessment> 

Edit to suit the • Call 000 for emergency services and seek and follow advice . 
location, replacing the Report the emergency immediately to the School Response • example with the 

Controller who will convene your SRT if necessary. 
process in black font. 

• Move staff and students away from the spill to a safe area and 
isolate the affected area. 

• Seek advice in regards to clean up requirements, and if safe to do 
so, the spill can be cleaned up by staff. Personal Protective 
Equipment should be worn as per the requirements of the Material 
Safety Data Sheet and Safety Work Procedure. 

• Contact parents as required. 

Severe Weather <As appropriate insert any additional mitigation steps relevant to your 
event facility that you have identified in your risk assessment> 

Edit to suit the Sudden event during operational hours 
location, replacing the • Call 000 if emergency services are needed and follow advice . 
example with the 
process in black font. • Advise the School Response Controller who will convene the SRT 

if necessary. 

• Before the storm, store or secure loose items external to the 
building, such as outdoor furniture and rubbish bins. 

• Disconnect electrical equipment - cover and/or move this 
equipment away from windows. 

• Secure windows (close curtains & blinds) and external doors. If 
necessary, tape windows and glass entrances. Utilise boards and 
sandbags if required. 

• Instigate a lockdown . 

• During the severe storm: 

• Remain in the building and keep away from windows 

• Restrict the use of telephone landlines to emergency calls only, 
particularly during a thunderstorm. 

• Report any matter concerning the safety and wellbeing of 
students, staff and visitors to the School Response Controller. 

• Listen to local radio or TV on battery-powered sets for weather 
warnings and advice. 
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Emergency Response Plan 

Forecast imminent event (e.g. cyclone, floods) 

• If weather warnings and advice from the State Disaster 
Management Group indicate that the location will be impacted by 
a severe weather event, the School Response Controller will 
follow the decision-making process to determine if the school will 
be temporarily closed. 

• The SRT will be convened . 

• If the school is to be temporarily closed, then all stakeholders will 
be advised including the Regional Director who will manage the 
School Closures advice. 

• The Temporary Closure procedure needs to be implemented . 

• After the event, if the school is situated in the impact zone, then 
Building and Asset Services (BAS) will determine if the site is safe 
for the School Response Controller to enter to undertake a 
Suitability Assessment to Re-open. 

Earthquake <As appropriate insert any additional mitigation steps relevant to your 

Edit to suit the facility that you have identified in your risk assessment> 
location, reg_lacing the • Call 000 for emergency services and seek and follow advice . 
example with the 

The School Response Controller who will convene the SRT if • process in black font. 
necessary. 

• Evacuate to assembly area/s . 

• Check that all students, staff, visitors and contractors are 
accounted for. 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal school activities. 

• Contact parents as required. 
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Emergency Response Plan 

13. Regional Response Team & LOMG Contacts 

For information about the Response Team structure or roles, refer to the Quick Reference Guide 
- Response Team Roles and Responsibilities. 

The response to a disaster or emergency event will be managed by the Officer-in-Charge at the 
location. 

Level Team Officer-in-Charge Designated Officer 

Region Regional Response Regional Response 
Regional Director 

(Operational) Team (RRT) Controller (RRC) 

School School Response Team School Response 

(Tactical) (SRT) Controller (SRC) 
School Principal 

The Regional Response Team is the in-line reporting structure for the School Response Team. 
Below is a table of contacts for the Regional Response Team. 

Regional Response Team (RRT) (Schools can msert the table provided by the Region) 

Role Assigned staff including shadow Contact details 

Regional Response Primary contact 

Controller 
Back-up contact 

Primary contact 
Operations Officer 

Back-up contact 

Primary contact 
Intelligence Officer 

Back-up contact 

Primary contact 
Logistics Officer 

Back-up contact 

Primary contact 
Finance Officer 

Back-up contact 

Communications Primary contact 

Officer 
Back-up contact 

HR and Wellbeing 
Primary contact 

Officer 
Back-up contact 
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Emergency Response Plan 

14. CHIEF EXECUTIVE'S DIRECTIVE NO. 01/2015 

1. Title Temporary Closure and Re-opening of State Schools in 
Disaster or Emergency Situations 

2. Purpose To provide direction to Principals on the management of schools in 
disaster or emergency situations. 

3. Legislative authority This Directive is made pursuant to s.4 of the Education (General 
Provisions) Regulation 2006 (EGPR). 

4. Application This Directive applies to Principals in line with their managerial 
responsibilities under s.5 of the EGPR and to Regional Directors in 
respect of their support of and managerial responsibility for schools 
in their Region. 

5. Effective date This Directive repeals Chief Executive's Direction No.1 of 2010. This 
Directive takes effect from 1 October 2015. 

Authority 

6. Under this directive, the Chief Executive gives authority to: 
a. Principals to temporarily close their school or campus in a disaster or emergency 

situation and to re-open their school or campus; and 
b. the Regional Director to, where the Principal has not already acted, to temporarily 

close a school, campus or schools in a disaster or emergency situation. 
7. Other agencies may use their legislative powers to direct the temporary closure of a school, 

campus or schools. This includes the District Disaster Co-ordinator's (DDC) authority under 
the Public Safety Preservation Act 1986 (PSPA). 

Decision to temporarily close a school or campus 

8. The person responsible for deciding to temporarily close a school or campus in a disaster or 
emergency situation is the Principal. 

9. In making the decision to temporarily close a school or campus, the Principal of the school 
must: 

a. consider available disaster or emergency information relevant to their locale; 
b. consider advice of their Regional Director/Regional Response Controller (RRC) where 

available; 
c. consult with other principals where practicable; 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consider advice from the Local Disaster Management Group (LDMG) and/or District 

Disaster Management Group (DDMG) where available; and 
f. consider other local stakeholder (e.g . P&C) input where applicable. 

10. In making the decision to direct a Principal to temporarily close a school, campus or schools 
in a geographical area, the Regional Director must: 

a. consider available disaster or emergency information relevant to the locale; 
b. consult with principals where practicable; 
c. consider advice from the Local Disaster Management Group (LDMG) and/or District 

Disaster Management Group (DDMG) where available. 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consult with the Department's Executive Response Controller; and 
f. consult with the non-State sector in the region where practicable. 

11. Where students are unable to access safe transport, the Principal must make arrangements 
to ensure the safety of students at the school or campus, or an alternative site. 
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Emergency Response Plan 

12. The Principal may release school staff not necessary for the supervision of students. 

Communicating the decision to temporarily close a school or campus 

13. The Principal of the school must make reasonable attempts to communicate the decision to 
temporarily close a school or campus to: 

a. the Regional Director; 

b. the school community including the Parents and Citizens' Executive; 

c. all service providers using the site or campus where applicable; and 

d. the DET Emergency and Security Management Unit (ESMU) if the Regional Director 
is unavailable. 

14. The Regional Director may advise the media of the closure in order to facilitate communication 
with the community of the temporary closure. 

15. The Regional Director must arrange for the closure information to be notified through the 
school closure website. 

16. Where the temporary closure of a school or campus arises during the school day, the Principal 
must make reasonable attempts to contact parents to make arrangements for the 
transportation of students to a place of safety. 

17. Where the decision to temporarily close the school or campus is made outside of normal 
school hours, the Principal must make reasonable attempts to notify students, parents, staff, 
other service providers and the school community of the temporary closure. 

Decision to re-open the school or campus 

18. The person responsible for deciding to re-open a school or campus following the end of a 
disaster or emergency situation is the Principal. 

19. In making the decision to re-open a school or campus, the Principal must satisfy themselves 
that it is safe to re-open the school taking into account: 

a. the accessibility to and from the site; 

b. the condition of the site and infrastructure; 

c. the availability and impact of essential services; 

d. available emergency information; and 

e. the advice of their Regional Director where practicable. 

Communicating the decision to re-open a school or campus 

20. The Principal must make reasonable attempts to communicate the decision to re-open a 
school or campus to: 

a. the Regional Director; 

b. the school community including the Parents and Citizens' Executive; 

c. all Service providers using the site or campus where applicable; and 

d. the DET Emergency and Security Management Unit (ESMU) if the Regional Director 
is unavailable. 

21. The Regional Director may advise the media of the re-opening in order to facilitate 
communication with the community of the re-opening . 

22. The Regional Director must arrange for the re-opening information to be notified through the 
school closure website. 

Definitions 

For the purpose of this directive the following definitions apply: 

DET Executive Response Controller 

A person appointed by the Director-General who is responsible for the co-ordination of 
emergency operations in DET. This is generally the Assistant Director-General , Infrastructure 
Services Branch. 

District Disaster Coordinator (DDC) 
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Emergency Response Plan 

The Commissioner, Queensland Police Service (QPS), appoints a chair to the DOC role and 
deputy Chair for each disaster district. The DOC coordinates the District Disaster Management 
Group (DDMG). 

District Disaster Management Group (DDMG} 

The DDMG is responsible for the planning, organisation, coordination and implementation of all 
measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Disaster or emergency situation 

Includes, but is not limited to, flood, fire, bushfire, cyclone, tornado, tsunami, earthquake, 
chemical , medical, biological, or health related matters, structural damage or other 
circumstances that render gathering or staying at the premises of the instructional institution 
temporarily unsafe. 

Emergency and Security Management Unit (ESMU} 

The ESMU coordinates the delivery of the Department's legislative responsibilities for the 
purpose of facilitating disaster management preparedness and response. 

Local Disaster Management Group (LOMG} 

The LOMG is responsible for the local planning, organisation, coordination and implementation 
of all measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Principal 

The person ordinarily in day-to-day charge of the State school or the person in charge in the 
absence of the Principal (see s.9 of the EGPR). 

Regional Director 

The person with responsibility for the management of the Department of Education and Training 
(DET} region. 

Regional Response Controller 

Person appointed to coordinate the regional preparation, response and recovery effort. Typically 
the Regional Director located in the vicinity of the disaster or emergency situation or their 
delegate. 

State school 

For the purposes of this Direction, means a State Instructional Institution established under s.13 
or 14 of the Education (General Provisions) Act 2006 (EGPA), namely State primary, secondary 
or special education schools, environmental education centre and outdoor education centre. A 
school may have an additional site(s) referred to as a campus. 

Standard Emergency Warning Signal (SEWS} alerts 

Broadcast if the following four factors are present: 

a. Potential for loss of life and/or a major threat to a significant number of properties or the 
environment. Usually the threat/impact would be the lead item in local news bulletins; 

b. A significant number of people need to be warned; 
c. Impact is expected within 12 hours - or is occurring at the time; and 
d. One or more phenomena are classified as "destructive". 

Further information 

The CE Directive can be located on the Directives 
http://ppr.det.qld.gov.au/corp/infrastructure/facilities/Procedure Attachments/Disaster-and
Emergency-Management/(http:/ppr.det.qld.gov.au/pif/directives/Pages/default.aspx)oage of the 
Department's Policies and Procedures Register (http://ppr.det.qld.gov.au/Pages/default.aspx). 
Effective from 6 October 2015. 
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15. School communications details 

Phone tree 
In a disaster or emergency event, the following phone tree will be activated. 

(Example only. please adjust for the location.) 

Principal 

~ J Director ~ 

-----P&C 
P,;esldent 

Qeputy 
Pdricipal 

L Heads of Dept 
Teachers 

School personnel contact details 

Role Name Email(s) 

L Administration 
Ancillary Staff 

Phone No. 

(Day) 
Phone No. 

(After Hours) 
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16. External Emergency numbers 

(Applicable for the location) 
Display a copy of this list next to your administration phone/s. 

Group Contact/details 

Life-threatening or time critical emergency 

Police 
Non-life threatening incident 

Local Police Station 

Ambulance 

LOMG 

DDMG 

Qld Fire and 
Emergency 
Services (QFES) 

State Emergency 
Service (SES) 

Hospital/s 

Electricity Local number 

Water Corporation Local number 

Gas supplier 

Building and Asset 
Regional Manager 

Services 

Department of 
Community Safety 
(Regional Office) 

Emergency Response Plan 

Phone number 

000 - calling from 
land line 

131 444 

000 

000 

132 500 

Child Safety 
htt1r//www.childsafety.gld.gov.au/contacts/index.html 

1800 811 810 (Qld 
Services only) 

Dept of Natural 
htt12s://www.dnrm.gld.gov.au/our- 13 QGOV (13 74 

Resources & 
de12artment/contact-us 68) 

Mines 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.gld.gov.au to ensure you have the most current version of this document. Page 23 of 31 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 147 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

DET Contacts (When RRT not enacted) 

Key contact Contact/details Phone number 

Assistant Regional 
Director 

Infrastructure 
Manager 

Regional Health & 
Safety Consultant 

DET Emergency & 
Security 

qld-dete-emru@id.nqcomms.net 07 3034 6012 
Management Unit 
(ESMU) 

Local Community Contacts 

Contact/details Phone number 

Transport Operator 

After-hours Care 

Operator 

Tuckshop 
Convenor 
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17. Students/Staff requiring assistance to evacuate 

(This table can be removed from the ERP stored m the Central Storage Repository and kept in 

the version kept locally.) 

* Response - evacuation, lockdown or temporary closure. 

Class/ Response*/ 
Person 

Family/Carer 
Name Condition Assistance contact& 

Room required 
responsible 

mobile 
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18. Specialist trained Staff 

(E.g. First Aid, Fire Warden, Chainsaw qualified etc) 

Staff Member Training Date Qualified To 
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19. Building information summary 

Telephones (Landlines): 

Alarms 

Fire: 

Intrusion: 

Other: 

Utilities 

Gas/ 
Propane: 

Location 

Water: I 
Electricity: 

Solar [__ 

Location 

, Location 

Sprinkler System 

Location of Control Valve: 

Location of Shut-off Instructions: 

Boiler Room 

Location: 

Access: 

Emergency Power System 

Type: 

Location: 

Provides Power To: 

Location of Shut-off Instructions: 

Building and Site Hazards 

Hazard Description 

Number 

Monitoring Company 

Service Provider 

Emergency Response Plan 

Location Number 

Location of Shut-off 
Instructions 

Location of Shut-off 
Instructions 

Location 
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20. Suitability assessment to re-open the school or 
campus. 

After an event which has caused the school to temporarily be closed the following process 
needs to occur in the course of deciding to re-open the school. Principals need to undertake an 
assessment to determine to the impact of the event on essential infrastructure and resources 

School Temporarily 
Closed by CE Directive 

1/2015 

BAS undertake initial assessment of site for 
damage and impact. When it is safe to do so! 

School Response 
Controller (SRC) 

Present - BAS provide 
details of initial inspection 
and issues Site Attendance· 

Notification Sticker 

SRC Not Present 
BAS Site Attendance 

Notification 
Sticker 

SRC reviews damage assessment and BAS observations 
Priority works undertaken by BAS. 

In consultation with BAS and DET Regional Infrastructure Advisers 

SRC undertakes Suitability Assessment to Re-Open 

SRC DECISION to REOPEN SCHOOL 
OR REMAIN CLOSED 
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Emergency Response Pf an 

SUITABILITY ASSESSMENT 

Item Considerations Observation/Mitigation 

STAFFING 

Has the event impacted If there is limited capacity to 

on staff availability to supervise students safely then 

support an acceptable 
Yes remain closed. 

staff/student supervision Consider contacting the Regional 

ratio? Response Team to request staff 
wellbeing support. 

No 

ACCESS 

Is there a Police or If the direction has not been 
District Disaster Yes revoked then the school or 
Management Group campus must remain closed. 
direction to close the No 
school? 

Does storm debris Is there a large amount of debris 
prevent safe movement Yea in school or campus grounds that 
around the school? prevents safe movement or 

supervision around the site? 

Can affected areas be barricaded 
and traffic diverted to allow safe 
movement around the school or 
campus? 

No 

Are access roads to the Liaise with the Local Disaster 
school cut by debris, Yes Management Group (LOMG) to 
downed power lines or determine when the roads will be 
flood waters? [; safe to travel. 

Ensure access roads are not at 
risk of being cut off due to rising 
flood waters that will inhibit staff 
and students to leave the site 

1, 
safely. 

Contact the Local Disaster 
Management Group or the Police. 

No If the site can be accessed safely 
then consider re-opening if there 
are sufficient resources to provide 
for the safe supervision of 
students. 

BUILDINGS 
,, 

Have buildings been }.> If all buildings are damaged then 
damaged? 1! ~:. then school or campus remains 

temporarily closed. 
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Item Considerations Observation/Mitigation 

If not all buildings are damaged 
then consider the following: 

• Can access to damaged 
buildings be restricted to allow 
safe unimpeded access to 
other areas of the school or 
campus? 

• Are there sufficient teaching 
spaces available to deliver 
services (even in a limited 
capacity)? 

• Have Building & Asset 
Services (BAS) inspected the 
buildings and provided 
certification that the buildings 
are safe to reoccupy? 

No 

HAZARDS 

Has asbestos-containing DET Policy is that no persons can 
material (ACM) been Yes be in the vicinity of damaged ACM 
exposed/damaged in the or on site when ACM removal is 
school grounds? undertaken. 

Or other there other If ACM requires specialist removal 
hazards that prevent then the school or campus needs 
human occupation eg to stay closed. Contact Building & 
mud, mould? Asset Services (BAS). 

No 

WATER 

Has water supply to If Yes, can bottled water be 
school been disrupted? Yes sourced quickly for staff/student 

use? Parents can be asked to 
provide water for students but 
some bottled water will be 
required for emergencies. If Yes, 
is water available for amenities 
such as toilets? Contact the 
Infrastructure Manager. 

No 
TOILETS 

Have septic tanks, sewer Have all the grounds been 
treatment equipment or Yes affected by sewage overflow or 
sewage pumps been just an area? 
affected? Can this area be barricaded off to 

restrict access without impacting 
on teaching space? 

No 
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Emergency Response Plan 

Item Considerations Observation/Mitigation 

Are the toilet buildings Are they structurally safe and 
functioning and safe to Yes accessible? 
be used? No Are other facilities available 

nearby or can Porta-loos be 
sourced. 

COMMUNICATIONS 

Have external If landlines have been affected 
telecommunications Yes then is there mobile phone 
been affected? capacity? Are mobile phones 

readily accessible? Are satellite 
phones required? Does an 
adjoining site have phones? 

No 

ELECTRICITY 

Has the electricity supply Are there power lines down within 
been affected? Yes the school? Contact power 

supplier immediately. School must 
remain closed. 

Does the school have an external 
generator supply point installed? 

Can the supervision of students 
be undertaken without power to 
the classrooms? Is power required 
to operate the septic tanks? 

No 

OTHER ISSUES 

DECISION RECORD 
Record the decision to keep the school Temporarily Closed or to Re-open the school. 

Signature: Date: Time: 

Name: Position: 
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Quick Refere~r:1ce Guide 

Procedure 

Arrangements The DET Disaster and Emergency 
Management Arrangements 

~ 
Level Entity Location OIC Plans 

STRATEGIC Executive 
Executive Executive 

Executive Emergency 
Coordination Response 

(Executive) Response Team Response Plan 
Centre Controller 

Structure OPERATIONAL Regional 
Regional Regional 

Regional Emergency 
Coordination Response 

(Region) Response Team Response Plan 
Centre Controller 

TACTICAL School Response 
School 

School Response School Emergency 
Coordination 

(School) Team 
Centre 

Controller Response Plan 
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Quick Reference Gui 

Emergency Management Planning 

Response Team Roles and Responsibilities 

When the Department's disaster and emergency management arrangements are implemented, there is a 
requirement for each level (Executive, Regional or School) to form a Response Team. This forms part of 
the temporary organisational and reporting structure for a designated period. The Departments Response 
Structure is as follows: 

State 

Strategic 
(Executive) 

Operational 
(Regional) 

Tactical 
(School) 

• WoG Co-ordination 
• Government Policy 
• C"wth Liaison 
• Public Information 

• Set strategy 
• Guide & advise 
• Monitor 
• Support 

• Manage 
• Plan 
• Coordinate 
• Resource 

• Respond 
• Implement 
• Coordinate 

Key 

ERC - Executive Response Controller 
RRC - Regional Response Controller 
SRC - School Response Controller 

Executive Response Team 

Executive Coordination Centre 

Regional Response Team 

Regional Coordination Centre 

School Coordination Centre 

1~1 I 

Centre 
' 

The Response Teams are the Department's operational and decision making authority at their requisite 
level. They are activated and chaired by the Response Controllers. These Teams should have 
arrangements in place to enable a close working relationship with other relevant DET Response Teams, 
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DET areas and any external supporting agencies. The mechanism for coordination activities with other 
agencies will be via the Operations function, or via an Advisory Group, if the complexity of the event 
requires the formation of such a group. The scale of the activation of the Response Team will be 
determined by the Response Controller. 

The Teams will be comprised of experienced officers of the department who are competent to undertake 
their required roles either by the alignment of their current duties or their training. 

Response Team levels and leadership 

Level Team Officer-in-Charge Designated Officer 

Executive Executive Response T earn Executive Response 
Assistant Director-

General - Infrastructure 
(Strategic) (ERT) Controller (ERC) 

Services Branch 

Region Regional Response Team Regional Response 
Regional Director 

(Operational) (RRT) Controller (RRC) 

School School Response Team School Response 

(Tactical) (SRT} Controller (SRC) 
School Principal 

Response Team Structure 

The structure of the Response Team will vary depending on level, location, available resources, the scale 
of the disaster or emergency event and the severity of the impact. In general, to ensure a location can 
respond effectively in a disaster or emergency event, the following areas of responsibility must be 
considered when developing the structure of the Response Team. 

Response Controller 

Advisory Group 

Operations Logistics Public Information Finance HR & Wellbeing 

As part of the emergency management planning for each level and location, the staff who will be assigned 
the recommended roles and responsibilities should be identified and included in the Emergency 
Response Plan (ERP). These roles may have some variation across the levels of the response. 

The format of the structure supports and aligns to other disaster management entities e.g. State Disaster 
Management Arrangements, Emergency Services and Local Government structures. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Executive/Region/School Response Team Roles 

Role Responsibilities 

Overall lead and coordinator of the disaster or emergency 

Response Controller response and recovery. 

Responsible for collecting and processing information 
about the incident and response status (situational 
awareness). 

Infrastructure Also responsible for managing and tasking additional 

(Operations) 
resources to support operations and maintaining liaison 
with external agencies. 

Responsible for overall management of the Coordination 
Centre and preparation of any assessments if required and 
any enhanced Response Plans. 

Responsible for securing materials, resources, services 
Educational Services and additional staff to sustain operations and restore 

(Logistics/Resources) 
educational services (Business Continuity). 

Information and communications management internally 
CEP and externally- see the Disaster and Emergency 

(Public Information Officer) 
Communications Strategy. 

Supports the other functional areas through the financing 

Finance 
of operations as well providing administrative support and 
management of the Coordination Centre. Responsible for 

(Finance) tracking of response costs for corporate accounting. 

Conduct activities to support staff resilience. Monitoring the 
HR and Wellbeing management of risk, welfare safety of all staff through the 

(Support) 
advice on entitlements, welfare and wellbeing support. 

Senior or Specialist staff or stakeholders who provide 

Advisory Group advice and guidance to the Response Controller. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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-Queensland Government 

Policy and Procedure Register 
Department of Education, Training and Employment 

Hostile People on School Premises, Wilful Disturbance and 
Trespass 

Version Number 
3.0 

Implementation Date 
28/01/2015 

Scope 
All state schools 

Purpose 
This procedure outlines the options available under the Education (General Provisions) Act 2006 
(Qld) (EGPA), to assist Principals and school staff in preventing and managing unsafe situations 
on the premises of state educational institutions (whether they have buildings on them or not, 
or whether or not the conduct occurs in school hours). 

Overview 

The Department of Education, Training and Employment is committed to taking all reasonable 
steps to provide a safe environment for staff, volunteers, students, parents and visitors at 
State educational institutions. Section 5 of the Education (General Provisions) Regulation 2006 
{.QkJJ makes a principal responsible for the safety and overall management of state instructional 
institutions. 

This includes events such as wilful disturbance, trespassers, distribution of non-education 
documents, and also processes for obtaining information from the person/s and giving directions 
to the person/s regarding their conduct or movement at the school. 

At all times, proportionate and graduated responses should be applied when managing difficult or 
dangerous situations, ensuring adherence to laws, and always acting reasonably and 
dispassionately. It is important to ensure, before exercising one of the below powers, that the 
person concerned is not an exempt person. 

Queensland Police should be contacted immediately if the behaviour of a person is of a serious 
nature, such as if there is a threat of physical danger, and request the police to remove the 
person from the school in accordance with police powers. In some circumstances, and only 
when necessary, physical intervention may be required if there is a genuine threat to a safe 
school environment (see Chief Executive's Guideline: No.01/2012) 

If a form is required to be given to a person (see sections 337, 340 of the EGPA) the form may 
be given by: 

• The principal, by handing it to the person concerned (the Principal must complete a Record 
of Giving A Form) 

• The principal, by sending it to the person's home address as recorded on school records by 
registered post (the Principal must complete a Record of Giving A Form). Please note that 
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posting the form can delay its effectiveness; 
• Where appropriate, engaging the Queensland Police Service or a process server to serve the 

form on the person ( ensure that the police or process server complete an affidavit of service 
concerning the giving of the form); 

A copy of the signed form must be kept as an official record and for evidentiary purposes 

A number of checks and balances have been included in the EGPA to minimise misapplication of 
the powers such as appea l and review options relative to each section. 

Responsibilities 

Principals 
Under the EGPA, Principals may complain to the Queensland Police Service and/or exercise one 
of the below powers (ensuring the person/s is not an exempt person for the section) where: 

Dealing with wilful disturbance (s.333 EGPA) Note: students are exempt 

(i) a person wilfully disturbs the good order or management of a state educational 
institution, or 
(ii) a person insults an officer of a state educational institution in the presence or 
hearing of a student of the institution who is in or about the school premises, or 
assembled with others for educational purposes at, or in, any place. 

• Principals should follow any complaint to Queensland Police with consideration of giving a 
s.337 direction, a s.339 direction or a s.340 direction or seeking a s.341 direction. 

Dealing with trespassers (s.334 EGPA) 

• A person is on the premises of a state educational institution without lawful authority or a 
reasonable excuse 
Note: this may not apply to parents of a student at the school during school hours because 
they may have a reasonable excuse to be at the school in relation to the child. 

• Principals and school staff when using physical force to restrain or eject from the premises a 
person who becomes abusive or violent must comply with the Chief Executive's Guideline: 
No,01/2012. 

• Principals should follow any complaint to Queensland Police with consideration of giving a 
s.337 direction, a s.339 direction or a s.340 direction or seeking a s.341 direction. 

Dealing with distribution of non-education documents (s 6 7 EGPR) 

• A person distributes a non-education document on the premises of a school, without the 
permission of the institution's principal (does not apply to documents lawfully distributed by 
a minister of religion or accredited representative in accordance with s.30(1) EGPR). 

• Principals should follow any complaint to Queensland Police with consideration of giving a 
s.337 direction, a s.339 direction. 

Giving a s.336 EGPA direction (requirement to state name and residential address) 

• May: 
0 require a person on state instructional institution premises to state their name and 

residential address only if intending to issue a direction under s.337 or s.339 
0 require the person to give evidence of the correctness of their name and address, if 

they reasonably suspect the details supplied are false and warn the person that it may 
be an offence to fail to state their name and residential address 

0 photograph or video the person if they refuse to give their name and address, being 
careful to use this record appropriately and making it available only to people who need 
to have the information for the purposes of prosecuting an offence. 
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Giving a s.337 EGPA direction (30 day 'good behaviour' direction) 

• May give a person a written djrectjon (Note: this direction may not be used to exclude a 
person from a state instructional institution's premises) , for a period of up to 30 days after 
the direction is issued, about the person's conduct or movement at the state instructional 
institution, if the direction is necessary: 

0 to ensure the safety and wellbeing of other persons lawfully at the premises 
0 to prevent or minimise damage to the premises or to property at the premises; 
0 to maintain good order at the premises 
0 for the proper management of the institution 

• Unacceptable behaviour not occurring on school premises may also be taken into account 
when considering a s.337 direction. Behaviour, such as threaten ing or nuisance telephone 
calls, e-mails and social media commentary/posts may be referred to external agencies, such 
as the police or a telecommunications provider for action, but may also be taken into 
account for the purposes of deciding if a direction is necessary to be given for the reasons 
outlined above. 

• If a school principal is concerned for the health and wellbeing of a staff member/s as a 
consequence of hostile references in social media commentary/posts, the principal should 
consider sending the template letter prepared for this purpose 

• Keep in mind that the direction applies for thirty ordinary days, not 30 school days AND does 
not prohibit the person from the school premises. 

Giving a s.339 EGPA direction (24 hour prohibition from school premises) 

• May give a person an oral djrectjon requiring the person to immediately leave and not re
enter the state instructional institution for 24 hours after the time the direction is actually 
given to the person, if the person: 

0 has committed or is about to commit an offence at the premises 
0 has used or is about to use threatening, abusive or insulting language towards another 

person at the premises 
0 has engaged in or is about to engage in threatening or violent behaviour towards 

another person at the premises 
0 does not have a good and lawful reason to be at the premises 

• The oral direction must include: 
0 the terms of the direction; and 
0 the ground for the direction; and 
0 the time during which the person may not re-enter the premises (which must not exceed 

24 hours). 
• Principals may print out, laminate and carry with them a standard script for giving a .s...3..3..9 

oral direction 
• Principal actions 
• if a person is in breach of a direction, complain to the police immediately AND consider giving 

a s.340 direction to the person. 
• notify the Regional Director of directions being issued under sections 337, 339 or 340 
• Complete the Form Record of giving a s,339 djrectjon 
• ensure that in following any course of action they do not put themselves or their staff in a 

potentially harmful situation 

Giving a s.340 EGPA direction (60 day prohibition from school premises) 

• In general s.340 directions should be reserved for circumstances in which another less 
serious direction (s.337, s.339) is insufficient. This will usually arise in circumstances where 
the less serious directions have been breached, there have been multiple less serious 
directions (tending to establish that the person is incorrigible) or the circumstances of a 
person's behaviour are so serious that it merits immediate, serious consequences (for 
example, serious assault on school premises of any person, wilful damage to school property 
or serious threats of violence to persons or property at the school) 
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• Should the principal decide that behaviour would warrant the application of the power in 
s.340 OR if the behaviour amounts to a breach of an existing s.337 direction or would result 
in a further s.337 direction being given, use the template letter for completing a draft 
direction 

• May contact LALB and seek advice on the making of the direction before issuing it. (Please 
note that s.340 directions are subject to internal review) 

• Make every effort to ascertain the parent's name and address in cases involving a 
prohibition order on a child (not a student of the school) for up to 60 days. This is because 
in making the direction to prohibit the principal must make every effort to notify the child's 
parent of the decision. 

• Use judgment as to whether a person is a child or not, which may involve asking students 
how they know the person or the person's history. 

• Where a s.340 prohibition is imposed, consider carefully if the person's conduct also merits a 
s.341 direction (prohibition for up to 12 months). If so, then seek the s.341 prohibition at 
the commencement of the s.340 prohibition so that the Director-General or delegate can 
utilise the 60 day proh ibition period to make a decision in respect of the request for a s.341 
prohibition. 

• If a school principal decides that it would not be appropriate for them to issue a s.340 
direction personally (for example, the principal believes that it would be inappropriate if they 
acted themselves because it would be a breach of natural justice), then the principal may 
recommend that the Director-General or delegate make the direction instead. 

• The Principal should have reference to the Request to issue s.340 direction briefing template 
and template Request s.340 letter for this purpose. 

Asking for a s.341 EGPA direction to be made (prohibition from school premises for more than 60 days, 
but not more than 12 months) 

• Where a case is serious enough (repeated breach of s.337 or breach of s.340 direction, 
actual or threatened serious violence to a staff member, student or other person) that it is 
appropriate to ask the Director-General or delegate to make a direction prohibiting a person 
from a state school for a period of 12 months. 

• Regions will seek advice from the Office of the Director-General or delegate, should the 
principal decide that the level of severity of the disruption, abuse or violence would warrant 
the application of the power in s.341 of the EGPA, or other legal action 

• Regions will use the template briefing note and template preliminary view letter for making 
this request. 

• Where a person is already subject to a s.340 prohibition, Regions must provide the template 
briefing to the Office of the Director-General or delegate at the commencement of the 60 
day prohibition to enable the decision maker to take advantage of the existing prohibition 
period to make their decision before the prohibition period runs out. 

• Make every effort to ascertain the parent's name and address in cases involving a 
prohibition order on a child (not a student of the school) for more than 60 days. This is 
because the Director-General or delegate, in making the direction to prohibit must make 
every effort to notify the child's parent of the direction or application. 

• Use judgment as to whether a person is a child or not, which may involve asking students 
who know the person or the person's history. 

Asking for a s.352 or 353 EGPA Order to be applied for (12 Month prohibition from all state and non
state school premises) 

• Where a case is serious enough (repeated breach of s.337 or s.340 direction, actual or 
threatened serious violence to a staff member or student at more than one state or non
state school) that it is appropriate to ask the Director-General or delegate to apply to QCAT 
for an order prohibiting a person from all state or non-state schools for a period of 12 
months. 

• Seek advice from the Office of the Director-General or delegate, should the principal and the 
Regional Director decide that the level of severity of the disruption, abuse or violence would 
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warrant the application of the power in ss.352 or 353 of the EGPA, or other legal action 
• Make every effort to ascertain the parent's name and address in cases involving a 

prohibition order on a child for more than 60 days. This is because the Director-General or 
delegate, in making the direction to prohibit must make every effort to notify the child's 
parent of the application. 

• Use judgment as to whether a person is a child or not, which may involve asking students 
who know the person or the person's history. 

Regional Director: 

• Co-signs/approves requests for directions under ss.341, 352, 353 to the Director-General or 
delegate as the matter may require 

• Compiles records of all s.337, 339 and 340 directions given by staff under their supervision 
for the purposes of the department's annual report. 

• May consult with Legal and Administrative Law Branch (LALB) in respect of the drafting of 
s.341 directions and progress of such requests to the Director-General or delegate 

Director-General or delegate: 

• Upon the making of a submission against a s.337 direction, confirms or cancels the directions 
according to the timeline provided in s.338 of the EGPA 

• Compiles records of all s.338 appeals for the purposes of the department's annual report. 
• May consult with LALB in respect of directions under s.341 
• Records details of the exercise of the powers conferred under the EGPA for inclusion in the 

department's annual report. 

Director-General: 

• May consult with LALB in respect of applications to QCAT under s.352 
• May apply to QCAT for an order prohibiting a person from entering all state schools for up to 

one year under s.352 
• May consult with LALB in respect of applications to QCAT under s.353 
• May apply to QCAT for an order prohibiting a person from entering all state and non-state 

schools for up to one year under s.353 
• Records details of the exercise of the powers conferred under the EGPA (including the 

direction to leave and not re-enter the premises for 24 hours) in the department's annual 
report. 

Process 
See above in responsibilities. 

Online Resources 
Guidelines 

• Chief Executive's Guideline: No,0112012 

Forms 

• Form 337: Template Direction about conduct or movement on school premises 
• Form 340: Template Direction Letter for 60 day prohibition 
• Template DG or delegate GBN: Section 341-Application to DG or delegate to prohibit entry 

to school premises for more than 60 days 
• Template preliminary view letter Section 341-Application to PG or delegate to prohibit entry 

to school premises for more than 60 days 
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• Template decision letter Section 341-Applicatjon to DG or delegate to prohibit entry to 
school premises for more than 60 days 

• Template letter 341: Principal to RD-Request for action 
• Template Record of Giving A Form 
• Template Record of Giving a s,339 oral direction 
• s.340a Template Decision Letter 
• s.340A Template Briefing Note 
• Region letter-Sections 340 and 340A 

Script 

• Standard script for giving a s.339 oral direction 

Review Date 
15/07/2015 

E JR 
Definitions 

Non-education document means a document other than a document used in delivering an 
educational program to students of the institution. 

Premises of a State educational institution means the building and/or lands that make up a 
state educational institution. 

State educational institution means an educational institution established under section 13,14 
or 15 of the EGPA, and includes State primary, secondary and special schools, environmental 
education centres and outdoor education centres, centres for the support and development of 
teachers and officers of the department, student hostels or student residential colleges. 

State instructional institution means an educational institution established under sections 13 
or 14 of the EGPA and includes State primary, secondary and special schools, environmental 
education centres and outdoor education centres. 

Exempt person for the purposes of s.333 of the EGPA, means a person who was at the 
relevant time a student of the relevant State educational institution. For the purposes of 
sections 336, 337, 339-341, 352-353 of the EGPA, it means a student or pre-prep child of or an 
employee of the department engaged to perform work at the relevant State instructional 
institution premises. 

Authority 

• Education (General Provisions> Act 2006 (EGPA) Chapter 12, Parts 5, 6 and 8 
• Education (General Provisions> Regulation 2006 (EGPR) 
• Police Powers and Responsibilities Act 2000 Section 48( 1) 
• Work Health and Safety Act 2011 

Related Policy Instruments 

• School Security 

Attachments 
I@ Form 337-Template direction about conduct or movement 
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~ Template letter 341: Principal to RD-Request for action 
I@ Template PG or delegate GBN: Section 341-Application to PG or delegate to prohibit entry 
to school premises for more than 60 days 
ffi Record of giving forms-s.337 or s.340 
ffi Chief Executive's Guideline No. 012012 
~ Form 340-Template direction letter for 60 day prohibition 
~ Template preliminary view letter Section 341-Applicatjon to DG or delegate to prohibit entry 
to school premises for more than 60 days 
~ Template decision letter Section 341-Appljcatioo to PG or delegate to prohibit entry to 
school premises for more than 60 days 
~ Template record of giving a s.339 oral direction 
~ Standard script for giving a s.339 oral direction 
~ s.340A Template Decision Letter 
~ s.340A Template Briefing Note 
~ Region letter-Sections 340 and 340A 

Contact 

DETE employees, please contact: 

• In the first instance contact a Principal Advisor at the Regional Office. 
• For legal assistance, contact the Legal and Administrative Law Branch on (07) 3404 9330 or 

by email at adyjcerequest.LEGAL@dete.qld.gov.au 

Persons subject to action in accordance with this procedure should obtain their own 
independent legal advice. 

Uncontrolled Copy Disclaimer 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 

http:llppr det.gld .gov.au to ensure you have the most current version of this document. 

Page 7 of 7 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 167 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



r-orm .>4U - 1 emp1ate u1recuon 1euer ror ou aay oan 
Hostile People on School Premises, Wilful Disturbance and Trespass 

Date 

Name 
Address 

Dear Ms / Mr/ Mrs Surname 

On date at [insert if relevant] approximately <time> at the premises of name of school OR at (use if 
conduct occurred outside premises of school), I am advised you engaged in inappropriate behaviour 
OR I observed you engage in inappropriate behaviour. 
(Delete whichever option does not apply). I have considered if I should make a direction pursuant to 
s.340 of the Education (General Provisions) Act 2006 (the Act) prohibiting you from entering the 
premises of the school for [insert period up to 60 days) . 

My decision 
I have decided to issue a direction prohibiting you from entering the premises of school name. This 
direction remains in force for [insert period as stated above] after the date on which it is given to you. 

The date of my decision is date. 

If you breach this direction your breach will be reported to the police and you may be subject to 
prosecution and a fine of 30 penalty units. Information about penalty units is available from 
https://www.qld.gov.au/law/crime-and-police/types-of-crime/sentencing-fines-and-penalties-for
offences/. 

Material relied upon 
In respect of my decision I considered the following material: 
• Section 340 of the Act 
• Departmental procedure Hostile People on School Premises, Wilful Disturbance and Trespass 
• A copy of number of witness statements from school staff / students / visitors concerning your 

behaviour at the school on date of incident 
• [List any other materials related to the incident that occurred on that particular date e.g. 

information from OPS ] 
• [List any other previous direction issued to the person] A copy of a direction given to you pursuant 

to s.337 of the Education (General Provisions) Act 2006 dated date. 

I have attached a redacted copy of this material for your consideration. 

Findings of fact 
On the basis of the information supplied to me I made the following findings of fact: 
(example, from a real matter, of how this section should be completed) 

• on 25 August 2014, at approximately 5.00pm, you attended at XXX State School in order 
to collect your son from the After School Care facility. At approximately 5. 00pm you 
approached the administration block; 

• you met me at the rear door of the block. I had just closed the rear door to leave the building 
for the day and turned to find myself standing face to face with you; 

• I was accompanied by the deputy principal. 
• you began swearing - calling me a "little fuck" and a "fucking bitch". Your demeanour was 

aggressive; the volume of your voice was loud; 
• I felt very intimidated by your actions; 
• you moved forward in an aggressive stance continuing to yell insults and threats at me; 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
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• your aggression escalated and you punched the wall of the building, directly in front of my 
face, with force; the force was sufficient to break the wall cladding of the exterior wall; 

• I directed you to leave the school grounds three times. You did not comply; 
• you continued to swear at and verbally abuse me and the Deputy Principal as you left the 

grounds after the third direction to leave the school; 
• I re-entered the Administration building and called the police; 
• you re-entered the grounds approximately 15 minutes later despite previously being 

directed to leave; 
• The deputy principal and I locked ourselves in the Administration building and called 000 

for assistance; 
• you started to bang hard on windows and doors, yelling out to staff inside the building. You 

continued to bash the windows and the doors; 
• I instigated a school lockdown because cleaners and after school care were on site; 
• you left the grounds before police attended; 
• I understand that police have subsequently spoken to you about this matter and that they 

have pressed charges against you, namely 1 x Wilful disturbance (s.33, Education 
(General Provisions) Act 2006). 

• I understand that you have been granted bail in respect of this offence on the condition that 
you do not approach myself or the deputy Principal or attend the premises of the school; 

• Your actions were witnessed by other staff and students; 
• This is not the first occasion on which you have engaged in inappropriate behaviour on 

school premises I against school staff I school visitors. On XX August you were served with 
a direction Under Section 337 of the Education (General Provisions) Act 2006. 

Reasons for my decision 
I am issuing this direction under s.340 of the Act because I am reasonably satisfied based on the 
material in my possession (outlined above) and the findings of fact (set out above), that unless a 
direction is given you are likely to: [of the following 3, delete whichever is not applicable] 

• enter the school and cause physical harm to, or apprehension of fear of physical harm in other 
persons, 

• damage the premises or property at the premises, and 
• disrupt the good order or management of the institution. 

Application for review 
You may apply to the Chief Executive (or delegate) for a review of my decision under s.390 of the 
Education (General Provisions) Act 2006. 

Your application must be made in writing and be made within 30 school days after you have been 
given this information notice. If you require more time to make your application you may apply to the 
Chief Executive (or delegate) for an extension of time. 

Your application must explain why you disagree with this information notice and must also be 
supported by enough information to enable the Chief Executive (or delegate) to decide the 
application. 

Your application should be addressed to: 

Yours sincerely 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
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School principal name 
Principal 
XXXX School 

Enc 
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Instructions: 

Record of Giving Forms 

s.33 7 0 R s.340 

• to be completed by person who physically gives the form by means of postage or 
physical delivery; and 

• print this record, sign, attach copy of signed form and the material provided to the 
person along with the form (marked Attachment 1) and keep on file. 

DETAILS OF PERSON FORM DIRECTED TO 

Title Name 

Address 

TYPE OF FORM GIVEN? 

Form: D 337 D 340 

DETAILS OF PERSON GIVING THE FORM 

Title Name 

HOW WAS THE FORM GIVEN? 

D By delivering it to the person personally: 

I delivered the form on the following date and time: 

I was able to identify the person the form was given to by: 

OR 

0Bypost: 

Date posted: 
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D I sent the form by the following postal method: 

D Registered post D Express post D Ordinary post 

Tracking Number (Please attach sticker for Registered Post/Express Post): 

0 The address on the envelope was the address of the last place I knew to be the person's 
residence, namely: 

OR 

0By leaving the form addressed to the person at the last place I knew to be the 
person's residence, namely: 

Date and time form left: 

How I where was form left: 

OR 

0By giving the form, addressed to the person, to a police officer to serve to the 
person, at the last place I knew to be the person's residence, namely: 

Name, rank and registered number of police officer: 

COPY OF SIGNED FORM ATTACHED 

Ocopy of signed form is attached and marked "Attachment l" 

NAME AND SIGNATURE OF PERSON GIVING FORM 

Name: 

Signature: 

Date: 
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To be pl'tinedprinted on school letterhead 

Date 

Regional Director name 
Regional Director 
Address 
Fax Fax number 

Dear Regional Director name 

Request for s.340 direction 

I am requesting that you support appropriate action being taken under ss. 340 

and 340A of the Education (General Provisions) Act 2006 against name of 

person of address of person. 

I am of the opinion that s/he has: 

Clearly state the grounds, facts, and circumstances for this request. Refer to 

section 340 of the Act. 

• 

• 

• 

Pursuant to s.340A of the Act I am of the view that it would be appropriate for 

the Chief Executive [or Delegate] to make this direction rather than me 

because:[insert reasoning as to why it is appropriate for the Chief executive to 

make this direction rather than the school Principal - how would it breach the 

principles of natural justice for the school Principal to make this direction? For 

example: Is the subject person related to the Principal or a former romantic 

acquaintance of the Principal? Is the Principal a victim of an assault by the 

subject person?] 

I ask that you support progression of my request to the Director-General [or 

~elegateJ, __ ____________ ................... ..... ·--··········· __ .. __ .. .. . . _ .................... · .··· { Commented [Gll]: Included footer. 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.geddel.qld .gov.au to ensure you have the most current version of this document. 
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Please find attached the following information which is relevant to this matter: 

1. An outline/description of incident/s that has triggered this request. 

2. File notes, diary notes, letters and other records from me as Principal and/or 

other person/s relating to this or previous encounters. 

3. Copies of any previous written directions under sections 336, 337, 339 and 

340. 

4. Witness statements. 

5. History of police contact. 

6. Other relevant material. 

Thank you for your consideration of this matter. 

Yours sincerely 

Principal's name 

Principal 

State school name 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.qedElel.qld.gov.au to ensure you have the most current version of this document. 
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Briefing Note 
Director-General [Or Director-General's delegate] 
Department of Education 

l Department File Ref: 

Action required: For Approval/With Correspondence 

Action required by: as soon as practicable. 

Urgent-

Page 1 of3 

SUBJECT: SECTIONS 340 AND 340A- DIRECTION TO PROHIBIT ENTRY TO [NAME 
OF STATE SCHOOL] PREMISES- [NAME OF PERSON] 

Summary of key objectives 

• A decision is sought from the Director-General [Or Director General's delegate) on issuing 

a direction prohibiting [name of person] entry to the premises of [name of school) for up to 

60 days. 

Key issues 

1. The Principal of [name of school] requests consideration be given to prohibiting [name of 

person) entry to the premises of [name of school) for up to 60 days, under ss.340 and 

340A of the Education (General Provisions) Act 2006 (the Act) (Attachment 1 ). 

2. Section 340 of the Act gives a Principal power to issue a written direction prohibiting a 

person from entering the premises of a State school for up to 60 days after the day on 

which the direction is given (Attachment 3). 

3. Section 340A of the Act provides the Director-General may exercise the power under s.340 

if the Principal, or the Director-General, reasonably believes it would be appropriate for the 

Director-General to exercise the power to give a person a written direction under s.340 

(the Act gives the example that it would be appropriate for the Director-General to exercise 

the power if the Principal was prevented from doing so by the principles of natural justice 

relating to bias) (Attachment 3). 

4. The Director-General's power under s.340A has been delegated to your position of XXXXX 

(Attachment 4). 

5. You may issue a written direction under s.340 prohibiting [name of person) entry to the 

premises of [name of school) if you are reasonably satisfied that, unless the direction is 

given, [name of person] is likely-

(a) to cause physical harm to, or apprehension or fear of physical harm in, another person 

when the other person is at the premises; p~-- _ ----------------------------------- _________ ... ··{ Commented [GJ1J: Updated footer with disclaimer. 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at http://ppr.ged .gld.qov.au/ 
to ensure you have the most current version of this document. 
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I Department File Ref: 

{b) to damage the premises or property at the premises; or 

(c) to disrupt the good order or management of the school. 

Page 2 of3 

6. You will also need to be satisfied in accordance with s.340A of the Act that it is appropriate 

for you to issue the direction, rather than the Principal. 

Implications 

7. If you decide to issue a written direction under s.340 of the Act prohibiting [name of person] 

entry to the premises of [name of school] for up to 60 days, [name of person] may apply 

to the Director-General (or delegate) for a review of the decision under s.390 of the Act. 

8. There are no financial or media implications associated with this matter. 

Background 

9. By letter dated [insert date] the Principal of [name of school] , pursuant to s.340A of the 

Act, requested action be taken under s.340 of the Act to direct [name of person] not to 

enter the premises of [name of school] for up to 60 days (Attachment 1 ). 

10. The Principal is of the opinion that, unless a direction is given under s.340 of the Act, 

[name of person] is likely to [of the following 3, delete whichever is not applicable] -

(a) cause physical harm to, or apprehension or fear of physical harm in, another person 

when the other is at the premises; or 

(b) damage the premises or property at the premises; or 

(c) disrupt the good order or management of the institution (Attachment 1). 

11 . This Principal is also of the opinion that it is appropriate for the Director-General [Or 

Director General's delegate] to issue the direction under s.340 of the Act because [insert 

reasoning here as to why it is more appropriate for the CEO or delegate to make the 

direction than it is for the school principal - If the school Principal issues the direction how 

will this offend the principles of natural justice? Refer to relevant circumstances outlined in 

Principal's letter] (Attachment 1 ). 

12. The material considered, findings offact and reasoning for the decision sought are set out 

in the draft letter to [name of person] (Attachment 2). The draft letter is a written direction 

under s.340(1) and meets the requirements of an "information notice" for the purposes of 

s.340(4) of the Act. 

List of Attachments 

• Attachment 1 - Letter of request from Principal and supporting material 

• Attachment 2 - Draft letter to [name of person] and supporting material 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at http://ppr.ged.gld .qov.au/ 
to ensure you have the most current version of this document. 
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I Department File Ref: 
Page 3 of3 

• Attachment 3 - Extract of ss.340 and 340A of the Act 

• Attachment 4 - Instrument of Delegation for s.340A of the Act 

Right to information 

13. The contents or attachments contained in this brief are/ are not suitable for publication. 

Recommendation 

That the Director-General [Or Director-General 's delegate]: 

(a) note the Principal's request for a direction to be issued under s.340 of the Act 

prohibiting [name of person) entry to the premises of [name of school]; 

(b) decide whether to issue a written direction under s.340 of the Act prohibiting [name 

of person) entry to [name of school] and, if applicable, the period of the prohibition 

(the period must not be more than 60 days); 

(c) sign the attached letter (Attachment 2) to [name of person] if you decide to issue 

a direction under s.340 of the Act and you agree with the content of the letter. 

NOTED/APPROVED/NOTAPPROVED 

Director-General [Or Director-General's delegate] 

Director-General's [Or Director-General's delegate's] comments 

Action Officer 

Tel : 

Endorsed by: 

Regional Director 
Tel : 
Date: I I 

Endorsed by: 

Tel : 
Date: I I 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at http://ppr.qed.qld.qov .au/ 
to ensure you have the most current version of this document. 
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s . .)4UA I emp1ate uec1s1on Letter note 
Hostile People on School Premises, Wilful Disturbance and Trespass 

Date (Chief Executive or delegate to enter this date following Chief Executive's or delegate's 
consideration of the matter). 

Name 
Address 

Dear Name 

I refer to allegations that you behaved inappropriately while on the premises of school name on date. 
In respect of this matter, I have been asked to make a direction pursuant to s.340 of the Education 
(General Provisions) Act 2006 (the Act) prohibiting you from entering the premises of the school for 
60 days. 

My decision 
[insert if decision by delegate] For the purposes of s.340 of the Act I am the Chief Executive's 
delegate. I have decided to issue a direction prohibiting you from entering the premises of school 
name. This direction remains in force for 60 days after the date on which it is given to you. 

The date of my decision is date [Chief Executive or delegate to enter this date following Chief 
Executive's or delegate's consideration of the matter. It would be the date the Chief Executive or 
delegate approved the recommendation on the associated General Briefing Note]. 

If you breach this direction your breach will be reported to the police and you may be subject to 
prosecution and a fine of no more than 30 penalty units. Information about penalty units is available 
from https://www.qld.gov.au/law/crime-and-police/types-of-crime/sentencing-fines-and-penalties
for-offences/. 

Material relied upon 
In respect of my decision I have considered the following material: 
• Sections 340 and 340A of the Act 
• Departmental procedure Hostile People on School Premises, Wilful Disturbance and Trespass 
• A request from the principal of school, principal name pursuant to s.340A of the Act to issue you 

with a s.340 direction 
• A copy of number of witness statements from school staff concerning your behaviour at the 

school on date of incident 
• [List any other materials related to the incident that occurred on that particular date e.g. 

OneSchool record of any action/s taken by QPS] 
• [List any other previous direction issued to the person] A copy of a direction given to you pursuant 

to s.337 of the Education (General Provisions) Act 2006 dated date. 

I have attached a redacted copy of this material for your consideration. 

Findings of fact 
On the basis of the information supplied to me I am satisfied on the balance of probabilities that: 

Reasons for my decision 
Pursuant to s.340A of the Act I am satisfied that it is appropriate for me as the Chief Executive [or 
delegate of the Chief Executive] to issue this direction. 

I am issuing this direction under s.340 of the Act because I am reasonably satisfied based on the 
material in my possession (outlined above) and the findings of fact (set out above), that unless a 
direction is given you are likely to: [of the following 3 delete points not applicable] 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 1 of 2 
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• enter the school and cause physical harm to, or apprehension of fear of physical harm in other 
persons, 

• damage the premises or property at the premises, and 
• disrupt the good order or management of the institution. 

Application for review 
You may apply to the Chief Executive for a review of this decision under s.390 of the Education 
(General Provisions) Act 2006. 

Your application must be made in writing and be made within 30 school days after you have been 
given this information notice. If you require more time to make your application you may apply to the 
Chief Executive (or delegate) for an extension of time. 

Your application must explain why you disagree with this information notice and must also be 
supported by enough information to enable the Chief Executive to decide the application. 

Your application should be addressed to: 

Yours sincerely 

Director-General's name [OR name of Director-General's delegate] 
Director-General [OR position of Director-General's delegate] 
Department of Education, Training and Employment 

Ref: 

Enc 

Uncontrolled copy. Refer to the Department of Education , Training and Employment Policy and Procedure Register at 
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Script for giving a s 339 direction 

SCRIPT FOR GIVING A s.339 DIRECTION 

Pursuant to s.339 of the Education (General Provisions) Act 2006: 

• I am directing you to immediately leave the premises of the school; 

• You are not permitted to return to the premises of the school for a period of 24 
hours from the giving of this direction, namely not before XXXXX tomorrow; 

• I am giving you this direction because I reasonably suspect that ( choose one or 
more from below): 

(a) You have committed, or are about to commit, an offence at the premises, 
namely (provide detail of facts and circumstances forming basis for the 
suspicion); AND/ OR 

(b) You have used, or are about to use, threatening, abusive or insulting language 
towards another person at the premises, namely (provide particulars); AND/ 
OR 

( c) You have engaged, or are about to engage, in threatening or violent behaviour 
towards another person at the premises, namely (provide particulars); AND/ 
OR 

( d) You have otherwise disrupted, or are about to disrupt, good order at the 
premises, namely (provide particulars); AND/ OR 

(e) You do not have a good and lawful reason to be at the premises. 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and 
Procedure Register at http://ppr.det.qld.gov.au to ensure you have the most current version of this 
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r-orm ,>4·1 - 1 emp1ate u1recuon 1ener ror s,.>4·1 oan 
Hostile People on School Premises, Wilful Disturbance and Trespass 

Date 

Name 
Address 

Dear Ms / Mr/ Mrs Surname 

I refer to allegations that you behaved inappropriately while on the premises of school name on date. 
In respect of this matter, I have been asked to make a direction pursuant to s.341 of the Education 
(General Provisions) Act 2006 (the Act) prohibiting you from entering the premises of the school for 
more than 60 days, but not more than 1 year. 

[Include if decision is being made by the Director-General's delegate] For the issuing of a direction 
under s.341 of the Act, I am the Chief Executive's delegate. 

My decision 
I have decided to issue a direction prohibiting you from entering the premises of school name. This 
direction remains in force for <insert period greater than 60 days, not greater than 1 year> after the 
date on which it is given to you. 

The date of my decision is date 

If you breach this direction your breach will be reported to the police and you may be subject to 
prosecution and a fine of 40 penalty units. Information about penalty units is available from 
https://www.qld.gov.au/law/crime-and-police/types-of-crime/sentencing-fines-and-penalties-for
offences/. 

Material relied upon 
In respect of my decision I considered the following material: 
• Section 341 of the Act 
• Departmental procedure Hostile People on School Premises, Wilful Disturbance and Trespass 
• A copy of number of witness statements from school staff I students / visitors concerning your 

behaviour at the school on date of incident 
• [List any other materials related to the incident that occurred on that particular date 

e.g.OneSchool record of contact with QPS] 
• [List any other previous direction issued to the person] A copy of a direction given to you pursuant 

to s.337 of the Act dated date. 
• My preliminary view letter addressed to you dated XXXX; and 
• Your response to my preliminary view letter, dated XXXX. 

I have attached a redacted copy of this material for your consideration. 

Findings of fact 
On the basis of the information supplied to me I made the following findings of fact: 
(example of how this section should be completed) 

On the basis of the information supplied to me I am satisfied on the balance of probabilities that: 
• On 26 November 2014 you attended at XXX State School in order to meet with the Principal 

regarding the suspension of XXXXXXX: 
o At approximately 12:45pm, you entered the Administration building and asked to 

see the Principal. When told the Principal was in a meeting, you said "I don't care 
where he is. I'll pull him out". You identified yourself as XXXXX. 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
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L. 

o The Principal was contacted by staff, left the meeting and walked towards the 
administration building to meet with you. 

o You said to the Principal "Your time for talking is over you need to fucking listen. 
You're a fucking dog." 

o The Principal asked you to calm down so that he could discuss your issue with you. 
o As the Principal walked past you, you hit him in the head from the side and without 

warning and he fell to the ground hitting his head on the concrete. 
o You then grabbed and punched a contractor, Mr A, in the chest who attempted to 

intervene. 
o When the Principal moved inside the administration building, you followed him and 

continued to make threats including "You're a dead man': "I'll take you outside and 
finish you off': "I'll hunt you down like the dog you are and kill you': "You're as good 
as dead if XXXX isn't back at school tomorrow" 

o You repeatedly swore at school staff using the words "fuck" and "cunt" 
o The Principal reports that your actions were witnessed by two contractors and two 

administrative staff. 
o Subsequently you left the administration building and drove away from the school 

in your car. 
o Queensland Police Service was notified of the incident. On XX XX 2013, you were 

subsequently arrested and charged with assault occasioning bodily harm, common 
assault and threatening violence under the Criminal Code. 

o You have been released on bail with conditions that you are to have no contact, 
directly or indirectly, with the Principal, Mr XXXX, a teacher, Ms XXXX and the two 
contractors who were at the school site. 

o Your case is set to be heard in XXXX Magistrate's Court on XXXXX 2014. 
• This is not the first occasion upon which you have engaged in inappropriate behaviour on 

school premises or in respect of school staff: 
o You have previously been issued a s.337 direction by Mr XXXX, Al Principal of 

XXXX State School, on 30 May 2013; and 
o You have previously been issued a s.340 direction prohibiting you from entering the 

premises of XXXX State School by the Regional Director, South East Region, on 9 
October 2013. 

Reasons for my decision 
I am issuing this direction under s.341 of the Act because I am reasonably satisfied, based on the 
material in my possession (outlined above) and the findings of fact (set out above), that unless a 
direction is given you are likely to: [of the following 3, delete whichever is not applicable] 

(a) cause physical harm to, or apprehension or fear of physical harm in, another person when the 
other person is at the premises; or 

(b) damage the premises or property at the premises; or 

(c) disrupt the good order or management of the institution. 

Application for review 
You may apply to the Queensland Civil and Administrative Tribunal for a review of the decision under 
s.397 of the Act. 

To apply for a review, fill out the "Application to review a decision" form which is available from, and 
may be lodged at: 

• In person: Queensland Civil and Administrative Tribunal, Level 9, Bank of Queensland 
Building, 259 Queen Street, Brisbane QLD 4000, or at any local Magistrates court outside of 
the Brisbane CBD; or 

• By mail: QCAT, GPO Box 1639, Brisbane 4001 

The form is also available online at www.qcat.qld.gov.au 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
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Applications must be accompanied by the prescribed application fee. Information about the relevant 
fee may be located at http://www.gcat.qld.gov.au/using-qcat/fees-and
allowances#reviews of administrative decisions. 

The application must be lodged within 28 days of receiving this notice. 

You must lodge a copy of this notice with your application. 

You may apply under s. 22 of the Queensland Civil and Administrative Tribunal Act 2009 for an order 
staying the operation of my decision. If you wish to apply for a stay, you will need to indicate this in 
the form in which you apply for a review of the decision. 

More information about the Queensland Civil and Administrative Tribunal is available at: 
• https://www.qld.gov.au/law/court/queensland-civil-and-administrative-tribunal/resolve

d isputes-at-qcat/ 
• http://www.qcat.qld.gov.au/ 

Yours sincerely 

Director-General's name [OR name of Director-General's delegate] 
Director-General [OR position of Director-General's delegate] 
Department of Education, Training and Employment 

Enc 

Uncontrolled copy. Refer to the Department of Education , Training and Employment Policy and Procedure Register at 
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Template GBN to DG or delegate for s.341 ban Noted / Approved / Not Approved 

Director-General [OR Director
General's delegate] 

EDUCATION QUEENSLAND 

GENERAL BRIEFING NOTE Date 

TO: CHIEF EXECUTIVE [OR CHIEF EXCUTIVE'S DELEGATE] 

..... I ... .. I ........ . 

SUBJECT: SECTION 341 - DIRECTION TO PROHIBIT ENTRY TO [NAME OF 
SCHOOL] PREMISES - [NAME OF PERSON] 

RECOMMENDATION 

It is recommended that the Chief Executive [or Chief Executive's Delegate]: 

1. Consider making a direction prohibiting [name of person] entry to the premises of 
[name of school] for more than 60 days, but not more than 1 year under s.341 of the 
Education (General Provisions Act 2006 (the Act). 

Comments: 

BACKGROUND 

1. In a letter dated [insert date] the Principal of [name of school] requested that I progress 
to you a request to make a direction under s.341 of the Act - directing [name of person] 
not to enter the premises of [name of school] for more than 60 days, but not more than 1 
year (Attachment 1 ). 

2. The Principal and I are of the opinion that [name of person] is likely to [of the following 3, 
delete whichever is not applicable] 
(a) cause physical harm to, or apprehension or fear of physical harm in, another person 
when the other person is at the premises; or 

(b) damage the premises or property at the premises; or 

( c) disrupt the good order or management of the institution. 

3. A draft preliminary view letter (Attachment 2) sets out the preliminary material relied upon, 
preliminary findings of fact and preliminary reasoning for the decision sought. 

4. The preliminary view letter invites comment from the subject person on the proposal to 
prohibit them from the school premises. This letter ensures that the subject person is 
afforded procedural fairness before you make a final decision. 

5. LALB will settle your final decision letter should you decide to prohibit the subject person 
after the preliminary view process is completed. 

Action Officer and Region: 
Telephone: 
TRIM No: 
Date brief completed by Action Officer: 
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Template GBN to DG or delegate for s.341 ban 

KEY ISSUES 

6. The request from the Principal seeks consideration of prohibition of entry to the premises 
of [name of school] by [name of person] for more than 60 days, but not more than 1 year 
under s.341 of the Act. 

7. This would involve a written direction being made pursuant to s.341 of the Act (Attachment 
3) - a power held by the Chief Executive of the Department (the Director-General) [and 
delegated to your position of XXXXXXX] (Attachment 4). 

8. Legal and Administrative Law Branch (LALB) have settled the draft preliminary view letter 
(Attachments 2). 

9. LALB are satisfied that the request for a s.341 direction is well founded . 

RIGHT TO INFORMATION 

10. I am of the view that the contents or attachments contained in this brief are not suitable for 
publication. 

LIST OF ATTACHMENTS 

Attachment 1 - Letter of request from Principal and supporting material 
Attachment 2 - Draft preliminary view letter and supporting material 
Attachment 3 - Extract of the E(GP)A 2006 -s.341 
Attachment 4 - Instrument of Delegation for s.341 of the E(GP)A 2006 

Regional Director: 

I Signature: 

Comments: 

I Date: / / 

Executive Director, LeQal and Administrative Law Branch: Tom Jumpertz 

Signature: I Date: / / 

Endorsed- D Not Endorsed - D 

Comments: 

Action Officer and Region: 
Telephone: 
TRIM No: 
Date brief completed by Action Officer: 
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Form 337 - Template direction about conduct or movement 
Hosti le People on School Premises, Wilful Disturbance and Trespass 

Date 

Mr/Ms - name of person directed 
Address of person directed 

Dear Mr/Ms - name of person directed 

On date at [insert if relevant] approximately <time> at the premises of name of school OR at (use 
if conduct occurred outside premises of school), I am advised you engaged in inappropriate 
behaviour OR I observed you engage in inappropriate behaviour. 
(Delete whichever option does not apply) 

My decision 
On the basis of the findings of fact outlined below, I am reasonably satisfied it is necessary to give 
a direction to you: [Delete before printing] - tick only the relevant boxes - double click in box, pick 
option: Check box 

D to ensure the safety or wellbeing of other persons lawfully at the premises; 

D to prevent or minimise damage to the premises or to property at the premises; 

D to maintain good order at the premises; 

Ofor the proper management of the institution. 

Under Section 337 of the Education (General Provisions) Act 2006 (the Act), I give you a direction 
in the following terms: 

• on entering the school grounds you should proceed directly to the school office, sign in and wait 
there for the Principal (or the Principal's nominated representative) 

• you are not to go elsewhere in the school grounds or buildings without being accompanied by a 
staff member 

• while on school premises you are not to enter classrooms or speak to teachers or students 
(except your own child), without consent of the Principal (or the Principal's nominated 
representative) 

• you are not to assault, threaten, harass, intimidate or annoy any person on school premises 
• you must not raise your voice or use offensive language while on school premises 
• you must not damage or destroy any property on school premises 
• any concerns that you may have regarding interactions with staff, parents or students are given 

by meeting directly with the Principal (or the Principal's nominated representative) by 
appointment only, and 

• should you wish to discuss the educational progress of your child, you are to request an 
appointment through the Principal (or the Principal's nominated representative). 

[Delete before printing] These are standard directions that schools can rely upon. Schools should 
not add to or alter these conditions without discussing the alteration with the Legal and Administrative 
Law Branch first, except where the alteration is to remove one or more of the conditions entirely. No 
direction should be amended or added which would make entry to the school conditional or would 
directly or indirectly prohibit entry to the school. 

This direction remains in force for a period of 30 days after the day it is given to you, until date and 
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Form 337 - Template direction about conduct or movement 
Hostile People on School Premises, Wilful Disturbance and Trespass 

time direction expires, period to be not greater than 30 ordinary days after date this letter is 
physically handed to person or, if posted, when it would arrive in the ordinary course of post - a 
record must be kept about the manner and time when the notice is given. 

If you breach this direction your breach will be reported to the police and you may be subject to 
prosecution and a fine of no more than 20 penalty units. Information about penalty units is available 
from https://www.qld.gov.au/law/crime-and-police/types-of-crime/sentencing-fines-and-penalties
for-offences/. 

Material considered 
In making my decision I considered the following material: 

• Departmental procedure: Hostile people on school premises, willful disturbance and trespass 
• Sections 337 & 338 Education (General Provisions) Act 2006 (Qld) 
• A copy of number of witness statements from school staff / students / visitors concerning your 

behaviour at the school on date of incident 
• Notes of conversation between [parties] on [date] 
• etc 

I have attached a redacted version of the material (to protect the privacy of individuals) for your 
consideration. 
[Delete before printing] If your material consists of your own personal observations of an event and 
nothing else, then reduce your observations to a file note and attach the file note. Otherwise attached 
an edited version of relevant witness statements 

Findings of fact 
I am satisfied on the balance of probabilities that you engaged in the following inappropriate 
behaviour: 

[Delete before printing - Outline in as much detail as possible the conduct complained of, including 
dates and times of when it occurred, details of where it occurred, and a verbatim account of any 
insults or foul language used. Do not use euphemisms. The following is an example of how this 
section should be completed -

• At approximately 8.45am on Monday, 1 September 2015, you were standing on the veranda 
of C Block within the school grounds. 

• One of the school's students (Student A) walked into the school grounds with another student 
(Student 8) and was below the veranda. 

• You yelled at Student A using inappropriate and offensive language, namely saying words to 
the effect of 'I know that you've been talking shit about XXXX in the past.' 

• The student replied 'No I haven't. ' 
• You then threatened Student A saying in a raised voice words to the effect of 'I know you have. 

You're a bitch. If you talk to XXXX again I'll bash you. You can tell your mother and I'll tell her 
to fuck off as well. ' 

• A number of students of the school were present and hear you threatening Student A and using 
inappropriate and offensive language. 

• Student A walked away and was crying. She reported the incident to a staff member. 
• The staff member took the student to the office to report the incident to administration. 
• At approximately 9.00 am, you were talking to your son's teacher in his C Block classroom 

when the Deputy Principal approached you to discuss the incident. The Deputy Principal asked 
you whether there was an issue with Student A that you need some help with? 
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Form 337 - Template direction about conduct or movement 
Hostile People on School Premises, Wilful Disturbance and Trespass 

• You replied in a very aggressive way, again using inappropriate and offensive language, saying 
words to effect of 'Student C was talking about XXXX and I'm sick of the five fucking girls 
(Students A and C and their sisters) talking about XXXX so I told Student A to tell her mother 
and she could tell her to fuck off because I hate Student A ..... ' 

• The Deputy Principal advised you that your behaviour was inappropriate and that if you have 
concerns regarding a student's behaviour you must raise your concerns with the class teacher 
or principal so that they can be dealt with according to the school's behavioural management 
processes. 

• You then walked away and refused to discuss the incident further. 
• Despite the earlier intervention of the Deputy Principal, at approximately 2. 45 pm later that day 

you again threatened Student A when she was near the front entrance to the school saying 
words to the effect of 'If you go near XXXX, I'll smash you and your sister.' 

[If relevant] Unfortunately, this is not the first occasion that you have engaged in inappropriate 
behaviour on school premises: 

• 
• 
• 
• 
[Delete before printing] Insert details of previous written directions, informal warnings or other 
inappropriate behaviour at any school. 

Review process 
You may apply to have this direction reviewed, under Section 338 of the Act, by writing to: 

Chief Executive's delegate 
Title 
Address of Chief Executive's delegate 

The application for review must state in detail the grounds on which you want the direction to be 
reviewed and your residential address. The application must be received by the Chief Executive's 
delegate within seven days after this direction is given to you. 

If the direction is for fewer than seven days, the application must be received by the Chief Executive's 
delegate before the direction ends. If the Chief Executive's delegate does not tell you the outcome 
of your review within five business days of the application being made, the direction is taken to be 
cancelled . 

Yours sincerely 

Principal name 
Principal 
State School name 
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To be printed on school letterhead 

Date 

Regional Director name 
Regional Director 
Address 
Email address 
Fax number 

Dear Regional Director's name 

Request for s.341 direction 

I am requesting that you support appropriate action being taken under s.341 of 

the Education (General Provisions) Act 2006 against name of person of address 

of person . 

I am of the opinion that s/he has : 

Clearly state the grounds, facts, and circumstances for this request. Refer to 

section 341 of the Act. 

• 

• 

• 

I ask that you support progression of my request to the Director-General [or 

delegate]. 

Please find attached the following information which is relevant to this matter: 

1. An outline/description of incident/s that has triggered this request. 

2. File notes, diary notes, letters and other records from me as Principal and/or 

other person/s relating to this or previous encounters. 

3. Copies of any previous written directions under sections 336, 337, 339 and 

~4Q. _______________________ _ 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
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4. Witness statements. 

5. History of police contact. 

6. Other relevant material. 

Thank you for your consideration of this matter. 

Yours sincerely 

Principal's name 

Principal 

State school name 
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r-orm ,)4·1 - 1 emp1ate l""re11mmary view 1ener ror S . .)4·1 oan 
Hostile People on School Premises, Wilful Disturbance and Trespass 

Date 

Name 
Address 

Dear Ms / Mr/ Mrs Surname 

I refer to allegations that you behaved inappropriately while on the premises of school name on date. 
In respect of this matter, I have been asked to make a direction pursuant to s.341 of the Education 
(General Provisions) Act 2006 (the Act) prohibiting you from entering the premises of the school for 
more than 60 days, but not more than 1 year. 

[Include if decision is being made by the Director-General's delegate] For the issuing of a direction 
under s.341 of the Act, I am the Chief Executive's delegate. 

My preliminary view 
I have formed the preliminary view that I should issue a direction prohibiting you from entering the 
premises of school name. This direction, if given, will remain in force for <insert period greater than 
60 days, not greater than 1 year> after the date on which it is given to you. 

If this direction is given, and you subsequently breach it, your breach will be reported to the police 
and you may be subject to prosecution and a fine of 40 penalty units. Information about penalty units 
is available from https://www.qld.gov.au/law/crime-and-police/types-of-crime/sentencing-fines-and
penalties-for-offences/. 

Preliminary material relied upon 
In respect of my decision I considered the following preliminary material: 
• Section 341 of the Act 
• Departmental procedure Hostile People on School Premises, Wilful Disturbance and Trespass 
• A copy of number of witness statements from school staff / students / visitors concerning your 

behaviour at the school on date of incident 
• [List any other materials related to the incident that occurred on that particular date e.g. e.g. 

OneSchool record of police contact] 
• [List any other previous direction issued to the person] A copy of a direction given to you pursuant 

to s.337 of the Act dated date. 

I have attached a redacted copy of this material for your consideration. 

Preliminary findings of fact 
On the basis of the information supplied to me I made the following prel iminary findings of fact: 
(example of how this section should be completed) 

On the basis of the information supplied to me I am satisfied on the balance of probabilities that: 
• On [date] you attended at XXX School in order to meet with the Principal regarding the 

suspension of XXXXXXX: 
o At approximately 12:45pm, you entered the Administration building and asked to 

see the Principal. When told the Principal was in a meeting, you said "I don't care 
where he is. I'll pull him out". You identified yourself as XXXXX. 

o The Principal was contacted by staff, left the meeting and walked towards the 
administration building to meet with you. 

o You said to the Principal "Your time for talking is over you need to fucking listen. 
You're a fucking dog." 

o The Principal asked you to calm down so that he could discuss your issue with you. 
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o As the Principal walked past you, you hit him in the head from the side and without 
warning and he fell to the ground hitting his head on the concrete. 

o You then grabbed and punched a contractor, Mr A, in the chest who attempted to 
intervene. 

o When the Principal moved inside the administration building, you followed him and 
continued to make threats including "You're a dead man': "I'll take you outside and 
finish you off", "I'll hunt you down like the dog you are and kill you", "You're as good 
as dead if XXXX isn't back at school tomorrow" 

o You repeatedly swore at school staff using the words "fuck" and "cunt" 
o The Principal reports that your actions were witnessed by two contractors and two 

administrative staff. 
o Subsequently you left the administration building and drove away from the school 

in your car. 
o Queensland Police Service was notified of the incident. On XX XX 2013, you were 

subsequently arrested and charged with assault occasioning bodily harm, common 
assault and threatening violence under the Criminal Code. 

o You have been released on bail with conditions that you are to have no contact, 
directly or indirectly, with the Principal, Mr XXXX, a teacher, Ms XXXX and the two 
contractors who were at the school site. 

o Your case is set to be heard in XXXX Magistrate's Court on XXXXX 2014. 
• This is not the first occasion upon which you have engaged in inappropriate behaviour on 

school premises or in respect of school staff: 
o You have previously been issued a s.337 direction by Mr XXXX, Al Principal of 

XXXX State School, on 30 May 2013; and 
o You have previously been issued a s.340 direction prohibiting you from entering the 

premises of XXXX State School by the Regional Director, South East Region, on 9 
October 2013. 

Reasons for my preliminary view 
I have formed the preliminary view that a direction under s.341 of the Act should be issued to you 
because, on the material in my possession (outlined above) and the findings of fact (set out above), 
I am satisfied that unless a direction is given you are likely to: [of the following 3, delete whichever 
is not applicable] 

(a) cause physical harm to, or apprehension or fear of physical harm in, another person when the 
other person is at the premises; or 

(b) damage the premises or property at the premises; or 

(c) disrupt the good order or management of the institution. 

Your submission rights 
This letter is not a final decision. It is intended to give you notice of what I am considering doing and 
affords you the opportunity to comment on my preliminary view, preliminary material considered, 
preliminary findings of fact and preliminary reasons. 

You may make a written submission to me concerning any of the matters outlined in this letter and 
you may provide me with any additional relevant information you think I should consider. Your 
submission must be returned to me by no later than [insert date 10 business days from date of this 
letter] . If you require more time to make a submission, please contact [insert name of subordinate 
officer authorised to negotiate an extension of time with submitter] on [insert phone and e-mail 
information] to discuss an extension of time. 

I will consider any submission you make prior to making my decision. I will proceed to make my 
decision based on the material in my possession, including your submission (if any), as soon as is 
practicable after the date outlined above. 

Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 
http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 2 of 3 

DoE RTI application 193581 - File B: Policy Performance & Planning - Document 192 of 200

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



J 

Yours sincerely 

Director-General's name [OR name of Director-General's delegate] 
Director-General [OR position of Director-General's delegate] 
Department of Education, Training and Employment 

Enc 
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Record of Giving s.339 Direction 

Sample State School-Principal's record of giving a s.339 
direction 

Name of Principal giving direction: _____________ _ 

Name of person given direction: ______________ _ 

Identifying particulars of person given direction (if person is not known to 
Principal): (i.e photograph, confirmation by third party etc): 

When direction given: 

Date: 

Time: 

It was necessary to give the direction because: 

D 

D 

D 

D 

D 

The person/s committed, or were about to commit, an offence at the premises, 
namely: 

The person/s used, or were about to use, threatening, abusive or insulting 
language towards another person at the premises, namely: 

The person/s engaged, or were about to engage, in threatening or violent 
behaviour towards another person at the premises, namely: 

The person/s otherwise disrupted, or were about to disrupt, good order at the 
premises, namely: 

The person/s did not have a good and lawful reason to be at the premises, 
namely: 
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Record of Giving s.339 Direction 

Content of direction (what was said by the Principal): 

Evidence relied upon as basis for direction (insert detail here - what was said / 
done/ observed/ and by whom): 

Signature 

Date 
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'9 Queensland Govemment 

Policy and Procedure Register 
Department of Education, Training and Employment 

School Security 

Version Number 
2.1 

Implementation Date 
19/09/2013 

Scope 
Department-wide 

Purpose 
Identifies responsibilities and recommended strategies regarding security management of 
physical assets in schools. Responds to Departments overall risk management strategy. All state 
schools and other Department of Education, Training and Employment sites, students, staff and 
members of these school communities are affected. 

Overview 
The Department of Education, Training and Employment (DETE) is committed to providing a safe, 
secure and supportive learning environment for its students and school community . This 
comm itment includes welfare of staff and students and protection of property, resources and 
information. 

Security-related incidents can involve significant consequences and impact school operations 
and ultimately, learning outcomes. It is therefore critical that school communities identify and 
manage risks in an efficient manner. DETE will provide schools with advice and support to 
achieve best practice in security management, with solutions that are innovative, suit the 
diverse needs of schools and can function within operational, financial and policy constraints. 

School Security focuses on increasing the ability of the physical asset to restrict or reduce 
crime. See Key Principles for further information . 

Responsibilities 

Infrastructure Services Branch: 

• develop and implement procedures, policies, strategies and guidelines 

Regions: 

• ensure schools implement policy, guidelines and procedures and report security issues to the 
DETE School Security Program 

Principals: 

• Risk Assessment and Planning 

Process 
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Infrastructure Services Branch: 

• develop and operate service level agreement with State Government Protective Security 
Service 

• develop and maintain partnerships with agencies/business units such as Queensland Police 
Service and State Government Protective Security Service that deliver security benefits to 
schools 

• provide services such as alarm system monitoring, alarm responding and security patrols 
• manage delivery of services provided under the School Security Program 
• develop an annual budget submission for school security. 

Regions: 

• develop regional partnerships with agencies/business units such as Queensland Police 
Service and State Government Protective Security Services that deliver security benefits to 
schools. 

Principals: 

• conduct and document a security risk assessment every two years, with additional 
assessments as required 

• implement security risk management strategies to address identified risks and include these 
strategies as part of school's annual facilities planning 

• review strategies each year to ensure school objectives are being met and value for money 
is achieved 

• develop and distribute school security protocols and procedures (as appropriate). 
• day-to-day security management 
• ensure school is fully secured (including all access gates) after hours 
• develop a school culture of awareness of security issues, including reporting of suspicious 

behaviour or potential unauthorised persons on site 
• ensure school has a nominated officer to manage all security issues 
• consult with relevant School Security Advisor prior to installing security surveillance 

equipment 
• ensure that DETE Security Design Requirements are used for all new alarm systems, closed 

circuit television and physical security upgrades 
• complete an End of Term Security Checklist 
• engage security providers and contractors only after consultation with a School Security 

Advisor and in accordance with School Security Handbook 

Personal security: 

• develop systems and processes to ensure that students and staff are protected from harm 
from unauthorised persons on site 

• ensure that school staff do not place themselves at risk by attending to after hours security 
incidents, unless to meet alarm responding agent or repair contractor on site. Alarm 
responding agents should be restricted to licensed security providers and/or Queensland 
Police Service 

• develop procedures to assist with personal security for staff working outside of normal 
school hours, such as cleaners and other staff working late. 

Online Resources 

Forms 

• School Security Forms 

Supporting documents 
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• School Security Guidelines 
• School Security Policy Key Principles 

Review Date 
20/04/2013 

QB 
Definitions 
Not Applicable 

Authority 

• Financial Accountability Act 2009 
• Australian/New Zealand Standard for Risk Management ISO 3100:2009 

Related Policy Instruments 

• Resource Replacement Scheme 
• Equipment Management 
• Health and Safety Incident Recording. Notification and Management 
• Student Protection 
• Risk Management 
• Hostile People on School Premises. Wilful Disturbance and Trespass 
• School Managed Facility Projects 

Attachments 
I@ School Security Policy Key Principles 
@J Interim Page 

Contact 

For further information, please contact: 

Senior Facilities Services Officer 
Emergency and Security Management Unit 
Phone: (07) 3034 6013 

Uncontrolled Copy Disclaimer 
Uncontrolled copy. Refer to the Department of Education, Training and Employment Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. 
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Access to internal information 

If you are an employee of the Department of Education, Training and Employment with access to OnePortal, you will be 
able to access the following information: 

• School Security Risk Assessment and Planning information 

• the School Security Program intranet site which includes access to: 

0 

0 

End of Term Security Checklist 

School Security Handbook 

If you are not an employee of the Department of Education and Training and you wish make an application to access this 
material, please visit the Department of Education and Training's Right to Information website and follow the instructions 
within the webpage. 
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Key Principles 

The key principles regarding school security are: 
• the welfare and best interests of students are paramount 
• Department of Education, Training and Employment will identify risks to students, staff, facilities and information 

from criminal acts and implement strategies to minimise threat 
• Department of Education, Training and Employment will co-operate and work in partnership with other agencies that 

have an involvement in crime prevention 
• school security is a priority of all Department of Education, Training and Employment employees, who will act in 

accordance with this procedural policy 

Identified security risks covered include, but are not limited to: 
• theft/damage of resources due to break and enter incidents 
• malicious damage to inside and outside of buildings 
• arson damage to buildings 
• harm to staff and students from a criminal act, committed by unauthorised persons on site 

The risk of crime against schools is best mitigated when all of the following elements of security philosophy are adopted: 
• All potential major security threats or risks are identified and assessed 
• Schools plan for addressing these risks 
• A holistic approach is taken, including a broad combination of strategies and systems for risk treatment and 

management 
• All members of school community have a part to play in security outcomes 
• There is leadership shown within school community to engage others and drive successful outcomes. 
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HEMSLEY, John 

From: 
Sent: 
To: 

Cc: 
Subject: 

Hi all, 

PARKER, Deanne (dpark39) <dpark39@eq.edu.au> 
Thursday, 20 October 2016 7:50 PM 
HOWELL, Glenn (ghowe31); VERSTEEGEN, Peta (pvers1); GARDENER, Robyn 
(rgard26) 
Luis, Hine; MUNSON, Corey (cmuns1) 
Feedback re lockdown today 

Just need some clarification around the all clear for lockdown as we followed the below today 

ALL CLEAR SIGNAL 

• The all-clear signal will be a TWO TONE SIREN {and 
accompanying PA announcement). 

• Emergency rolls are to be collected from the sub-school office. 
• Junior school: Teachers are to phone relevant Deputy Principal regarding number of students present 

in class: 
o P-3 contact 602 or if unavailable contact 620 or 630 
o 4-6 contact 605, or if unavailable contact 620 or 630 
o Specialist Staff contact Junior Office on 620 or 630 with names of student in their care. 

• · Secondary school students will report directly to their pathways class for roll mark of the 

emergency roll {ID Attend roll) . 
• Teachers with same pathways class can send student to collect ID Attend roll from central 

administration. 
• Secondary students remain in their pathways class until the next scheduled lesson or break. 

2 clarifications needed: 
We heard the two tone siren no problem at all. The message to classrooms was to keep students in class until end of 
day (we could not hear this in junior admin but was heard in classrooms) . The all clear was not a PA announcement. 
Only a couple of teachers collected emergency rolls. 
Not all teachers called office to advise of students present 

Thanks 

De Parker 
Assooate "rinc1pal 
P-2 reaching and Learning 

dparl(39 °.eq.edu.ou 
Ex! 635 

~:;:;.~ucsc 
~ --~ 
• Queensland Govemm~nt 

----------------

Upper Coomero State College 
137 Reserve Rood. 

Upper Coometa OLD. 4209 
Pli: jOl) 55 807 555 

55807 

Learning Pathways to the Future 

CRICOS Provider Code: 00608A 

1 
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This message (including attachments) is intended for the addressee named above. It may also be confidential, 
privileged and/or subject to copyright. If you wish to forward this message to others, you must first obtain the 
permission of the author. If you are not the addressee named above, you must not disseminate, copy, communicate 
or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality 
attached to this message is not waived, lost or destroyed because you have received this message in error. If you 
have received this message in error please notify the sender and delete from any computer. Unless explicitly 
attributed, the opinions expressed in this message do not necessarily represent the official position or opinions of the 
State of Queensland or the Department of Education, Training and Employment. Whilst all care has been taken, the 
Department of Education, Training and Employment disclaims all liability for loss or damage to person or property 
arising from this message being infected by computer virus or other contamination. 
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JV\ y H R Emergency Drills 

Overview 
This document provides a step-by-step guide to recording Emergency Drills 
in the MyHR Workplace Health and Safety application. 

The Emergency Drill function in the MyHR Workplace Health and Safety 
application is used to record information relating to the types of Emergency 
Drills that are required to be undertaken at specified intervals by all DET 
facilities. 

The information in the Emergency Drill fields is used to identify the level of 
emergency preparedness and management of the site, to ensure consistent 
evacuation or response times and encourage best practice in the way the 
work area performs their Emergency Drills. The completion of this record 
also qualifies as the external copy of evacuation practices required to be 
held under fire safety legislation. 

Emergency Drill examples include: 

• Alarm Testing , 

• Evacuation Drill Scenarios; and, 

• Lockdown Drill Scenarios. 

The Emergency Drill function provides the capability to record the essential 
details of an emergency drill with the option to attach related data such as 
reports, information and photographs, etc. through the use of File 
Attachments. 

The Actions field allows for the allocation of remedial actions to individuals 
that follow up on any issues identified as a result of the Emergency Drill. 

Page 1 of 4 Version 2 

For example this may be reviewing the location of equipment (i.e. trolleys, 
boxes, etc.) that are limiting access to firefighting equipment. 

Create an Emergency Drill Record 
• Go to Main Menu > Workspace>Emergency Drill > Emergency 

Drill 

• Click the O New toolbar button 

Actioo Management 

Administration 

Claims Management 

Add New 

Do you need to add a 
this. 

Add New Incident 

Add New Hazard 

C-Omm,ttee Meet111g Management • Add New Student 

Mni!MM¼-Mi I Emergency Dnli I 

A New Emergency Drill Record will display. 
I Ho1Tia Emergency onn • 

+ Emeii,enc,Dnll 

f.me,QC>r>evOnll 

OrilllD\~Ofl-11 

o.mco&,..., ... . 

$pKll11: t oc,n100 

1, .M•i 

!iu.r1lme(l4hourHH:- J ' 

Typ111f0fill ' 

II Ol 

End h m11 (Z4 hO<lf tlH:MM) • 

[9 

~s.n X o-e AP,...i 

• I:. 

[9 
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,v1 HR Emergency Drills 
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The Drill ID field generates once the record has been saved . 

(9 

The Drill Coordinator field is where you enter the name of the person 
who is responsible for the coordination of the drill. This would usually 
be the person nominated within your Building Fire and Evacuation 
Plan as the Evacuation Coordinator for your facility or site. 

• Any departmental staff members can create an Emergency 
Drill record. 

• Use the search function to capture the name of the Drill Coordinator. 

• Indicate the Drill Location by using the search function. This would 
be your normal work location. 

• The Specific Location field is used when only part of the site was 
involved in the drill or where you are conducting a drill within a 
specific part of a location that requires an additional Emergency Drill. 
For example the Science Lab. 

Page 2 of 4 Version 2 

• The Drill Date field allows you to choose the date that the drill 
occurred. 

• The Start Time field is where you record the time of public 
announcement of the drill. 

• The End Time field is where you record the time that the drill scenario 
was completed. For example when all participants are safely 
accounted for. 

• The Type of Drill field is used to indicate what type of drill was carried 
out. For example, Alarm Testing , Evacuation or Lockdown. 

• The Drill Scenario Description field is where you are required to 
describe the emergency scenario used in the drill. For example, a 
simulated chemical spill in the science lab. 

• The Emergency Response Team field is where you are required to 
identify emergency team members (e.g. wardens) required to manage 
the drill. If you have additional staff members tasked with the 
evacuation of persons with the special needs (e.g. evacuation 
buddies) they could also be listed here. 
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The Staff Observers field is where you are required to record the 
details of the staff members that have been nominated as specific 
observers of the drill. (For further information, see the Emergency 
Drill Observation Section of this document). 

The Other Observers field is where you are required to record the 
details of any Observers that do not work for the department. For 
example Fire Safety Officers from the local Fire Station. (For further 
information, see the Emergency Drill Observation Section of this 
document). 
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• The Emergency Drill Observations sub form is where you record 
the observation details of any staff or other observers of the Drill. 

o (For further information, see the Emergency Drill 
Observation Sub form section of this document). 

• The Summary of Outcome I Debrief field is where you are 

• 

• 

• 

• 

• 

• 

• 

required to record a basic summary of the drill outcomes including 
items such as feedback received, main points to note and any 
points to address. 

The Date of Next Drill field is where you are required to pick the 
date of the next drill. 

The File Attachments field is where you are required to attach any 
electronic documentation that relates to the drill performed. 

The Actions field is where you are required to record the details of 
any actions that are required to be dealt with in relation to the 
current drill. · 

The Finalise this record field is where you are required to indicate 
that the drill has been finalised after all information has been 
entered and any relevant documentation has been attached, any 
actions have been dealt with and all observation entries have been 
entered. 

Choose 'Yes' only after the record details have been completed, 
including that all observation sub forms have been added to the 
record . 

Click 'Save' to save the record . 

Once an Emergency Drill record has been finalised and saved it 
can no longer be edited. If a finalised record requires editing, you 
will need to make contact with the MyHR Helpdesk for assistance. 
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MyHR Emergency Drills 
Emergency Drill Observation Sub form 
\~ 

Emorg1ncy D11U OC>strvation 

Oblien11tionl0(~011 a.,,,e) 

SlatfC*ltm'er 

• t , 

OtlaQQaener 

ObeervationOeac:~tklfl · 

O~rvationDdatb 

R«ommend.bonl 

C<W>Cel t C~lopoe 

1. The Observation ID field generates once the record has been 
saved . 

2. The Staff Observer field is where you are required to record the 
details of the staff members that have been nominated as specific 
observers of the drill. Use the search function to capture the name 
of the Staff member required. 

A new Emergency Drill Observation form needs to be completed 
for each individual that acted as an Observer for the Emergency 
Drill . 

Page 4 of 4 Version 2 

3. The Other Observer field is where you are required to record the 
name and details of any people external to the department that 
acted as observers of the drill. 

4. The Observation Description field is where the Drill Observer is 
required to record a basic summary of their observation. 

5. The Observation Details field is where the Drill Observer is 
required to record a detailed description of what they observed 
during the drill. 

6. The Recommendations field is where the Drill Observer is required 
to record any recommendations that they may have in relation to 
improving the Emergency Drills carried out in the future. 

7. Now click 'Save' to save the record. 

Remember to attach any supporting documentation received from 
the Drill Observers in the File Attachments field. 
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CREATING A DRILL RECORD 

From OnePortal homepage, access Quick Links from near top of right hand corner and select MyHR WH&S. Click 'green' button and the following screen should 

open - MyHR WH&S home page. 

I a _ -~ _;,,.. .,.,u.dd,l~~---~1fU .. All-,0 ~ p • i, C:. ~, fJ ~ .. ~~_l)(ft 4' lKcnMdfouiseby0U • ,-~-~~·_co..., 
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Views -..,_ ..,__,, .. 
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lfllt.,._ W.efll¼•&lsC'I--- .....,.._,._,,....."W__,,.. IIO J(IVUII.., 
-.c.nt•KIIJIIOCll,M~ .. 'Ma~' ..-,._...OlllhldtwndlOtolMta-.lft 
~ .. ....., .... ....,. ....... ~ ......... --~-~.,. 
llltMM•1..-. Vo-JUfl~---~Wonpllel..,_lflOS.,.,"91nUNfllllftl;I 
,-..._.._ - DOH0li,,,et11t1s Nd! ""*"'°"YOMl'bt..,. •21- to,<M .,._ 

h~•tdkt!ppolt~ 

M,-NMWH$*W'IMCII 

~VfiSIOftl0161 

Add New 

Ool"Ol,l .......... ,_...1 ...... ~~----------A.IM __ ......_, ... ,.., 

Reports & Graphs 

0o,-. ... ton.aorpm1:•~or.,_1,.._...,. .... __...,._IO.._J'Cll,IIDl'lt,._JOU --~lllfDitWAtlc:iott 

1\"alnlng and Support 
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• Queensland 
Government 

Mam Menu 

Favourites 

Locabon Hierarchy 

Locauon Ltsl 

Location Role 
Matmenance 

Favourites 

All Committees 

Incident List 

Incidents by Incident Type 

lnjunes by Cause of ln1ury 

Locatmn Hierarchy 

Locailon List 

locallon Role 
Maintenance 

Locations with no Officer m 
Charge 

Open Meetings 

Click on Main Menu at left hand side of the MyHR WH&S home page. 

Views 

My Actions 

My Incidents 

My Hazards 

Messages 

This ~Home·' screen has been updated. Instead of the previou5 'We 
access each module through the ·Mam Menu• wtlich appears on th 
Selecting thrs menu wi• d!Spfay the same mformatlon as previousty 
the same as before. You can navig ate around MyHR WOO::j:Mace Ht 
Please note: - DO NOT use 1) the ·back' button on your btowser. o 

Training and Support p,age 

MyHR WHS tactsheets 

• Move mouse pointer over Workspace 

Action Management 

Administration 

Claims Management 

• 
• 

When sub-menu opens, move mouse over Emergency Drill 

Then when next sub-menu opens, click on Emergency Drill 

My Actions 

My Incidents 

My Hazards 

Messages 

Committee Meeting Management ~ 

Risk Register 

student First Aid 

Emergency Drill 

This "Home" screen nas Deen upaate<l . tnstea<l ot the previous ·workspace' tab, you can now 
access each module through the 'Main Menu• which appears on the left hand side of this screen. 
Se~ting this menu wil display the same intonnation as previously and aH cascading sub menus are 
the same as before. You can navigate around MyHR W°"'place Health and Safety using this menu. 
Please note: - DO NOT use 1) the 'back' button on your browser, or 2) the 'Log Out' button. 

Tr,ain,inn 11nri t:unnnrt n'llo.ne 

R 

Do 
nee 
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Once the drill page opens, select 'New' on the upper right hand side of page: 

~ New , Edit 1J Delete a:. SaveAs 9 Pin A Print 
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Emergency Dlill 

Drill ID {generated on save) 

Doll Coordinato, • 

Drill Location • 

Specihc location 

Dnll Date • 

)[, ,,,1 

Start TUile (24 hour HH:MM) ~ 

h 

Type of Drill * 

Drill Scenario De.criptlon 

Emergency Response T earn 

Surname 

,-

Staff Observers 

Surname 

t 

Ottier Observers 

EmeJgency Drill Ob.eNations 

Obaervation ID 

Given Names 

Given Names 

1!111 llil 

0 

Employee IDs Gender 

Employee IDs Gender 

Observer 

Roles 

Roles 

End Time C24 hour HH:MM) • 

HHMM 

Location, 

locationa 

Observation Description 

1. After selecting 'New', the above should open 

2. Enter details as required -yellow text fields indicate mandatory field 

3. There is more to enter if you scroll down the page 

o Upload documentation, etc. 

• t:, 

• t:, 

Delete 

Deleie 

4. Once you have entered all information, remember to hit 'Save' - either here or at the top 

of page 

"' 

0 
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HEMSLEY, John 

From: 
Sent: 
To: 
Subject: 
Attachments: 

Follow Up Flag: 
Flag Status: 

VERSTEEGEN, Peta (pvers1) <pvers1@eq.edu.au> 
Sunday, 23 October 2016 8:54 PM 
HOWELL, Glenn (ghowe31) 
Re: Emergency and Critical Information Document 
Emergency and critical incident management - 1.pdf 

Follow up 
Flagged 

I reduced the file size so I could email it to you tonight. Not sure I will get there and have it uploaded before 
you need it at 8am. 

Peta Versteegen 
Stage A STLaN 

pvers 1@eq. edu. au 

Ext: 787 

-~~ ucsc 
~ ·~ 
~ 

Upper Coomera State College 
137 Reserve Road 

Upper Coomera, QLD, 4209 

Ph: (07} 55 807 555 

Fax: (07) 55 807 500 

11- Learning Pathways to the Future 

From: HOWELL, Glenn (ghowe31) 
Sent: Sunday, 23 October 2016 3:57:56 PM 
To: VERSTEEGEN, Peta (pversl); GARDENER, Robyn (rgard26) 
Subject: RE: Emergency and Critical Information Document 

Thanks Peta, 

I'll grab a copy early Monday morning if possible as I w ill include this in the aud it files that I'll supply to the audit 
team around 8am. 

BTW - I believe we shou ld put the changes out for one week's consultation . What do you think? It may prompt 
people to review their roles also! 

Kind regards, 

Glenn 

1 
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Glenn Howell 
Business Services Manager 

grtowe31 '@eq.edu.au 
Ext: 510 

Upper Coomero State College 
137 Reserve Rood 

Upper Coornero. OLD, 4209 

Pl1: [Oll 55 807 555 
Fox: /07) 55 807 500 

www.uppercoomerasc.eq.edu.ou 

,, ~~ucsc r- -~ 
·-
• Queensland Government 

Leaming Pathways to the FutLJre 

..,ETE 1r1terna1iono1 [!roding os 
Education Queensland International) 

CRlCOS Provider Cooe: 00608A 

This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination. 

From: VERSTEEG EN, Peta {pversl) 
Sent: Sunday, 23 October 2016 3:27 PM 
To: GARDENER, Robyn (rgard26) <rgard26@eq.edu.au> 
Cc: HOWELL, Glenn (ghowe31) <ghowe31@eq.edu.au> 
Subject: Emergency and Critical Information Document 

Hi Robyn and Glenn, 

I have finished the updated and latest version of the Emergency and Critical Information 
Document. There will need to be some changes made after we make those folders etc, 
but the main things and the staff lists are added. 
I can't email it as the file is too big even in PDF. 
I will place it on OnePortal etc and let you know where to find it on Monday. 

Robyn, it should be right to print off etc. 

Then we just need to notify staff of the changes etc. 
Now, onto my classroom/teaching work .... happy Sunday! 

Cheers! tJ 

Peta Versteegen 
STLaN/WHSA 

pversl@eq.edu.au 

Ext: 787 

2 

Upper Coomera State College 
13 7 Reserve Road 

Upper Coomera, QLD, 4209 

Ph: (07) 55 807 555 
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~~ ucsc r- ~ · - Leaming Pathways ro the Future 
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EMERGENCY AND CRITICAL INCIDENT 
MANAGEMENT PLANNING POLICY 

For 

Upper Coomera State College 

October 23, 2016 vl.1 

Pagel 
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Fire and Evacuation 

Procedures 

Roles and Responsibilities/ Checklists 

Evacuation map & Building Map 

Lockdown 

Definition and clarity 

Roles and responsibilities 

Out of school hours lockdown procedure 

Critical incident management 

Accident/injury 

Assault 

Bomb Threat/ Suspicious mail 

Disappearance or removal of student 

Building structure collapse 

Fire 

Hazardous Materials 

Heatwave 

Tsunami 

Critical Incident definition 
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FIRE AND EVACUATION PROCEDURES 

IN THE EVENT OF A 

WILL SOUND. 

IN THE EVENT OF A 

Teachers are to direct students to: 

• All leave the room and supervise the walk to the meeting point via evacuation route (walk 
behind the group to collect stragglers moving between classes, in toilets, etc.) 

• No Bags are to be taken. 

• Lock doors and windows upon leaving the room where appropriate. 

• Assemble (see attached diagram of oval) 
o In separate Sub-schools (Senior, Advancement, Stage B, Stage A) 
o Alphabetical order (of classes e.g. Ala, Alb, Ale ... ) front to back 

• Collect fire/evac roll from HOY/HOD/HOC/Admin officer on oval 

• Teachers need to ensure their class is in a neat line and silent. 
o This allows wardens to quickly and easily identify if someone is missing (from their 

position in front of assembly) and allow CSO's/teachers, etc to ascertain whether 
students have left early, on excursion or genuinely missing on campus, thus 
triggering a search. 

• A class must remain standing until teacher has accounted for every student in that class. 
o If there are discrepancies 

• Report discrepancies to your Sub-school Deputy Principal (Yellow hat) 
immediately. 

• Return to actively supervise your home group. 
o If there are no discrepancies: 

• If all students have been accounted for, seat your class and report to Sub
school Deputy Principal (Yellow hat). 

• Return to your class and keep them as settled as possible and wait for the Chief Warden 
(Red helmet) to give the ALL CLEAR. 

• Teachers must be situated, where practicable, at the head of their class for the duration of 
the procedure. 

The Chief Warden is the only person who can give the "ALL CLEARn signal. 

Page3 
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• Follow Chief Wardens' instructions to dismiss students safely. 

• Report any issues you encountered to the WHS officer at your earliest convenience for 
continual improvement in procedures. 

CJEi 
1,47!-X1!> ---===,,...--

5enior School a ligns according to class 

E1 a llocations on s ide of wa lkway. Ad min/ 
wardens assemble in-goa l area 

76 ~ ... ~ 

Basketball Courts Grassed a rea ad t>ini. 
courts 

TEACHERS: 

Sports Ce ntre 

1. Class group teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and mark 
accurately. 

2. Class must remain standing until teacher has accounted for every student in that class. 
3. Teachers need to ensure their class is in a neat line and silent (refer to Map). 
4. Once all students have been accounted for, seat your class, return the roll to the Deputy 

Principal (or delegate) and get yourself signed off. 
5. Return to your class and keep them as settled as possible and wait for the Chief Warden 

(Red helmet) to give the ALL CLEAR. 
6. Follow Chief Warden's instructions to dismiss students safely. 

SPECIALIST STAFF: 

1. Report to the Sub-school Principal (blue helmet) at the Meeting Point to be accounted. 
2. Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 
3. Assist in crowd control (maintaining silence and attention toward Ch ief Warden) . 

STANLEY ADVANCEMENT TEACHERS (SAC) AND CSOS: 

1. Support SEU student/s to meeting points and their roll/home class. 
2. Inform roll/home class teacher/s of any student whom you will be supervising in the SEU 

meeting area. 
3. Report to SUB SCHOOL HOSES (green helmet) to mark themselves as present. 
4. Assist with supervision of SAC students within their roll/home class or within the SEU 

meeting area as required . 
5. Follow Chief Warden 's instructions to dismiss students safely. 
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STUDENT WELFARE TEAM AND EQ SPECIALIST SERVICE PROVIDERS 

1. Report to HOSES (green helmet) to mark themselves as present. 

csos 
JUNIOR SCHOOL/SENIOR SCHOOL: 

1. Report to your sub school Principal (blue helmet) at the Meeting Point to be accounted 
2. Return to sub-school area to assist with student supervision until Chief Warden's all clear. 

OTHERCSOS: 
1. Report to HR Manager/BSM at the Meeting Point (under goal posts) to be accounted 
2. Assist with student supervision until Chief Warden's all clear. 

VOLUNTEERS/ PARENT HELPERS/ RELIGIOUS INSTRUCTION TEACHERS/VISITORS: 

1. Report to the BSM/HR Manager (white helmet) at the Meeting Point (under the goal posts) 
to be accounted. 

2. Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 

Pages 
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FIRE AND EVACUATION ROLES AND RESPONSIBILITIES 

HOSES: 

1. Don a green helmet and high visibility vest. 
2. Take checklist of all SAC teaching staff, student welfare team, EQ specialist staff to 

meeting point (SUB SCHOOL) and check off roles. 
3. Cross check with fellow HOSES to ensure all staff are accounted for. 
4. Check off rolls and inform Chief Warden 

HOCS/HODS: 

1. Don a green helmet and high visibility vest. 

2. Check designated buildings and report they are clear to Principal (Blue helmet). 
3. Supervise roll marking and assist with crowd control. 

DEPUTY PR! f\JCI PALS : 

Yellow Helmet 1. Don a and high-visibility vests. 
2. Have your checklist with you: 

a. Class lists, staff lists, TRS lists, excursion lists. 
If there are no roll discrepancies 

• Collect all stage rolls from home teachers when marked, tick them off your 
checklist, return rolls and inform the Warden (Principal - Blue Helmet) that 
all is clear for your stage. 

If there are roll discrepancies 

• Report discrepancies to the Sub School Warden (Principal - blue helmet) 
immediately, cross reference excursion lists, early departures, or instigate 
search. 

WARDENS (PRINCIPALS OF SUBSCHOOLS): -

1. If the Chief Warden is away, the Senior School PRINCIPAL takes over their duties. If 
the Senior School Principal is away, The Junior School Principal takes over their 
duties, with assistance from the BSM. 

2. If Deputy Principals are away, the PRINCIPAL takes over their duties also. 
3. Don a blue helmet and high visibility vest for identification. 
4. Report to Meeting Point with checklists. 
5. Receive reports from HOCS/HODS that designated buildings have been checked. 
6. Receive reports from DPs that all students and staff have been accounted for. 
7. Report to Chief Warden when all accounted for. 
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CHIEF WARDEN/ DEPUTY CHIEF WARDEN- (EXEC PRINCIPAL/ PRINCIPAL/ WHSA) 

{Checks 000 has been contacted or rings 000) 

1. Don a red helmet and high visibility vest for identification 
2. Note the time at the start of alarm. 
3. Take a megaphone to assembly area and checklists. 
4. Receive reports from Sub-school Wardens 
5. Inform Fire Department of discrepancies/ instigate searches. 
6. Tick off checklist as groups are accounted for. 
7. Give ALL CLEAR when everyone has been accounted and all building reports have 

been made. Dismiss assembly in stages. 
8. Complete an evaluation (including time taken) 

When all concerned are accounted for, and/or the fire 
department gives the signal, the Chief Warden will give the 
"ALL CLEAR" signal to return to normal duties. 

Teachers will supervise their students back to class. 
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I POSITION (Helmet Colour) I 

Principal/ Associate Principal 
• Junior School 
• Senior School 

Deputy Principals (or Principal) 
• Junior School Stage A 
• Junior School Stage B 
• Senior School (10, 11,12) 
• Senior School (7, 8, 9) 

Behaviour Teacher Junior School 

HOC Junior School 

HOD - Junior Secondary 
HOD- Senior School 
HOD - Senior School - English 
HOD - Senior School - Teaching & Learning 
HOD - Science 

HOD-IDT 

RESPONSIBILITIES and DUTIES 

• Chief Warden (Checks that 000 has been made.) 

• Takes checklist, megaphone, and starts timer (in the case of a drill). 
• Assign Principals to release students in an orderly manner once "All Clear" has been given . 

• Sub-school Wardens - blue helmet, high visibility vest and checklist (building checks, staff, excursions, etc) 

• Receive reports from HOCS/HODS that designated buildings have been checked 

• Receive reports from DPs that all students and staff have been accounted for. 
• Contact Chief Warden once sub-school all clear or instigate search with Chief wardens discretion. 

• Release students in an orderly manner once "All Clear" has been given from Chief Warden. 

• Wear Yellow Helmet and high visibility vest. 

• Take checklists classes, class teachers/ home groups and excursion lists. 

• Organise teachers to coordinate students into orderly lines based on Home/ class groups. 

• Distribute and receive completed class roles from home/class teachers. 

• Cross reference missing students against leaving early, SEU lists, sick bay and excursions lists. 

• Report to Sub-school_ Warden (Principal) to give all clear or advise of missing students/class teachers . 

• Check Emu (B block - Building 11), Echidna (C block - Building 12), T2 (Building 62) T4 (Building 25), TS (Building 22) & T6 
(Building 62), E Block (Building 63), then report to Junior Principal at meeting point. 

• Check Possum (H block - Building 19), Tuckshop toilets/canteen (Buildings 33,42), Sugarglider (I block - Building 20), Jabiru (D 
block - Building 30), Jaegar (F block - Building 35 - Upstairs from Advancement) and report to Junior School Principal at 
meeting__p_oint. 

• Check PAC (Buildings 18, 71, 72, 73) and report to Senior School Prin_cipal at meeting_point. 

• Check Staffroom One including toilets (Building 31) and then report to Senior Sc_hool Principi3I_at meetin_Bp_oint. 

• Check Staffroom Two including toilets (Building 15), then report to Senior School Principal at rr,_eeting point. 

• Check Waters Creative Arts block (W Block - Building 34) and report to Senior School Principal at meeting point. 

• Check Clark Centre (Q Block - Building 28) upstairs and Senior Canteen and toilets (Building 2) report to Senior School Principal 
at meeting point . 

• Check Bradfield Centre(R Block- Buildings 27 and area 67 ) and Q downstairs (Building 28) and report to Senior School Principal 
at meeting point 
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HOD-Arts 

HOD - IT /Business 

HOD - Maths 
HOD- Humanities 

HOD • - - Library 

HOD Senior School - HPE 
HOSES - Advancement Centre 

Junior HOSES 
Senior HOSES 

TA4 - Advancement 

Special Education Staff 

• Check Music Blocks including toilets and Jane Rutter (Kand M Blocks - Buildings 10 and 17) and report to Senior School Principal 
meeting point. 

• Check N Block (Samuel Griffiths (Building 5) including toilets/ kitchens and Fensham Toilets and report to Senior School Principal 
at meeting point. 

• Check Fensham Building (V Block- Building 29) and report to Senior School Principal at mee!ingpoint. 

• Check Jakaara (J Block- Building 13) Studies block and Jakarra toilets (Building 14) and report to Senior School Principal at 
meeting point. 

• Clear Library (Block L- Cowan Information Centre) including store rooms and toilets (Building 8) report to Senior School 
Principal. 

• Lock library and repo_rt to Chief Warden to give building all clear. 

• Check Sports Centre including toilets (Building 16) and T7 (Building 59) and report to Senior School Principal at meeting__i:>_oint. 

• Don a green helmet and high visibility vest. 

• Take checklist of all SEU staff and CSOs for sub-school. 

• SENIOR HOSES Take SEU register of all visitors, volunteers and casuals and give to BSM. 

• SENIOR HOSES Check off student welfare team 

• Report to Chief Warden when all sub-school teachin_g_ staff and CS0s are accounted for. 

• Check Advancement Building including toilets and playgrounds (Building 46) and report to Chief Warden that building is all 
clear. Rep_ort to Senior HOSES to be accounted for. 

• Support SEU student/s to designated meeting place Junior/Senior 

• All SEU teachers neecl to be accounted for by Sub School HOSES (green helmet), who will then inform Chief Warden. 
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BSM 

IT Dept. 

HR Manager 

WH&S Adviser based in Central Admin 

WH&S Advisor for Junior Admin 

Finance Supervisor/Manager 

Canteen Manager/Coordinator 

Uniform Shop Manager/Coordinator 

Central Administration Front Counter 
Officers 

• White Helmet and high visibility vest 
• Co-ordinate with emergency services on arrival. 
• Stand in front of goal post on northern side of oval to mark off visitors, volunteers and casuals (refer HR manager role re 

accounting for non teaching staff not covered under teaching reporting lines) 

• Report to Chief Warden that your non teaching staff/visitors/volunteers/casuals are accounted for (HR Manager will advise you 
of all clear for Central Administration Building and role marking status of non teaching staff) 

• Report any discrepancies to the Chief Warden . 
• Collect visitors, volunteers and casuals re_g_ister(s) 

• Collect previous nights back up from server. 

• Report to HR Manager to be accounted for. 

• White Helmet and high visibility vest 
• Gather all non teaching staff lists and regional office (excluding CSOs reporting under their educational line) 
• Stand in front of goal post on northern side of oval and mark off all non teaching staff 

• Report any discrepencies to the BSM. 

• Check Central Administration building is all clear and close doors to individual offices once checked . 
• Assist with the evacuation and co-ordination of Senior School evacuation . 

• Assist with the evacuation and co-ordination of Junior School evacuation . 

• Ensure all tills are LOCKED before leaving the building 

• Turn off all cooking equipment. 
• Ensure all tills in both Senior and Junior Canteen are LOCKED before leaving the building. 
• Take Canteen register of all visitors, volunteers and casuals and give to BSM for checking off. 

• Report to HR Manager to be accounted for. 

• Ensure all tills in the Uniform Shop are LOCKED before leaving the building 

• Report to 1-lR Manager to be accounted for. 

• Parent Counter Administration Officer: 
• Inform any visitors that are in the Central Administration foyer or occupying the Conference room that there is an emergency 

evacuation and request them to quickly but calmly leave the building and congregate at the front entrance to the school 
grounds (Reserve Road Main Entrance) 

• Lock front doors to Central Adm in 
• Collect sign in, sign out books and hand to BSM, whist advising you are accounted for. 

• Go to the Reserve Road Main Entrance (as per any visitors as outlined above) and await all clear. 

• Student Counter Administration Officer: 
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Junior Administration Officers 
(front counter) 

• Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 

• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point 

• Proceed to non teaching staff meeting point on the northern side of the oval 

• At the end of the evacutation, advise the Parent Counter AO at the Gate 2 entrance 

Parent Counter Administration Officer: 

• Collect visitors, volunteers and casuals register(s) and give to AO 

• Inform any visitors that are in the Junior Administration building that there is an emergency evacuation and request them to 
quickly but calmly leave the building and congregate in the car park at the front entrance to the junior school grounds (Gate 3) 

• Advise Student Counter AO that you are safe and going to the car park at the front entrance to the junior school grounds, Gate 
3 (as per any visitors as outlined above) 

Student Counter Administration Officer 

• Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 

• Collect visitors, volunteers and casuals register(s) and give to BSM for marking off 

• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point 

• Proceed to non teaching staff meeting point at the goal posts on the northern side of the oval (remembering to advise HR Mgr 
that the Parent Counter AO is safe and at Gate 2. 

• At the end of the evacuation, advise the Parent Counter AO from the Gate 3 entrance. 
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Student Services Officer 

Junior School 

Workplace Health & Safety Officer 

Facilities Officers 

Cleaners 

Specialist Staff 

CSO's 

All non teaching staff, visitors, contractors, 
volunteers and casuals 

Teaching Staff 

• Collect excursion lists, form rolls and hand out to senior staff from Chief Warden position in front of assembly area. 

• Disperse rolls and collect rolls 
• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Collect rolls, leaving early book, excursion lists, and lock Central Administration block. 

• Take Home Group rolls to meeting point 
• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Collect leaving early book, excursion lists, (refer Junior AO's above) and lock Chisholm Administration block. 
• (refer Junior AO's above)Take Home Group rolls to meeting point 

• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Work with the Chief Warden for an "ALL CLEAR" 

• Lock facilities/grounds sheds 
• Facilities Manager to Gate 1 (sports centre main gate) to stop entering traffic other than emergency vehicles. and Groundsman 

or other Facilities Officer to Gate 4 Chisholm Carpark. 
• Groundsman or Factilities officer to meet HR Mgr at the goal posts on the Northern side of the oval and inform of HR Manager 

that all Facilities staff are accounted for. 

• Lock away any equipment/consumables in cleaners cupboards if it is safe to do so 
• Proceed to non teaching staff meeting point at the goal posts on the norther side of the oval 

• Report to the Sub-school Principal (blue helmet) at the Meeting Point to be accounted. 
• Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 

• Assist in crowd control (maintaining silence and attention toward Chief Warden) . 

• If on class, assist with the supervision of the class to the Meeting Point 
• Report to your sub school Principal (blue helmet) or HR Manager (white helmet) to be accounted for. 
• Return to Sub-School area, to assist in crowd control until given "All Clear" by the Chief Warden . 

• Proceed to non teaching staff meeting point (goal posts on the northern side of the oval) where you will be marked off one of 
the following roles as appropriate: 

• Non teaching staff 
• Visitors, volunteers, casuals 

• Class group teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and mark accurately. 
• Class must remain standing until teacher has accounted for every student in that class. 
• Teachers need to ensure their class is in a neat line and silent (refer to Map) . 
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\. 

• Once all students have been accounted for, seat your class, return the roll to the Deputy Principal (or delegate) and get 
yourself signed off. 

• Return to your class and keep them as settled as possible and wait for the Chief Warden (Red helmet) to give the ALL CLEAR. 
• Follow Chief Wardens' instructions to dismiss students safely. 

.. lflllP 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 33 of 220

Released under th
e RTI A

ct b
y D

oE



Upper Coomera State College 
Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY THE 

CHIEF WARDEN 

0 Upon notification of a fire or need for evacuation, sound the alarm and 
ring 000 (if not a drill) 

0 Collect loud haler, Red helmet, vest and school phone 

0 Stand visibly at meeting point 

0 Using loud haler to keep students calm and quietly seated 

0 Collect rolls from Stage Wardens when completed and mark off checklist 
to ensure that all stages are "Clear" - see attached 

0 Roll discrepancies will be reported to you by the Stage Wardens - check 
leaving early book and sick bay book- held by Administration Officers 

0 Complete checklist as allocated staff report to you - see attached 

0 Inform the Fire Department immediately if anyone is not accounted for 

0 Give the "All Clear" signal when safe to return to rooms and instruct 
staff to supervise students back to class 

No one is to move until the Chief Warden signals "All Clear" 

PRINCIPAL - SENIOR SCHOOL 
@Assume responsibility of Chief Warden if the Executive Principal is not in the college 

BSM 
@Assume responsibility of Chief Warden if the Executive Principal and Principal of 

Senior School are not in the college 
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Chief Warden Checklist 

D Have Red Helmet, High visibility vest, loudspeaker and checklists 

D Start the stopwatch (in the case of a drill) 

D BSM 
D Non teaching staff 

D Visitors/ Casuals/ Volunteers 

D Canteen x 2, uniform shop - locking of tills 

D Central Administration Building 

D SUB-SCHOOL WARDENS (Principals, HOSES) 
o All BUILDINGS clear 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 

D Information Services Centre 

D Sports Centre 
o All STAFF accounted 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 
o All STUDENTS accounted 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 

D NOTIFY FIRE DEPARTMENT OF MISSING STUDENTS/STAFF IN THE EVENT OF 

REAL FIRE. 

D Stop the stopwatch when all accounted . 

&i&l.fii•Mil4i·-----

Pagels 
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STAGE WARDENS (Principals/Deputy) Checklist · 

JUNIOR 
D PREP A D lA D 2A D 3A D 4A D SA D 6A 
D PREPB D lB D 2B D 3B D 4B D SB D 6B 
D PREPC D lC D 2C D 3C D 4C D SC D 6C 
D PREP D D 1D D 2D D 3D D 4D D SD D 6D 
D PREP E D lE D 2E D 3E D 4E D SE D GE 

D lF D 3F 

D All classes are accounted for. 

D All Junior Buildings are clear (as below) 

. 
First Building - Evac Building 

Surname Name Number Checks Toilets/Canteen 

11, 12, 62, 25, B, C, T2, T4, TS, 
Bailey Nigel 22,62,63 T6,E 

19, 33, 42, 20, H, Chisholm 
McCabe Andrew 30,33,35,42 Canteen, I, D F Chisholm Toilets 

D All staff are accounted for as per the following page. 
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Upper Coomera State College Junior Staff Check List 
Activity Name: Fire and Emergency Evacuation or Lockdown 

Date of Activity: _____________ List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 
Bailey Nigel Maher Craig 

Barnes Louise Margetts April 

Beaton Sarah Marriott Emily 

Beevers Carly Masters Carol 

Beresford Bo McCabe Andrew 

Brightwell Michael McCartan Ann 

Brittain Donna McKenna Simone 

Caltabiano Annette McRae Rachel 

Carey Leigh Misa Stacey 

Chapman Ruth Moore Helen 

Clunes Julie Morgenstern Katie 

Course Elisha Murrell Kate 

Danieluk Pamela Myatt Brenton 

Dau Cassandra Nicholson Nicola 

Dodd Codi Nagler Debbie 

Doolan Billie-Jo O'Brien Jodie 

Favaloro Trish Parker De 

Fechner Pauline Pittard Joanna 

France Angela Randall Anne 

Gane Col Risson Melina 

Gleeson Barbara Rowe Rebecca 

Goldner Nicole Semple Monique 

Grant Jessica Slinger Daryl 

Hayes Jessica l5myth Frances 

Heaton David Stefanac Jason 

Holland Matt Stevens Sonya 

Horvath Ashlee !Taylor Renee 

Howell Annette !Te Ture Raina 

Hume Michael Troy Clare 

Jefferies Erin !Tucker Crystal 

Johnstone Scott Versteegen Peta 

Jones Nicole Watson Natalie 

Keech Dawn Watson Salene 

Kerrisk Dwayne Westra Van Holthe Melissa 

Khan Khadijah White-Long Shannon 

King Hayley Williams Narelle 

Laird Jodie Williams Tracey 

Lewerissa Hank Wilson Casey 

Madden Kristy Woods Sally 

D Additional staff are accounted for. 

Please return to Chief Warden when completed 
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Surname 

Coombes 

Dean 

Girle 

Higgins 

Hughes 

Hutchins 

Lewis 

Nichols 

Peel 

Shonhan 

White 

Whitsed 

STAGE WARDENS (Principals/Deputy) Checklist 

SENIOR 

D All STUDENTS accounted for - insert class names 

r 1 
, - ~ I 

,f,'1 l _::~,""-.J 
,,__ __ ::, ...,.,..c, 

,.,,--... I 
,, 

" 
_",;;;{] j ~,, \. i ,.,,, ..... ,,. 

D All Buildings are clear (as below) 

-- Evac 
First Building HOD Building 

Name Number Building Name Department Checks Toilets/Canteen 
Senior Canteen 

Angela 2 &28U Clark Centre Science Q Upstairs Toilets 

IT and Fensham & N 
Rohan 5 Samuel Griffiths Business N Block Toilets 

Tonya 29 Fensham Senior Maths V 

Tamara 13 & 14 Jakarra Humanities J Jakarra Toilets 

Nicole 10 & 17 Music & Jane Rutter Arts M&K Music Toilets 

Teaching and 

Robyn 34 Walters Creative Arts Learning w 
Jacqueline 8 Cowan Centre Library L Library Toilets 

Sports Centre 
Camilla 16 & 59 Sports Centre HPE S& T7 Toilets 

18, Junior 
Allison 71,72,73 PAC Secondary p 

Senior Staffroom 1 

Nathan 31 Staffroom 1 Secondary SSl Toilets 

27, 67 R&Q 
Heath 28D IDT IDT Downstairs 

Staffroom 2 
Heidi 15 Staffroom 2 English SS2 Toilets 
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D All staff are accounted for as per the following page. 

Upper Coomera State College Secondary Staff Check List 
Activity Name: Fire and Emergency Evacuation or Lockdown 
Date of Activity: ______________ List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 
Adam$0n Rosalie Kilvington Stephen 
Alldenes Nlclc lewis Clint 
Arnull Brett Lew is Jacqueline 
Arthur Christine Lister Alana 
Afhworth R.tch-,el MCO.'lniel Rlchord 
Baldwin Danielle McGee Ethan 
Bastijanlc Jelena McKercher Sherry 
Bavlnton OOug M c:Varnock Julie 
Bennett MeRan Mitchell Annelise 
Best Rachel Mitchell Jayne 
Bowers Robert Murphy Collette 
Bray Jonathan Newell Michael 
Brown Robert Nichols Camilla 
Butler Adam Owens Adam 
Sutler Sean Pederieri sar-, 
Capra Chris Peel Allison 
Cardon Smith Natalya Pigott Mathew 
Christle Laura Powell Thomas 
Coleman Wendy Previte Cathy 
Connelly Amy Pslrrls Angelique 
Coombes Anl!ela Puddey Beth 
croft RaYlee Ri!mbold Miehael 
Crompton Jenna Raven Matt 
Cullen Julia Reuther Stephen 
Dandy Natarsha Richards Patricia 
oean Rohan Ryan Katrina 
Del Prado Stephen Sampson Mellssa 
Donaldson Nancy Schram Katie 
Elkawrn Rebecea Searle M;.'lrtin 
Ferreira Amanda Shonhan Nathan 
Flavin Jessica Smith Jacob 
Fox Sarah Sochanlk Paul 
Fuller Guy Somerville Tracey 
Garget Casey Sullivan John 
Girle Tonva Summers Anthony 
Gurnev Kvlie nvlor Simon 
Gustavson Lynda! Teelow Scott 
Hawkins Robert Tobin Vanna 
Hemmings Felicity Truss•Michaells Gary 
Hendrlck$on Brett Tyrner Jenrilfer 
Higgins Tamara Vellozzl Frank 
Hodl!8SS Kathryn Ward Anne 
Holl@nd Jess Wecker Kel$eY 
Horne Alison White Heath 
Horne Nicholl Whitney Koda 
Hushcis Nicole Whitney Rebecca 
Hurlnui R0$lyn Whitsed Heidi 
Hutchins Robyn WIiiiams Bridget 
Jackson Jon Winton Michelle 
Jones Michael won11·See Anthonv 
i<an11 Jin Woods Zane 
Kennedy Therese 

Completed Att•ndance Lish are to b• r•turn•d to C•ntral Administration 
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STAGE WARDENS (Principals/Deputy) Checklist 

HOSES 
D Your sub-school staff are accounted for: 
D Cross check with other HOSES and report to Chief Warden. 

Upper Coomera State College SEU Staff Check List 
Activity Name: Fire and Emeraency Evacuation OT l.ockdown 
Date of Activity; List current as at: 14-0ctober-2016 

... ..... u The.-Maree 
lbollev lv<UU 
Sloomfl«ld Ru-sseU 
8rodr kllle 
-It' Pfu 

~Nut ic.utn.t 
_,n•- Uw 

D11lndan Ram Saiurie 
noon lllVIJe 

P!nHollandef Chtls.tlna 
~tty Jennifer 
Dunrobln 0.11.n 
~Ide Flona 
l(ilffont Lvnda 
l"..nntnn O.vld 
... rb Cirol 
~ey Rt-,de 

Sally 

~Mella Noemi 
l.xkman ~-Martin V,H lffR 

MdCen.tiie .re,w,,an 
Mcle-nnan Sarah 
Michael Diane 
Mltchets Jodt.e, 

Pwlc R<tnelt' 
?~ iru.,,, 

?flol! Und.t 
~ 

, __ h 

!wott,lasffi;m ~n 
!i.enlor ~ 

- Chantelle 
!ifflll:h Matthew 
!.utcllffe Jerushb 
l,utton Uw 
w,/ft Susan 
Telfo,d )Milne 

Tuhon:t Tt'"""" 
Tumtt IClrl 
Tu,,_ l.A>nY" 
rur-inen Btldho 
Vetloul Sandra 
W••ks Jufle -
Wll~~ ~ Confirm to Chi-' Ward.n that all staff 
W Iison lk• accounted for and that the Spedal Education 
w orl'all Natasha Bufldlnc hall b<utn chadcad to be unoccupied. - ·-filVW!<N" Soellen 

-
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HR MANAGER Checklist 
D All staff are accounted for. 

D Inform BSM. 

Upper Coomera State College Non Teaching Staff Check List 
Activity Name: Fire and Emergency Evacuation or Lockdown 
Date of Activity: ______________ List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 
Adaway Shelley Marmo Wayne 
Avern Timothy Mason Suzanne 
Barrett Wendy McHuRh Jane 
Baxter Stephen Megee Tania 
Bennett Amanda Moore Robyn 
Bennett Samantha Muir Marilyn 
Brlnsdon Nicola Murohv Gerard 
Cali Alfio Opie Colin 
c,mobell Geoff Ormesher Brooke 
Cll$$ld\l Natalie Painter Debra 
Corr-Clements laura Pem,llum Susan 
Corr-Clements Thoma$ Price Rose 
Davie$ Lynn Redler Chr1$ 
DI Stasl Natasha Reid Carlea 
Dickson l<ellle Ross Jeff rev 
Downlnit Garv Rowe Jannah 
Dunn Tracey samot$elil Con$tanc:e 
Farr-Wharton Aeden !Sawyer Kath 
Fisher Sandra Scheerle Randal 
Fitter Guy Sivilay Kelly 
Gardener Robvn Stafford Deborah 
Gombos Adela Stanley Matt 
Haidll'v l<aren Tetlow Hayley 
Hanley Leanne !Tetlow Jeffrey 
Heaton Loretta !Tetlow Lvnda 
Hellqu Chee !Thompson Hollie 
Her\ttonen Wendy IThurtell Noel 
Irwin Andrea lnerney Ian 
1szh1l A11.ota Tlernev Sam 
Jopson Deborah Trewin Kaaren 
Kent shellev ITulbua Amenatave 
Kingston David Turnbull Marley 
Koplick Tracy Turner Mark 
Krause Jamie Weeden Laurie 
lavagna-Slater Joanne Wlhongl Chantelle 
lee Cassandra 
Luders Pamela 
Marmo Diane 

Comph1t•d Att•ndam;11 Lists ar• to b• r•tum•d to C•ntral Adminlstra1tlon 
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BSM Checklist 

D Co-ordinate Emergencies Services 
D Non-teaching staff (list from HR Manager) are accounted for. 

D Visitors and Casuals are accounted for. 

D Report to Chief Warden 
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Ensure students 

Upper Coomera State College 
Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY THE 

TEACHER. 

l;2J Stand up quietly and line up at the door - leave all personal equipment 
Iii Walk quickly and quietly to the home group on the oval 
l;2J Teachers need to ensure their class is in a neat line and silent (refer to 

Map). Youngest grades at halfway of oval, in alphabetical order of classes. 
@ Teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and 

mark accurately. 

@ Class must remain standing until teacher has accounted for every student 
in that class. 

Iii Once all students have been accounted for (only students who are present 
in front of you), seat your class, return the roll to the Principal (or 
delegate) and get yourself signed off. 

Iii Return to your class and keep them as settled as possible and wait for the 
Chief Warden (Red helmet) to give the ALL CLEAR. 

Iii Follow Chief Wardens' instructions to dismiss students safely 

If there are discrepancies with the roll 

l;2J Report discrepancy immediately to your Warden (Deputy Principal) 
Iii Actively supervise your class, ensuring they remain standing (& quiet), 

until given further instructions 

I/ possible 

Iii Take class roll to meeting point 
li::I Lock doors and windows upon leaving the room 
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Upper Coomera State College 
Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY 

SPECIALIST TEACHERS 

If you have a class 

!iZI Supervise class to their home group on the oval, wait with them until their 
home teacher arrives 

!iZI Report to the Principal (Blue Helmet) at the meeting point to be accounted 
for -

!iZI Remain at the meeting point until given the "All clear" by the Chief Warden 

If you do not have a class 

!i2I Check buildings are clear if you are in them 

6ZI Report to the Principal (Blue Helmet) at the meeting point to be accounted 
for 

lil Remain at the meeting point until given the "All clear" by the Chief Warden 
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-- - - -----------------------------

Emergency Evacuation Map 

LOCATE YOUR SAFDT 
ROUTE TO THE SPORTS 
OVAL WHICH DOES HOT 
GO BENEATH OR 
THROUGH BUlU>iNGS. 
IF IN OOU8T, HEAD TO 
THE NEAREST FENCE 
WALK AROUND CAMPUS 

~ 1-=1..,1 
E)(ACUATIQN MAP 111111111111111111 

I I I J I 

.. 
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Upper Coomera State Colle e (2340) 
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UPPER COOMERA STATE COLLEGE 

LOCKDOWN PROCEDURES 
LOCKDOWN PROCEDURES WILL BE ACTIONED WITH THE SIGNALLING OF AN 

INTERMITTENT SIREN 

There are some emergent situations that require staff and students to either retreat or stay indoors. 

These situations include such threats from : 

• Dangerous persons; 
• Toxic spill (chemical truck accident in vicinity of school); 

• Livestock running loose; and 

• Bad weather 

In the event that all children must return to, or remain in their classrooms, the following procedures 
will be followed. 

ADMINISTRATION STAFF ACTIVATE ALARM 

Intermittent siren will be activated from Central Ad min in identification of threat on the campus. ID 

Attend rolls will be printed in anticipation of ALL CLEAR. Non-contact staff and visitor rolls 

generated. 

NOTIFY POLICE 
Advise police immediately of the situation. Try to provide them with as much information as 

possible, for example: 

• time of incident 

• nature of occurrence 

• details of the offender and if the offender is armed 

• type of weapon 

ON HEARING THE ALARM 

CLASSROOM TEACHERS 
• All children are to return quickly and quietly to their classroom or nearest building 

containing College Staff. 

• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 
• Children must sit on the floor below window level. Teacher may utilise withdrawal rooms, 

storage rooms and passageways at their discretion. 

• Do not walk around, remain on the floor. 

• No one is to leave the room for any reason. 
• Monitor phones for classroom messages. 
• When situation is resolved, the ALL CLEAR will be rung to indicate "ALL CLEAR" Two tone 

alarm with an accompanying PA announcement. 
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SPECIALIST TEACHERS 
• Children attending specialist lessons will remain with the Specialist Teacher and follow 

classroom procedures. 

• The HPE teacher will use discretion to return to the nearest classroom or building. 

• All teacher aides will remain with the classroom teacher and follow class procedures. 
• If in the grounds, proceed to the nearest classroom. 

• If in the administration building, proceed to the hallway outside the Conference Room, 
lock all doors and windows and turn off lights. 

CANTEEN STAFF 

• The canteen workers will lock all windows and doors. 

• All workers will remain in the canteen until the all clear is given. 
• When all clear is given, roll marking is to occur. Refer to section below "Roll Marking of 

Non Teaching Staff after all clear". 

JANITOR AND GROUNDSMAN 
• Check toilets. If students are there, accompany them to nearest building. 

ADMINISTRATION OFFICERS 
• Lock all office windows and doors and turn off lights. 

• Junior School Administration officers to contact Kindy to notify of lockdown situation. 

ALL CLEAR SIGNAL 

The all-clear signal will be a TWO TONE SIREN (and accompanying PA 
announcement). Emergency rolls are to be collected from the sub-school office. 

Junior school Teachers 
• phone relevant Deputy Principal regarding number of students present in class: 
• P-2 contact 602 or if unavailable contact 620 or 630 

• 3-6 contact 605, or if unavailable contact 620 or 630 

Specialist Junior Staff 
• Contact Junior Office on 620 or 630 with names of student in their care. 

• Contact Junior Office on 620 or 630 to report yourself as accounted for. 

Secondary School teachers 
• Secondary school students will remain within their current class and a roll will be 

marked within this period . 

• Teachers with same pathways class can send student to collect ID Attend roll from 
central administration. 
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Specialist Senior Staff 
• Contact DP with names of student in their care. 

• Contact DP to report yourself as accounted for. 

TEACHERS ON NON CONTACT TIME 

• After all clear, if teachers have no pathways class, please phone your 
administration to be marked off the non-contact teaching list. 

VARIATION FOR BREAK TIMES/ BEFORE SCHOOL/ AFTER SCHOOL 

ON HEARING THE LOCKDOWN SIGNAL 
• All children are to move quickly and quietly to their nearest room or building. 

containing college staff e.g. staffroom, office, canteen, ISC, Advancement centre. 

• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 
• Children must sit on the floor below window level. Teacher may utilise withdrawal 

rooms, storage rooms and passageways at their discretion. 

• Do not walk around, remain on the floor. 

• No one is to leave the room for any reason. 

ALL CLEAR SIGNAL 

• The all-clear signal will be the TWO TONE Alarm 

FOLLOWED by a PA Announcement 
• Emergency rolls are to be collected from the sub-school office. 

• Junior school students will return to their normal classroom and the teacher will 
complete the emergency {ID Attend) roll and return to the office. 

• Secondary school students will report directly to their pathways class for roll 

mark of the emergency roll (ID Attend copy). 

• Secondary students remain in their pathways class until the next scheduled lesson 
or break. 
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lmm,edl.rt• Action 
• Assess the 1lt\lall0n and the eondillon ot the person(s}: I e broken booeilbumsl ponlble lncemal Of spinal 

damagelsenous 1aceratlOnlJa,dden Illness. 

• Anesa the sarety needs or the 1f10UP and the situation - safety, 1njunetl, environmenl, and condition of parly 

• Attend to "ii.Ad pen;on(a.) - adll'*1lster fir&! aid as necessary. following basic casualty ca,. practices.. (a\'Old 
collblct witt'I blood or other body lllids by using i:wotectivll glove•) and make them as comfortable n pogsible. 

CaD for aal5tanm 

• Cottaet apt)(Ol)nlte emergency servlees by telephonmg tnple zero (000). 

Ensu,. the s.t.ty or lhe ,eat of lhe g,oup 

• Ensure IMlfYOne Is safe and encourage them lo remam calm. 

• Remo11itJIIOlate group tom incident Site 

• Establish adequallt sheller if requited and meet the needs of the people inwoh1ed. 

• Provide aasi51ance lo those people who requinl il and decide on a tdra1egy for looking aftli!f Plf!r&an(s) until 
01nide help arrives, 

can togettt.r the••'• -rgenc:y rnpc>Me ~ 1D implement -a-icv procaclurn 

• Aue"-* and record al 1h pel1i0nllel 

• Detennlne mining penons and report to ernetgene:y ~ce personnel 

• Comld lnjta'ed pe!$0n{S) flmi!yfpatffll. 

Foflaw up ac on 

• Nofify relevant uaJteholdela 
• ttlorm the Princlpal ii if1UIY-.n off sb. 

• Notlty pafentslea~ of Ian. 

• llform the Regl!Onal Director tf required 

Refer media 1D Regional Oin!dof 

Do<:umentatton 

COrnptece the relevant report avatable rrom ht!p'l//jnvh{:ffl Octa gld.aouv 
Rocovery 

• Review of procasea, debriefing and memoriaJs (rf ,-ay). 

• seek support rrom SChool Guidance Officers and E.nl)!Oy Advisors as approp1tata 
m,J,·eom itoo 9Jd m awn,a1th{c:oD1ildslcontac1)-g mm 

Skin Puncture 
Immediate action 

• Altend to lf11Ured perso,, .,__...., ___ _ 
~ Queensland 
(!lfl Government 
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• Oelemne what hu caused the Wljury. l.e neec!Jes, syringes, sharp objec:15, glass 

• Awtv Im aid and ·haft Iha penlOll(s) attl!nded to by a medlcat p,ofesriional llTlllledialefy (cM>ld CCHGd Wiltl 
blood and other body fluids by using plGtectNe ~ 

• Pfflvenc -unquallfled' ~ e g Sl!Jderu tom toucnino or p,c:blg up ·~w 1'111:edleli. syflnoet, and 
shaJl)objeds 

Ensure 11w ..r.ty of 0. rest of group 

• tsotate tne ste at whf<:tt the WICldent ha occu,rea and remove~ IO a sa1'1 w secure localion 

• Enture Stancllrd Pm:autlaM lor IN ~ Cl dune t,al'l$ITIIS$lon are ~ and rnal!Ulned 

Stllnellrd Pf'ICIWUoml lnc:Wd« 

• Good ~ pnl(lli0el, lncludlflg l'lal'ICI -hing 

• Use of personal ~ equipment (PPE} 

• Approprialll landllng and dt&posal of 'Sharps and other inlildlous -- and 

• Approprlaia deaning and ditrlt,ection of oontaminated Item&. 

Follow up aotion 

• Notifv rellvarf ~ 

• A&:Mse~tol ldrL 

• Poll~ patroll If eYldenee ot illegal drugs on 0£TE ~ 

Documentation 

• follow proc:edums IOr Managing a Needle Stick lnpy 

• C4!'nplete 1tte ,etevant lepoc1 aYllllable from MPl fnb<·wfll M qtp sm Ill 

Recovery 

• Ollbnellno aoo ,_ or pro011!11!1,85. 

Queensland 
Government 
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What Is an M eult? 
A PllfflOn who etltlcn, 10ucnn. er f'l'IOY9S.. or otherwlN appliH fcW0e of any ltind ID, the pe1'101'1 of ancmer. ellhef 
dndly 0t tnc:ll'tdly, wlll'tCk.lt Ile OChel person'S ccrmnt. ot with 1he ohH' pel90n's conant if !hi 0011Mttt Is obtained 
bJ 11'aud. or whO by any bodily actor gesve aflltmptl 0t 11V'eatens tlO apply fOl'ce Of any lcitld to 1he person of anoaw 
WlthOut u,e Other pel'IOft's consent. under IUCh arcumstances 1het !hi penon making 1hl attempt or 11V'eat 11n 
actually 0t as,perently a prnent atlitily 10 effea the person's putpOM. is said tlO -ult that other pe1110n, and the ad. 
iScalllldan~ 

.Addillonally, Stllll ctiminal codH have "'1119r defil1lli0ns of aclonl 1hlt may coretillAe an nuult. IUClt as 
causing phy9ical discomfort by 1he uae ar- haat, llgl1t, lle01rical fon:e, and odorous gnu. 

tmmedl t& Ac on 
• Auea h 1i11Jation and 111main calm 
• Take no ldlon lhlt wtM l)R)IIOMI 1he t111J1fion, -'litre neoeMa,y {Ind pouible) call fof Ullllance (Pole» If 

nec:eaary). 
• Take app,oprilll actlOn 10 p,iMlnt in,-Y if ufe 10 oo to 

Call tiwaliatance 

• rmronn fie Prlnclpal/lnstlLIIII Oddlor 
• COntlCt appropilne •mefVlll'ICY 9lll'\lic:es t,v utlephor*lg lripfe mo (000). 
• By repol1ing the as111At to potice you are poyldlng dearils of what happened dl6tng your assault aJ1d ~ 

the police tD lnwllliga11t 1h11 ma1Dllf This • cal1ed making a complaint anct you 1111 marred tD as u. 
'complairant 

!MUNtlle hletyof ... ,_,tot ... r,roup 

• Enan ewryone 111 Site and encourage '1em tlO rema,n calm 
Atllml ID lnjuM penon 

• Aallllt the Yk:tim(a) {if applicable) Wl1hout endangering yourself or Olhel' people. 

Follow up ae on 
• lnfOnn patentlh:atlr'llnlllt of ~n and E\M:lllon Qveenlland 1"'8fflltlonal If required 
• Notify relevant stakeholcleta. 
• Repcrt ltle incidef1t 10 the Regi,onalllnc!Me Olin!cl0r if~ (refer media 10 Regionalllnall'.tulll 0~ 
• Offel' co.....Ulng. 
• Col1IIAt with bel'IIVkMM'management~r (If n--,y) 

Oocumentatlon 

COrnplflt tie ~ repon avabbfe ll'oln DtlPl/hnybc::,rN !WI gkl ggy au 
Recovery 

• Rt!1tlew of pt 01: HS, debriefing. 
• Seek -..,poet from School Guiclanal Ofllalra and Employee ~ as approprialll 

ht!R' '"5Mcfllon * ggy 1~11CIS/conmc!HI nm 

-----.. '"' ~ Queensland 
- Government 
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1. What defines • Bomb lbreat? 
A bomb threat Is generally ~ned as a threat, IJSU811y verbal or wrttten, to detonate an explOSIVe or 
Incendiary device to c::ause property dam•, death, or lnJulies, whether or not sudl a device actually 
exists. Typically delivered by telephone, or other ~municatiOn means, the great majority 01' such 
tl'lreats are soclopatl'lic beN!vlor[cltatlon needed), inb?nded to cause disrupt!On, revenge or play practleal 
jokes, rather than warning of real devices. 

Criminal s.tatutes typblly dJClate severa penalties. For ex<1mple, rn Queensland the Ma:wlmum penalty for 
!tie offence of &offlb Hoaxes is ( 1) 321A ( 1) at>owi is 7 years 1monsonment ( 2) 321A (2) above IS 5 yeatS 
lmprfSoflmel'lt. 

The decision to evacuate an area or building, depending on the percelvecl reliability of the thniat, may be 
made by tocal controlling 11uttlof1tles or these In cna~ of the targeted fa<:llity based on advice from bOmb 
disposal expertS. Where a large faclllt:v Is Involved It can be very difficult and time-consuming to ensure 
the absence of ;,ny bomb or other haurdous device or substance. 

Preparedness prior to the event 
Preplanning tips 

• Ensure you have completed and revfewecl your Emergency Management Plan (EMP) 
• Ensure you have ldenffllecl your exit routes 
• ldentify a Sate Refuge aru to evacuate to 

lmmed.tate action 
A copy of tl'le Bomb Threat Record Shoufd be kept witf'lln easy read\ of each teleptione. 
In the c:aN of a telephofte threat 

let the caller finish wlthOOt Interruption and keep the caller talking as long as possible using key 
questions on the Bomb Threat Record, Dg nat '1IW9D hllndgt In order to trace the call. Using 
anotl'ler h!IC!phone, call 1800 IOS 508 to trace the call. 

• Notify l)Ollce lmrnecliately - ca11 tliple zero (000) 

In the QM of• verl:NII threat 

• let the person flnlsh wlttlout lntem.lpbon and keep them tall<lng as tong as possible using key 
questiOns on the Bomb Threat Record 

In the caM of• written threat 

• If the threat Is written aru1 It Is establisned as a threat then seaire all ®CumentatiOn, lndudlng 
eovelopes, and do not physically handle pages agatn until further police advice Is sougllt. 

Assess ttle situation with the aid of tJ'le Bomb Threat record, which can be found In the Emergency 
Management Plan templat.e at: 

UIIU 
PH 3034001 t or 
303,48)12 

Emal!. ~ 
lrof\/Gfd (ll1ljl0!!)1]!!1 Mt 

Queensland 
Government 
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https://oneportal.aeta.old.ooy.au/Servfcwfacllities/emeroencysecuntymanagementtnfprmatk>nf P 
ag§IMuumx 

If a suspicious padulge hu been ldentlfled 

• 0,11 for assistance 
• Inform the Pnnclpal and tne Pollce (using a different telephone line) 
• Call together ttie Site's emergency response team to Implement emergency procedures: 

> Assess the risk and evacuation to a safe area as advised by Police 
> Leave dOOl'S and windows opett 
> Do not dlswrt> and evidence the police might find useful 
> If a suspect object has been located as a result of a search or if bomb threat Is deemed 

sertous, tnen evacuate (make sure the evacuation point has also been searched by staff 
before rallying to the deemed safe area). 

> The national standard Is 100m clearance around the suspect item and no mobile phones / 
radios / cordless telephones with 2Sm. 

> Determine a strategy for further action In consurtattoo with the police 
> Return the workplace to normal operations alter consultation with tne police. complete a 

Bomb Threat Record and prepare a detailed report of the Incident for Qld Pollce and tne 
De;,artment. 

Fonow up actions 
• Contact your Regional/Institute Director. 
• Refer media to the Reglonal/lnstltute Director. 

Recovery 
• Seek support from SdlOOI Gul<iance Officers and Employee Advisors as appropriate: 

http·/[educatlon.ald.goy.aulheaJth/amtacts/con~a.htrot 
• Review ot processes, debrieflflg, and memortalS { If necessary). 

Complete the relevant report available from https:/lmyhc·m,deta.gtd,goy.au 
For further Information re~r tx> http:/Jwww,poljce.old.gov.au/sertict!S/generat/mad,htm 

2. What defines Suspicious Malt? 
From tlme to time persons pursue a grievance / cause, real or percl!'ived through unlawful acts. One of 
these is using mall to transoart harmful items. This document is Intended to e.nhance awareness and offer 
advice on best practice in relatton to the subjec 
Unopened packilge 

lf vcu suspect that you have received a paekage that mav contain hazartJous matertat and It remains 
unopened : 

• Tum off the air -conditioning system 
• Place ~ item tn a plast1C bag and seal ft 
• Place all items In a second plastic bag 11nd seal mat ba.g. 

Stay in your office or Immediate work area. 

ESIIIU 
PH 303'!601 I ar 
30346012 

Email.~ 

ffl!OIO!d naccmrn, "'' 

-.""--- -... . 
.. Queensland 
- Government 
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• This also applle. to co-w01"kers In ttie same room. 
• Prevetlt otheJ's rrom entering the area and becoming c:ontamlnated. Remember you are not In 

tmmedlate danger. 
• can for help. This may be your supervl501" to call triple zero (000) to ask for Are HAZMAT 

depending on your situation . 
Advise: 

• Euct location of Incident - street address, build ng floor 
• Number of people potentially exposed 
• OescrtptlOn of package/devlee 
• Action taken, e.g. package covered with black i;oat, area isolated 
• Keep your hands away from your face to avoid contaminating your eyes, nose and mouth. 
• lf posslbte (wlttiout leavlng !tie WOl1c area) wash your hands. 
• Witit for help to arrive. 

Opened pack~ 
If you suspect that you have received a padcage that may contain hazardous materfal and It has been 
opened. 

• Tum off air-conditioning system 
• Oo not dlswrt> the Item any further. Oo not pass lt around. lf any material has spilt from the Item, 

do not try to clean It up, or brush It from your dottilng. 
• If l)OSSlbk!, place an object over the peek.age wlttlout disturbing It such as II large waste bin. 
• Stay In your office or Immediate work area. This also applies t<> co-workers In the same room. 

Prevent others from entering the area and becx>mlng cx:intamlnated. Remember you are not In 
Immediate danger. 

• Call triple zero (000) to ask for Fire HAZMAT depending on your situation. 
AdvlH: 

• Exact location of ncldent - strfft address, bulldlng ftoor 
• Number ol people potentially exposed 
• Oeicript:lon of package/device 
• AcUon taken, e.g. package covered with black coat, area Isolated. 

If you suspect the CMH Item may contain an uplosh,e device 

• Follow your normal emergency proa!dures 
• Ring triple zero (000) and report elMl"gency procedures 
• Evaa.,ate the area 

What constitUteS • "suspicious pan:el"7 

> Some typieal Cha.rectertsdcs Postal lnspectOfS have detected over the years, whlch 0U9ht to trigger 
suspldon, Include p.-m;els that: 

• Are unexpected or from someone unfamillar to you 
• Are addressed to someone no longer with yoor organisation 0< are otherwise outdated 

Have no return address, or ha've one ttiat can not be venfi.ed u legitimate 
• Are of unusual weight, givetl their Si:te, or are lopslOed or oddly shaped 
• Are mar1ced with restrictive endorsements, such as •personal• 0< "Conlldentlat· and have 

protruding wires, stran9e colours, odours or sta ns . 

ESIIU 
PH 303'!601 I ot 
30346012 

Ema1t ~ 
ffl'N@td noccrnmt net 

............ ..,,.,, =• . .. .. 
.. Queensland 
('Jfi Government 
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~2012 

Immediate Action 

Inform Principal/Institute Director 

• COntact appll)p,lalilt eme,genq, Hl\ltCH by teiepnom,g triple zen, (000), 

• Call lDgelner Ole site's emergency respon,e t.eam 11> ""'lement emergency proceciirn 

• Sean:n area ff applc:able 

Ensure the safety of th rest of tho group 

• Cotl1Bct parentllcaregiwrl immldiataly 

• Notify EctucaliOrl Queensland lnl!WnatiOnal if an in11tfflattonal ltl.lelent is inwtved 

• Ga1her informa11on U> Haltilsh hi s:1110.. of tile Sl\ldent's wtlereabol.l'ls as dfeclecl by poHc:e (Conslllt With 
htends. libllngs. ltadlers famlleslcll'egNers elcl 

Follow up actions 

• Notify relevant stallllnoldefS 

• ~ R89IONII Cll'l!dllr (School Incident A1e1t NDllicllbort Pfoce•) 

• Refer mec:la tD 1he Regional Dlrec1Dr 

• Notify police if IIIJdent found 

Documentation 

Recovery 

• ESClbllln tne safety and wellbeing of l1Udefll 1f po!lllibie 

• Oebfletlng. OOUOMRt,,g. 19YN!W of procnaes 

• Seek 5'4)pOrt mim School Gudance Offialrs and Employee Adlllaors as approprtala 
http/ lllcp:atlon.4'! gov aulhNl1h/amtac:tslcontilclH9 html 

-----.. .. & Queensland 
- Government 
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ESMU 
Emergency and Security Management 

Building Structure Collapse quick reference guide 
Pfflparedness prior to the event 

• Ensure you ltave completed and revlew8d yout Emergency Management Plan (EMF'} 

Immediate action 
• Activate your Emergency Management Plan (EMP') 

• Secure the area, enaurlng there Is no lmmiedialt lhreat to any pefSO(IS , 

• o.te,IT1ine (I !here 11'41 any c:asuaiti:.11 and nature of tlteir lnjunas. ~ pacing any pe!$0M8I at 
risk, 

• Alt.end to any lnju1'41d penon(sl 
• Administet first aid (Oualffiad lir&t aider} wheta app,opriate (1111oid contact with blood and otlter body 

ftulda by wing protocllw glovu). 
• Conact appropriate emergency serviclls by telepfloning 1riple zero (000) 

• COl'ltact 1he Rtt1fonal Onc:tor. 

• Cotuct WH&S 
• Evacuate ltle building according lo cireumslllnc:es 

Slandlfd prec:a~n.s lndude: 

• Good hygiene pnt~s. lncludfng hind wahl'lg 
• Use of petsonal protective equiprMnt (PPE) 

• Appropriate handling and disposal of sttarps and otlter infedious waste and 

• Approllflate cleaning and dlslnf~n of OOffllmlnated !tom$, 

Call together lt1e site's emergency response team to implement emergency procedures 

• A&Hmble and racord 111 stte personnel. 

• o.«ermirle misaing persons and report to efl'llltgency teMCe personnel. 
• Conlact injured person($) family/parents.. 

Follow up actions 
• Notify relevant stekeholders 
• Report the incident to Regional Oir.ctor 
• Notify BAS (07) 322A 6888 (Available 2417) 

• Notify Qld Pob. 
• R.-.nter lhe buldlng(s) omy at'lu !tie lnfrntzuaure Manager or BAS hav. glwn the "111-cklar" 

• Monitor !tie safety of 1he repaired building(&) 
• Refer medill to lhe Regional Director 

• For support on any of the above. p4ease contact your lnfratlrl.ldUNI Advisor 
• Notify Education OuHMland International If any lntematlonal student Is IIM>lved 

Emergency ~nae Officers 
P: (07) 3034601 t 
P: (07) 30346012 
E; qld-det&-emfuOid.ngcomms.net 

~ 

--------------------------·---
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ESMU 
Emergency and Security Management 

Building Structure Collapse quick reference guide 
Recovery 

• S..k SUC)l)Ol't from Sd'loot Gllldanee Offlcors and E,nploYM Advisots as appropJlate · 
http;/leducation qktgov.auth~alhlcontadslcontacts-ea .html 

• R•vlew of prooouos, d•~nng. and m.morials (I MeftSary), 
• Col'l1)klhl the relevant report available flom l)ttp,s:llnwhr::wt)$,deta.qld .. gov.au 

NB: School closures due ID NaturaWMal'HTISde Disasters are postad on OETE website. Faoebook and 
Twlllot 

DETE Website http:Jfdata.qld.gov.a ul 
Twltter www rdts c:om/QLDOETE 
Facebook htlp'.//www.facebook .com.lpages/Queensland-Oepartmant:9f•Education-Tralning-and· 

EIDRfoymemtJ 3§3847997l630Q 

Emergency Response Officers 
P: (07) 3034601 1 
P: (07) 30346012 
E: qld-dete-emru@id ngcomms net ---------------------------· = -
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ESMU 
Emergency and Se<urity Management 

Fire quick reference guide 
If you aro an OWNf. Of a busi\ou or person, that is 00CUf)ylng, or m;anogi'lo a bulldlng In Queensland you 
have a legal obliglltioo to e!'IIIUre tie uf,ety of any person in that building in the event of a fire or other 
emergency. 

Th• OuMnsland FINI & Eme~cy S.rvlccl has dtvoloped 1'h• Fire Safety Management Tool for Ownef I 
Occupiers' to assist ownef I occupiers in managing their compliance 11.rith the Fire and RMcue Service 
kt t990 and tha Bulldlttg Fn s.fe/1 RflgU/don ZOOB. The 'AIMlrl:>ry Notff' p,ovldt l\lrtMr .xplanatlon and 
c:llrl!ica.llon of wms rtferoru:.d. 

It is important to note, the 'Fife Safety Manasernent Tool for awned Occupiers' and the 'Advisory Notes' are 
guides onty. Neither document Indicates compti.-:. vdlh all r.quitofflents of the FN M"1 R-.... ~ 
kt 1990 and/or the Bulldir,g Fn S./f,ty R.,_tlon 200& 

Preparedness prior tA:> the event 
• Ensure you have completed your Emergency Management Plan (a.IP) 

• Ensure you have ident;fied your exit routn and location of firefighting equipment 

• ldendfy a Safe RM'uga area to evacuabt to 

Immediate action 
• Adlvat. your Emergency Management Am (EMP) 

• Rai&& IN! alarm to warn people at the WOfkplaoa. 

• Notify the Flra S.Nice (000) 

• Call the site's emergency response team to ~t emergency procecllures: 

o Evacuate to nornlnatad auerntit, ara(s) v.tlk::tl is cleat of the danger a,1111 

o Caff a roll to CMdc that everyone ill safe 

o Restrict the danger a,ea 

o Hotly Qlcl Police and Qlcl Ambulanco If required by phoning triple Hto (POO) 

o Fight the fire onty if it is safe to do 10 and if the people involved have been trained to uu the 
firefighting equipment, 

o Notlythe Raglonal Oltactor. 

o 0o not disturb any potential ellidenco the polloa might fi'ld useful. 

Ensure the Safety of the rut ol the group 

• Alsist people in immediate danger - in particular people with disabclities and 1tlo54 requiring 
adcfltional a&sistance. 

• Attend to Injured penmn(a). 

Emergency Response Officers 
P: (07) 3034601 t 
P: (07) 30346012 
E: q~mn.i@id.ngcomms.net 

= -
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ESMU 
Emergency and Security Management 

Fire quick reference guide 
Follow Instructions glwn by: 

• Qld Police Service 

• Qld Fue & Emergency Service 

• Qld Rural Fire S.Mcl 

• Your Regional Director 

• E.me<goney & So<:urlty Managemont Unc 

Follow up actions 

Assume presence of Asbestos Containing Materuils in debris Notify relev.ant st•keholders 

• Report damage to faclldles & g,ounds to !he Regional Office. 

• Consider c:tosure of school, tafer to CEO Directive No.0112010 fot more Information 

• Report ,chool operational status and student attendarioe 110 the Regional Director 

• Maka arrangements for parentslearerslneJCt of kin to be notified one» danger has ~ -

• Have alli)fOpriate authorities assess the safety of the buildings onoe the fire has been extinguished. 

• Notify BAS (07) 3224 6666 (available 247) 

• For support on any of the abov., please contact your Re~l Off'ce lnfl'lstruc:nare Advlsof 

• Notify Education Queensland International if any inlemational student is inYOlved 

Recovery 

• S.ek. support from Sd'lool Guldanc:. Offictrs and E,,..,ao)'M ~,s as appropriate: 
http;{leducftioru!ld,pov aulhe@llhkcmtac:pk:qntaetHaJJlmf 

• Revt.wof prociasses. debfleflng. and momotlals (J riea.ssary). 

• Corr.,Jeta the relevant 1eport available from htt01Jfmyht::'t"b;tdft! .qld.aouy 

Emergency Response Officers 
P: (07) 3034601 t 
P: (07) 30346012 
E: qld-dete-emru@lcl ngcorrms.net -== -
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ESMU 
Emergency and Security Mana&ement 

Hazardous Materials (HAZMA T) quick reference guide 
What ts HAZMAT? 

Hazmal Is • stlortaMd tetm maanm; "hazardous material." Hazardous maleflal can ba an~hinG that c:an cause 
harm 11> lving things. Some types of hllz:ardous material include biological, ct1emic:al Of physal iems They can 
po$8 a dangar to Individual haalth and to the environment. ThKe !tams as stated by Ina Occupational Safety aod 
H .. lth Adn*llstratlon (OSHA) can be aaems that contain carelnoaens (eanc.r-causlng S1Jbttaneas). toxic ag41nb , 
corJosiYu, explosive Of flamm1ble chemicals and unstable agents. 

Preparedness 

·Al Education Queensland schools are eligible to reginar for access to Chemwa1ch Gokl FFX online Yl!ffion. 
Che-Eh providH Material Safety Database on at hazardous and non-hazardous materials with adlrice I 
.icposoct 1o HAZMAT To register for access. dk:lc· hgp;11edycapoo,ald goy ay(t,gtthlpdfsl!il'WIJwltd!:1J9islIIJloo
instructionudf 

lmmed te action 

Attend to lniu,.d person(s) I n1ciesury 
• Identify Iha hazardous matertal(s) lmtolved - chemical Spillage, gaseous amlssion, bulldin11 component.. 

• Cal for auilllnce - Conlact appropriate emergency seMCe by phoning trip6e zero (000) 

• Inform the Principal and can toaettier the slle ·s ErnerQency response team 11D adivala your em&rgency 
management plan· 

o Call and co-ordlnalil support trom Qld Por.c.. State Emergency s.Mces, Old Ambulance Satvlce and 
Old Fn & Emergency Service n needed. 

o Rtsl)Ond 11> State Emergency Services as mtructed 

Ensure the safety of the rest of the 11roup 

• Move pt01)lt a'Mlyfromthe immediate danger area as quicktvn possible. 

• Where it i!i possible to do so safely; prevent further spread of hazardous materials by: 

o clotlng doors and windows 

o drawing curtains and sealing ventilators 

o tumlng. off air conditioners 

o exti'lguishing naked !lamff (lndudlng. pilot lights) 

• Onc:e evacuated and safe, cal a roll to checlt that everyone who might have been exposed II> the haardous 
mitefial Is now in a safe ar•a.. M 

em.geocy Response Officers 
P- (07) 30346011 
P- (07) 30346012 
E; qld-dete-emru@id.ngcomms.net 

I 
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ESMU 
Emergency and Security Manag_ement 

Hazardous Materials (HAZMA T) quick reference guide 
• Oualifted first aidl!n; •Ps>IY basic first aid lo people affected by hazardous material and ref8f seriou& cases 

10 Cid Ambuance Stf\la - Rdtr to the C~ MSOS for additioNI safety lnfotm1llon. 

• Do not return kl the prevlou,ly contaminated area until the •an dear" Is giwn by the 0kt Fire & 
Emergency Serva I Old Pob. 

Follow up actions 

• Report Int Incident to your Region Olt'Ktor. 

• Refer media IO the Region Dlrtdor 

• For support on any of the a bow, please contact )'Our Regional Office lnfras1ructure Mvisor 

• Notlfy EducatiOn Ou..nsland lrnrnatlonal 'rf an int01natlonal student Is Involved. 

Recovery 

Seek support from Scnool G411dance Offlce~ and Employee AdvlSOfs as appropriall: 
http://educalion.gld.gov.auA)&alltl/contaetslcontacts-eaJrtml 

• Re'lleW of proct,SSH, debrilffn9. and memorials (If necessary). 

• Corrc,lete the relevant report avalable from https:f/myt)r;whs,detf.gtd qqy.au/ 

NB: School do&Ures due to NaturalJMan-made Oisuters are posted on OETE wabsila, Faoebook and Twitter. 

N 

Enwgency Response Offieen1 
P- (07) 3034601 1 
P- (07) 30346012 
e: qk.klete-emru@id.ngcomms.net 

WWW 11ppr'r, (•(HrJ•·rt]'.l ,-q ,:d11 l]IJ 

l 
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Upper Coomera State College !i.':: 

ESMU 
Emergency and Security Management 

Heat wave quick reference guide 
What ts a Heatwave? 
A Mat wave can i,. defined n a prololl\)ld period ot exoeSSMt heat. In Australia exceSSMt Mal can 
vary m>m 37'C lo 42"C. A heat wave oc:cuni when there are a number of consecutive days llllith 1bove 
average tempenatura. oft8n c:omblned wlffl high humidity. 

Preparedness. prior to the event 
• Plan ahead to reduoe the rlst of getting bfit oxll,wstloo OI' a hetlt related illness 
• Look at abmallves to help to cool your buiJdinG. FOi' example, Install awnings, shltdo do1h ot 

internal blinds or curtains on !he sides of the building wtiich face the sun. 
• listen to your local weather fgrgg so you know I a heat wave is on the way. 

Immediate acUon 
Refer to Queensland Heallh guldefines 
1JUR,flwtt«,bnffll,Aldmv,1wct1Hltdhtlrlb11t:wa'tl,MA 

Keep otJt of the heat 
• Plan your day to keep actlllily to a rrinimum during the hottest part of the day. 
• If you must go out !hon wear llghtwtlght. llght-colotn'od, loose, porOliS ctothff. a wiclo·bri'lvnod 

hat and sullSCfffn and mgularly rest in the shade and drink fluids. 
• If you can; awldgoing out in the lloae:st pert oftheday (11am- 3pm) 
• AVOID str:,nuou, a~, 

Stay cool 
• Wear appropriate clottting ID suit the hot -lhef. 
• Stay insida, in the ooolest rooms in your building. as mudl aa possible 
• Open up windows and d00!'$ v.tien thert is a cool breeze, 'lltlen the temparature inside risn. 
• Use fans and ait--condltloners 'Atlere possible to keep cool 

Monitor agricultural unit animals for heat stress (if -.,plicable) 
Animals can be affected by heat related Illness and anyone in charge of livestock hu a duty Gf care to 
provide food, water and IPPfOll'lat• sholblr for Ill• animal. 

Signs and Symptoms of heat related illness 
Although th• presence of Symploms may vary from person to pmon, below Is I list of common SD 
and symptoms of heat reliltgd illness that can affect people. 

Eme,gency Response Officers 
P : (07) 3034601 l 
P : ((11) 30346012 
E: qld-dete-erm'u@id.ngcomrra net 
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ESMU 
Emergency and Security Management 

Heat wave quick reference guide 
·tuat stroke can affect a person engaging In physical ac:IW,ty v.tlo has not been Identified as suffering 
from heat extlauttion and who has persiltltd in further 1ctlvty, Hnt oichtl.1$tlon and heat stroke can 
stiff occur whel6 there has been good hydration. 

Firlt Aid 
~t yoo can do to assist anyone needing fill..ul. in an EMERGENCY. t.el1pl)one Jrlplt zero (000) 
and got pa,-modlcs on the way imrne<fiatoly. 

Please note that Education OuHrrsland school$ ,amain op41n and students.,. not sem home during 
period$ of exceuive heat or heat wave c:onditioM. Schools should refer ID the Managilg Eicces1ive 
Heat In School$ pt009di.e at http;J/educatlon.gld.gov.aulschoolslhealthylwellbelng,, 
qujdellQestheaJ,hlml 

Follow up actions 
Coml*{e Ille relevant ,epo1t lfom ht!P§;l/mytlr-wh§,dqta.qk2 99'1 IV 

Emergency Response Officers 
P: (07) 3034601 1 
P : (07) 30346012 
E: qkl-~ffl(IJ(lid ngcomms..net -~ 

---------------------------• _,.,,mff'C -

0...., ,..,....,1 ,1 
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ESMU 
Emergency and Security Management 

Tsunami quick reference guide 
What is a Tsunami? 
A tsunami • a MUlu of fast moving v.aws produced during targe scale ooean dlsturblnc.s. A 
taunami can occur \Wh very llltle waming; caused by a variety of natural or techfloloOical events, such 
as earttquakes. volceNC eruptions. eicploslons. landddes. and metooflto impaas. 

A tsunalTi IS different from regula1 ocean waves in several wa~: 

• A lsooami is a Hries of sea waves that are extremely long. As a tsunami crosses a deep 
ocean the length from crest lo ctest may be as much as 150 kibmtlets and ll'loM wavn c:an 
travol at speeds of 1.000 llrn'h. 

• A tsunami that Is unnoticeable at sea, because of Is long wave lengths, may reach aewrat 
metres or more in height by the lime lhat it reaches the coast. 

• Reg..dar ocean MVet move In the water flom Iha surface down lo around 150m dffp, but a 
tsunami me>VH in the WIiier al the wsy lo the seafloor. Therefon, 1he volume of -lier that is 
mowd by a ISIM'lami is slgnlfica~ moNI than 1l'le amount moved by regular O<:Un -ves. 

• As many tsunams are a seriM of wavu, there is often mot11 Ulan one wave and the first wave 
may not be th9 largest. 

Pre--season planning 
Tsunami can oca,r at any bmt ot the yur, coutal facllatles nHd to bl awa,. that ltlt threat of 
Tsunami ia an ongoing possi>itity. 

• Ensu,e your "T-ami Sub Plan• has bffn completed and reviewed. 

Preparedness pnor to the event 
• Contact your local counal to find out about the rak of tsunami In your corrmunlty. 
• Familiarise youn;ef with information about bsooalTi and the natural -mings signs, 5UCh as 

eal'lhquakn, rumbllng/rOlllng sounds or sudden changes In the behaviour ot coastal sus {ltlo 
sea leYel may rl!Clllda dramatically). 

• Visit the Bureau of Mttaorotogy W'tbsite ro, more lnformatloll. The lllreau or Metaorotogy has 
the owrall responsibilty for issuing Tsunami Warnings in Australia. 

• If your School ls In a Tsvnaml pron• aiu. dovelop a Ttunaml SUb Plan which should bt 
attached to your emergency management plan. Identify the nearest tt.ah ground and the 
taflst routes to It 

• WARNINGS 'Ml be relayed 1tlrough Emergency Authorities viii official channels (a.g. 
Emergency Alert. radio. tellvlston. llgn boards and the lntarnet), Ldeguards. S4Jrf L..Wesavars 
and/or unofficial channels (e.g. face to face or verbal announcement} . 

• 0.pandlng on the leval of threat determined by tho Jotnt Australian TSla'laml ~ rni'lg Centre 
• JATWC the Bureau of Meteorology may Issue a Tsunami Warning reslric::tlld to the mame 

envirOnmant and immodlate fofeshote area for parts of 1tMt Ausnlian coastline. Tune o 
warnings via Emergency Alert tt,e radio, television. '1300 TSUNAMI' (1300 878 6264) or the 
Bureau of Meteoro fogy's websltll . 

Emergency Response Officers 
P: (07) 3004601 , 
P : (07) 30046012 
E: qkt-dete-emru@id ngcornms net 

o .., ,.. ,.. ,1c; 
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ESMU 
Emergency and Security Management 

Tsunami quick reference guide 
Immediate action 

• Aetivlle your Tsunami Sub plan 
• Ustlan to your local radio m1»0n for Information and lnstNcliont. 
• Listen carefuHy to the -ming and act irmlediately on the advice provided. 
• To help minimise the risk ID your safety; i is Important to follow the advice con1ained in these 

warnings. 
• If you are on land and 11151rueted to evacuate; follow your Tsunami Sub Plan and llffllediately 

move Inland or to higher groood at least 10 metres above sea level or, 'f possible, move at 
least 1 km away from an beaehn, harbours and coastal estuaries/riverbanlt aren 

• If )'OU a,e unable to leave the a,aa. lake shelter In the upper level of a sturdy bride o, concrete 
mul!Htorey bulldlng and stay there until acMsed that it 15 safe to leaYe (homn and small 
buildings are not designed to v.lhstand tsunami foiees). 

Follow up actions 
• Tsunami Warnings wilt be cancelled by the Joint Australian Tsunami \Naming Centre when the 

main threat Is deemed to have passed. 
• Emergency authorities will inform the public when i is safe to retum to the affecll!d area. TIUIS 

advb wtl be ~lated tlvough emt1geney aulhorltlu vfa official chaMOls, such u radio . 
televisJon, signboards or vie the lntemot. '1300 TSUNAMI' (1300 818 6264) or Ille &lreau of 
Meteorology's -1>5ite www.bom.qov.au/tsunami 

• Contact your Regional Director 
• Refet media to the RegionaJ Director 
• For support on any of the above, plelt5e contact your Regional Office lnfraaruaure Mvl5or 

• Notify Education Queensland International if any international student is lnvC>Mld 

Recovery 
Seek suppon from School Guldanoe Offic:ers and Employee Advisofs as appr~llt: 
htlp'.f/educ:atron.qld.gov .auihea lhlc:ontactslcontactHa.hbnl 

NB: School c:losures due to Natural Disasters are posted on OETE websh. Faoebook and Tv.itter. 

Emergency Response Officers 
P: (07) 3004601 1 
P : (07) 30346012 
. E: ql6,det.-emru@jd.ngcomrne net 

WWW l!p f H)r\ ()()rYlt · r (]',( ('<J ( 'dlJ (JI/ 

N ; 
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What is a Critical Incident? 

A Critical Incident (CI) is related to an event that lies outside the range or ordinary 
day-to-day living and of such nature that it would create significant stress to almost 
anyone. A stressful experience becomes traumatic when an increase in a perceived 
threat can no longer be assimilated by usual means and the mind becomes 
overwhelmed. Examples of Critical Incidents that could occur in schools include: 

* Death of students, staff, parents and community members who are linked closely to 
the school environment 

* A disaster i.e. fire, extensive storm causing damage etc. 

* A hostage situation 
' 

* Significant physical injury and/or onset oflife threatening illness 

* Road accident outside school grounds 

* School transport accident including accidents through excursions 

* Any other event that has an unusually powerful impact on people in general. 

The management of Critical Incidents includes the activities that take place prior to 
and following a traumatic event. The process focuses on the planning and actions so 
that the Critical Incident is dealt with quickly and with high level competent support 
mechanisms in place. 
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HEMSLEY, John 

From: 
Sent: 
To: 
Cc: 
Subject: 

HOWELL, Glenn (ghowe31) < ghowe31@eq.edu.au > 

Tuesday, 25 October 2016 9:35 AM 
VERSTEEG EN, Peta (pvers1) 
GARDENER, Robyn (rgard26) 
RE: Emergency Evac and Lockdown 

Ps - also inserted in One Note with correct file name. 

Kind regards, 

Glenn 

Grenn HoweD 
a .. n~ss 5;:!rvices M ar,o~t 

gr-owe3 • - ,:-o edu.ov 
E:c5lC 

r-~~ ucsc -- ... -

• Queensland Government 

u~cer Coomero Sfl;.l1e College 
13 Oe~r.~-!OOQ 

L'CO!!f CG'J<r.etCl. Ol..D. •K/9 
:l'!i :o, 5500 sss 

rox f()]J SS PJ:;7 500 

Di:"11: ,r.i~•Mh(J.-.o/ 11mairig m 
Eo,x;or.c.~ r;-_,,~ 1nt.:,,-;o1,on011 

This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/ or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on th is message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination. 

From: HOWELL, Glenn (ghowe31) 
Sent: Tuesday, 25 October 2016 9:35 AM 
To: VERSTEEGEN, Peta (pversl) <pversl@eq.edu.au> 
Cc: GARDENER, Robyn (rgard26) <rgard26@eq.edu.au> 
Subject: Emergency Evac and Lockdown 

Peta, 

I've just placed your pdf version with a more recognisable name on our intra net. I still believe it should be sent out 
by you and Robyn for a weeks consultation and feedback however I'm just tidying up records for audit. 

Kind regards, 

Glenn 
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This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination. 
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HEMSLEY, John 

From: 
Sent: 

HOLLAND, Jess Uholl195) <jholl195@eq.edu.au> 
Friday, 21 October 2016 1 :58 PM 

To: HOWELL, Glenn (ghowe31) 
Subject: RE: Emergency Lockdown & Evacuation - Proposed Checklists for Staff 

I am on the secondary teaching list but not SEU 

Jess Holland 
Stanley Advancement Centre Teacher 
Aboriginal and Torres Strait Island Program Co-ordinator P-12 

Upper Coomera State College 
137 Reserve Road I Upper Coomera I QLD I 4209 
T 55 807 555 I F 55 807 500 I E jholl195@eq.edu.au 

I acknowledge the Traditional Custodians of the land on which I work, travel and live. 

pla~~ ucsc 
L ·- Leaming Pathways to the Future 

JiJ Please consider the environment before printing my email 

This message (including attachments) is intended for the addressee named above. It may also be confidential , privileged and/or 
subject to copyright. If you wish to forward this message to others, you must first obtain the permission of the author. If you are not 
the addressee named above, you must not disseminate, copy, communicate or otherwise use or take any action in reliance on this 
message. 

You understand that any privilege or confidentiality attached to this message is not waived, lost or destroyed because you have 
received this message in error. If you have received this message in error please notify the sender and delete from any computer. 
Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions of 
the State of Queensland or the Department of Education and the Arts . 

Whilst all care has been taken, the Department of Education and the Arts disclaims all liability for loss or damage to person or 
property arising from this message being infected by computer virus or other contamination . 

From: HOWELL, Glenn (ghowe31) 
Sent: Friday, 21 October 2016 1:01 PM 
To: 2340_AIIStaff 
Cc: GARDENER, Robyn (rgard26) 
Subject: Emergency Lockdown & Evacuation - Proposed Checklists for Staff 
Importance: High 

Action required by all staff by 25 October, 2016 

You are requested to ensure that your name is on one of the attached staff checklists. 

If your name does not appear, please contact Robyn Gardener by email by no later than noon on 25 October, 2016 
indicating your name, role and where you work on campus. 
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Kind regards, 

Glenn 

Gfenn Howeil 
a,;wies~ S·!:!f\llCe~ Ma~ og 

r,owe31 .fiJ0.1:'du.ov 
E~t· 5lC 

r--~~ ucsc 
111-
• Queensland Government 

vi;:pe• Cc-ornera State C~ge 
t 37 Qernr, ,.:, ~oaa 
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DE"! lnlf.•l"l<Jl,er,al 11100,ng 7\ 
f;.,L<;l;l',te \,'v,l<l ~ nl,:-t:lQl;cfl(JIJ 

This message (including attachments) is intended for the addressee named above. It may also be confidentia l, privileged and/or subject to copyright . If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 

copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination. 
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HEMSLEY, John 

From: 
Sent: 
To: 
Cc: 
Subject: 

Thanks Jess, 

We'll switch you over to the SEU. 

Kind regards, 

Glenn 

Grenn Howetl 
a..wr,,m X!t,ice~ .vaMger 

gro,.,e31 ,;;_,o.ed•J.ov 
E.:<l;.SlC 

P-~~ ucsc 
11-

HOWELL, Glenn (ghowe31) <ghowe31@eq.edu.au> 
Friday, 21 October 2016 2:02 PM 
HOLLAND, Jess Qholl195) 
GARDENER, Robyn (rgard26) 
RE: Emergency Lockdown & Evacuation - Proposed Checklists for Staff 

-

Upper Coorneio Stole Co!'ege 
1 37 Pescr. e 'looo 

.::x;e,- ::c-c<r.era O!..D .1209 
P'l1 c;· ss 001 sss 

fux /C71 55 ilv7 500 

l,~tu n ,nq Pathl"•ay-. :o th,• .Cu:1Jft"• 

• Queensland Government 
o;:·£ i,,1.._,r,ouJr,cl 1~00;,,,g 'l1 

E~",:Qt.o,,• ~~-...,,'(:j 'ntc-,~.011onOIJ 

This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination. 

From: HOLLAND, Jess (jholl195) 
Sent: Friday, 21 October 2016 1:58 PM 
To: HOWELL, Glenn (ghowe31) <ghowe31@eq.edu.au> 
Subject: RE: Emergency Lockdown & Evacuation - Proposed Checklists for Staff 

I am on the secondary teaching list but not SEU 

Jess Holland 
Stanley Advancement Centre Teacher 
Aboriginal and Torres Strait Island Program Co-ord inator P-12 

Upper Coomera State College 

137 Reserve Road I Upper Coomera I QLD I 4209 
T 55 807 555 I F 55 807 500 I E jholl195@eg.edu.au 

I acknowledge the Traditional Custodians of the land on which I work, travel and five. 
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~~ ucsc 
plll ~ 
l . · -· Learning Pathways to the Future 

J.J Please consider the environment before printing my email 

This message (including attachments) is intended for the addressee named above. It may also be confidential , privileged and/or 
subject to copyright. If you wish to forward this message to others, you must first obtain the permission of the author. If you are not 
the addressee named above, you must not disseminate, copy, communicate or otherwise use or take any action in reliance on this 
message. 

You understand that any privilege or confidentiality attached to this message is not waived , lost or destroyed because you have 
received this message in error. If you have received this message in error please notify the sender and delete from any computer. 
Unless expl icitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions of 

· the State of Queensland or the Department of Education and the Arts . 

Whilst all care has been taken, the Department of Education and the Arts disclaims all liability for loss or damage to person or 
property arising from this message being infected by computer virus or other contamination. 

From: HOWELL, Glenn (ghowe31) 
Sent: Friday, 21 October 2016 1:01 PM 
To: 2340_AIIStaff 
Cc: GARDENER, Robyn (rgard26) 
Subject: Emergency Lockdown & Evacuation - Proposed Checklists for Staff 
Importance: High 

Action required by all staff by 25 October, 2016 

You are requested to ensure that your name is on one of the attached staff checklists. 

If your name does not appear, please contact Robyn Gardener by email by no later than noon on 25 October, 2016 
indicating your name, role and where you work on campus. 

Kind regards, 

Glenn 

Gfenn Howel 
8.J'.;t'les.s Si!f';ices ,Vor-,og~r 

Q1'Cme3' ~ eQ.frdi; 0IJ 

Ex:r 5'C 

f""'~~ ucsc 
11- ' 
• Queensland Government 

iJPP<fl' Cc:<MTiera Sro1n. COilege 
37 Re«!r, •.: >lO'.Jd 

.::: Get ::c-arr.ero C-tD 4'i!F 
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f:;x {07 5$ 5:i7 500 
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This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queen; land or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination . 
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HEMSLEY, John 

From: 
Sent: 
To: 
Cc: 
Subject: 

HOWELL, Glenn (ghowe31) <ghowe31@eq.edu.au> 
Friday, 21 October 2016 7:30 AM 
PARKER, Deanne (dpark39) 
VERSTEEGEN, Peta (pvers1); GARDENER, Robyn (rgard26) 
RE: Feedback re lockdown today 

Thanks De - I've logged the feedback on our WHS OneNote for action. 

Kind regards, 

Glenn 

G!timi Howei1 
B~ess Ser,r.:@~ ,•,1.or,og-!!r 

,;Jr,owe3' d1:1q.edu.01.1 
E•<' S'C 

~~~ ucsc r-~~ ·~ . . --~ 
• Queensland Government 

U~O\'lr Coorneio S!Qle C~ 
37 Re~r,'!! Rood 

li,pc,e,: 4209 
S5 'r/J7 iSS 

This message (including attachments) is intended for the addressee named above. It may also be confidential, privileged and/or subject to copyright. If you wish 
to forward this message to others, you must first obtain the permission of the author. If you are not the addressee named above, you must not disseminate, 
copy, communicate or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality attached to this 
message is not waived, lost or destroyed because you have received this message in error. If you have received this message in error please notify the sender 
and delete from any computer. Unless explicitly attributed, the opinions expressed in this message do not necessarily represent the official position or opinions 
of the State of Queensland or the Department of Education and the Arts. Whilst all care has been taken, the Department of Education and the Arts disclaims all 
liability for loss or damage to person or property arising from this message being infected by computer virus or other contamination . 

From: PARKER, Deanne (dpark39) 
Sent: Thursday, 20 October 2016 7:50 PM 
To: HOWELL, Glenn (ghowe3i) <ghowe31@eq.edu.au>; VERSTEEGEN, Peta (pversl) <pversl@eq.edu.au>; 
GARDENER, Robyn (rgard26) <rgard26@eq.edu.au> 
Cc: LUIS, Hine (hluisl) <hluisl@eq.edu.au>; MUNSON, Corey (cmunsl) <cmunsl@eq.edu.au> 
Subject: Feedback re lockdown today 

Hi all, 

Just need some clarification around the all clear for lockdown as we followed the below today 

ALL CLEAR SIGNAL 

• The all-clear signal will be a TWO TONE SIREN (and 

accompanying PA announcement}. 
• Emergency rolls are to be collected from the sub-school office. 
• Junior school: Teachers are to phone relevant Deputy Principal regarding number of students present 

in class: 
o P-3 contact 602 or if unavailable contact 620 or 630 
o 4-6 contact 605, or if unavailable contact 620 or 630 
o Specialist Staff contact Junior Office on 620 or 630 with names of student in their care. 
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• Secondary school students will report directly to their pathways class for roll mark of the 

emergency roll (ID Attend roll). 
• Teachers with same pathways class can send student to collect ID Attend roll from central 

administration. 
• Secondary students remain in their pathways class until the next scheduled lesson or break. 

2 clarifications needed: 
We heard the two tone siren no problem at all. The message to classrooms was to keep students in class until end of 
day (we could not hear this in junior ad min but was heard in classrooms) . The all clear was not a PA announcement. 
Only a couple of teachers collected emergency rolls. 
Not all teachers called office to advise of students present 

Thanks 

De Por:ker 
-">~aC Q1r P,,r,e,pol 
?•1 T~hl'lg \..'M te~ 
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11-
• Queensland Government 
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":ti !Oli 55 .-0.1 555 
kl~ 10ll ~5 o, 5(.() 

OETt :nf"1tll<Jlior.ol CIIY.lcl,t>g a, 
l~ar..,,-, G-1/"l<i~<I nfcmQt,or,otl 

C~,CO$ ~, Co<II! 00,:,03A 

This message (including attachments) is intended for the addressee named above. It may also be confidential, 
privileged and/or subject to copyright. If you wish to forward this message to others, you must first obtain the 
permission of the author. If you are not the addressee named above, you must not disseminate, copy, communicate 
or otherwise use or take any action in reliance on this message. You understand that any privilege or confidentiality 
attached to this message is not waived, lost or destroyed because you have received this message in error. If you 
have received this message in error please notify the sender and delete from any computer. Unless explicitly 
attributed, the opinions expressed in this message do not necessarily represent the official position or opinions of the 
State of Queensland or the Department of Education, Training and Employment. Whilst all care has been taken, the 
Department of Education, Training and Employment disclaims all liabil ity for loss or damage to person or property 
arising from this message being infected by computer virus or other contamination . 
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EMERGENCY AND CRITICAL INCIDENT 
MANAGEMENT PLANNING POLICY 

For 

Upper Coomera State College 

October 23, 2016 vl.1 

Pagel 
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Fire and Evacuation 

Procedures 

Roles and Responsibilities/ Checklists 

Evacuation map & Building Map 

Lockdown 

Definition and clarity 

Roles and responsibilities 

Out of school hours lockdown procedure 

Critical incident management 

Accident/injury 

Assault 

Bomb Threat/ Suspicious mail 

Disappearance or removal of student 

Building structure collapse 

Fire 

Hazardous Materials 

Heatwave 

Tsunami 

Critical Incident definition 
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FIRE AND EVACUATION PROCEDURES 

IN THE EVENT OF A 

WILL SOUND. 

IN THE EVENT OF A 

Teachers are to direct students to: 

• All leave the room and supervise the walk to the meeting point via evacuation route (walk 
behind the group to collect stragglers moving between classes, in toilets, etc.) 

• No Bags are to be taken . 
• Lock doors and windows upon leaving the room where appropriate. 

• Assemble (see attached diagram of oval) 
o In separate Sub-schools (Senior, Advancement, Stage B, Stage A) 
o Alphabetical order (of classes e.g. Ala, Alb, Ale ... ) front to back 

• Collect fire/evac roll from HOY/HOD/HOC/Admin officer on oval 

• Teachers need to ensure their class is in a neat line and silent. 
o This allows wardens to quickly and easily identify if someone is missing (from their 

position in front of assembly) and allow CSO's/teachers, etc to ascertain whether 
students have left early, on excursion or genuinely missing on campus, thus 
triggering a search. 

• A class must remain standing until teacher has accounted for every student in that class. 
o If there are discrepancies 

• Report discrepancies to your Sub-school Deputy Principal (Yellow hat) 
immediately. 

• Return to actively supervise your home group. 
o If there are no discrepancies: 

• If all students have been accounted for, seat your class and report to Sub
school Deputy Principal (Yellow hat). 

• Return to your class and keep them as settled as possible and wait for the Chief Warden 
(Red helmet) to give the ALL CLEAR. 

• Teachers must be situated, where practicable, at the head of their class for the duration of 
the procedure. 

The Chief Warden is the only person who can give the "ALL CLEARn signal. 
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• Follow Chief Wardens' instructions to dismiss students safely. 

• Report any issues you encountered to the WHS officer at your earliest convenience for 
continual improvement in procedures. 

DEi 
Walkway 

~nx !) ,~ ...... ---- .. ·-·-·-··- ~ " ..... ~~-m 
& nior School aligns according to class 

E],a llocations on side of walkway. Ad min/ 
wardens assemble in-goa l area 

~ n ,:---, o aa 

Basketba·11 Coum Grassed area ad i:»ni 
courts 

.,_ ___ ,.I: 

TEACHERS: 

Sports Centre 

1. Class group teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and mark 
accurately. 

2. Class must remain standing until teacher has accounted for every student in that class. 
3. Teachers need to ensure their class is in a neat line and silent (refer to Map). 
4. Once all students have been accounted for, seat your class, return the roll to the Deputy 

Principal (or delegate) and get yourself signed off. 
5. Return to your class and keep them as settled as possible and wait for the Chief Warden 

(Red helmet) to give the ALL CLEAR. 
6. Follow Chief Warden's instructions to dismiss students safely. 

SPECIALIST STAFF: 

1. Report to the Sub-school Principal (blue helmet) at the Meeting Point to be accounted. 
2. Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 
3. Assist in crowd control (maintaining silence and attention toward Chief Warden) . 

STANLEY ADVANCEMENT TEACHERS (SAC) AND CSOS: 

1. Support SEU student/s to meeting points and their roll/home class. 
2. Inform roll/home class teacher/s of any student whom you will be supervising in the SEU 

meeting area. 
3. Report to SUB SCHOOL HOSES (green helmet) to mark themselves as present. 
4. Assist with supervision of SAC students within their roll/home class or within the SEU 

meeting area as required . 
5. Follow Chief Warden's instructions to dismiss students safely. 
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Upper Coomera State College 'i,!: 
STUDENT WELFARE TEAM AND EQ SPECIALIST SERVICE PROVIDERS 

1. Report to HOSES (green helmet) to mark themselves as present. 

csos 

JUNIOR SCHOOL/SENIOR SCHOOL: 

1. Report to your sub school Principal (blue helmet) at the Meeting Point to be accounted 
2. Return to sub-school area to assist with student supervision until Chief Warden's all clear. 

OTHERCSOS: 
1. Report to HR Manager/BSM at the Meeting Point (under goal posts) to be accounted 
2. Assist with student supervision until Chief Warden's all clear. 

VOLUNTEERS/ PARENT HELPERS/ RELIGIOUS INSTRUCTION TEACHERS/VISITORS: 

1. Report to the BSM/HR Manager (white helmet) at the Meeting Point (under the goal posts) 
to be accounted. 

2. Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 

Pages 
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Upper Coomera State College !i,!: 
FIRE AND EVACUATION ROLES AND RESPONSIBILITIES 

HOSES: 

1. Don a green helmet and high visibility vest. 
2. Take checklist of all SAC teaching staff, student welfare team, EQ specialist staff to 

meeting point (SUB SCHOOL) and check off roles. 
3. Cross check with fellow HOSES to ensure all staff are accounted for. 
4. Check off rolls and inform Chief Warden 

HOCS/HODS: 

1. Don a green helmet and high visibility vest. 
2. Check designated buildings and report they are clear to Principal (Blue helmet). 
3. Supervise roll marking and assist with crowd control. 

DEPUTY PRINCIPALS· 

Yellow Helmet 1. Don a and high-visibility vests. 
2. Have your checklist with you: 

a. Class lists, staff lists, TRS lists, excursion lists. 
If there are no roll discrepancies 

• Collect all stage rolls from home teachers when marked, tick them off your 
checklist, return rolls and inform the Warden (Principal - Blue Helmet) that 
all is clear for your stage. 

If there are roll discrepancies 

• Report discrepancies to the Sub School Warden (Principal - blue helmet) 
immediately, cross reference excursion lists, early departures, or instigate 
search. 

WARDENS (PRINCIPALS OF SUBSCHOOLS): -

1. If the Chief Warden is away, the Senior School PRINCIPAL takes over their duties. If 
the Senior School Principal is away, The Junior School Principal takes over their 
duties, with assistance from the BSM. 

2. If Deputy Principals are away, the PRINCIPAL takes over their duties also. 
3. Don a blue helmet and high visibility vest for identification. 
4. Report to Meeting Point with checklists. 
5. Receive reports from HOCS/HODS that designated buildings have been checked. 
6. Receive reports from DPs that all students and staff have been accounted for. 
7. Report to Chief Warden when all accounted for. 
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CHIEF WARDEN/ DEPUTY CHIEF WARDEN- (EXEC PRINCIPAL/ PRINCIPAL/ WHSA) 

(Checks 000 has been contacted or rings 000} 
1. Don a red helmet and high visibility vest for identification 
2. Note the time at the start of alarm. 
3. Take a megaphone to assembly area and checklists. 
4. Receive reports from Sub-school Wardens 
5. Inform Fire Department of discrepancies/ instigate searches. 
6. Tick off checklist as groups are accounted for. 
7. Give ALL CLEAR when everyone has been accounted and all building reports have 

been made. Dismiss assembly in stages. 
8. Complete an evaluation (including time taken) 

When all concerned are accounted for, and/or the fire 
department gives the signal, the Chief Warden will give the 
"ALL CLEAR" signal to return to normal duties. 

Teachers will supervise their students back to class. 
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I POSITION (Helmet Colour) 

Principal/ Associate Principal 
• Junior School 
• Senior School 

Deputy Principals (or Principal) 
• Junior School Stage A 
• Junior School Stage B 
• Senior School (10, 11,12) 
• Senior School (7, 8, 9) 

Behaviour Teacher Junior School 

HOC Junior School 

HOD - Junior Secondary 
HOD- Senior School 
HOD - Senior School - English 
HOD - Senior School - Teaching & Learning 
HOD - Science 

HOD-IDT 

RESPONSIBILITIES and DUTIES 

• Chief Warden (Checks that 000 has been made.) 

• Takes checklist, megaphone, and starts t imer (in the case of a drill). 
• Assign Princip_als to release students in an orderly manner once "AII_Clear" has been given . 

• Sub-school Wardens - blue helmet, high visibility vest and checklist (building checks, staff, excursions, etc) 

• Receive reports from HOCS/HODS that designated buildings have been checked 

• Receive reports from DPs that all students and staff have been accounted for. 
• Contact Chief Warden once sub-school all clear or instigate search with Chief wardens discretion . 
• Release students in an orderly manner once "All Clear" has been given from Chief Warden . 

• Wear Yellow Helmet and high visibility vest. 

• Take checklists classes, class teachers/ home groups and excursion lists. 

• Organise teachers to coordinate students into orderly lines based on Home/ class groups. 

• Distribute and receive completed class roles from home/class teachers . 

• Cross reference missing students against leaving early, SEU lists, sick bay and excursions lists. 

• Report to Sub-school Warden (Principal) to give all clear or advise of missing students/class teachers. 

• Check Emu (B block- Building 11), Echidna (C block- Build ing 12), T2 (Building 62) T4 (Building 25), TS (Building 22) & T6 
(Building_ 62), E Block (Building 63), then report to Junior Principal at meeting point . 

• Check Possum (H block - Building 19), Tuckshop toilets/canteen (Buildings 33,42), Sugarglider (I block - Building 20), Jabiru (D 
block- Building 30), Jaegar (F block- Building 35 - Upstairs from Advancement) and report to Junior School Principal at 
meetin_g___El_oint . 

• Check PAC (Buildings 18, 71, 72, 73) an_d rep_ort to Senior School Principal at meeting point. 

• Check Staffroom One including toilets (Building 31) and then report to Senior_Sc:hoC>I Principal at meeting point . 

• Check Staffroom Two including toilets (Building 15), then report to Senior ~chool Principal at mee_t_ing point. 

• Check Waters Creative Arts block (W Block - Building 34) and report to Senior School Principal at meeting point. 

• Check Clark Centre (Q Block - Building 28) upstairs and Senior Canteen and toilets (Building 2) report to Senior School Principal 
at meeting point . 

• Check Bradfield Centre(R Block- Buildings 27 and area 67 ) and Q downstairs (Building 28) and report to Senior School Principal 
at meetin_g___El_oint 
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HOO-Arts 

HOD - IT /Business 

HOD - Maths 
HOO- Humanities 

HOD - - - Library 

HOD Senior School - HPE 
HOSES - Advancement Centre 

Junior HOSES 
Senior HOSES 

TA4- Advancement 

Special Education Staff 

I 

• Check Music Blocks including toilets and Jane Rutter (Kand M Blocks - Buildings 10 and 17) and report to Senior School Principal 
meeting p_oint. 

• Check N Block (Samuel Griffiths (Building S) including toilets/ kitchens and Fensham Toilets and report to Senior School Principal 
at meeting point. 

• Check Fensham Building (V Block- Building 29) and report to Senior School Principal at_meeting point. 

• Check Jakaara (J Block- Building 13) Studies block and Jakarra toilets (Building 14) and report to Senior School Principal at 
meeting point . 

• Clear Library (Block L- Cowan Information Centre) including store rooms and toilets (Building 8) report to Senior School 
Principal. 

• Lock library and report to Chief Warden to give building all clear. 

• Check Sp_orts Centre in_c!uding toilets (Building 16) and T7 (Building 59) and report to Senior School Principal at meeting po int. 

• Don a green helmet and high visibility vest . 

• Take checklist of all SEU staff and CSOs for sub-school. 
• SENIOR HOSES Take SEU register of all visitors, volunteers and casuals and give to BSM. 

• SENIOR HOSES Check off student welfare team 

• Report to Chief Warden when all sub-school teaching staff and CS0s are accounted for. 

• Check Advancement Building including toilets and playgrounds (Building 46) and report to Chief Warden that building is all 
clear. Rep_ort to Senior HOSES to be accounted for. 

• Support SEU student/s to designated meeting place Junior/Senior 

• All SEU teachers need to be accounted for by Sub School HOSES (green helmet), who will then inform Chief Warden . 
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BSM 

IT Dept. 

HR Manager 

WH&S Adviser based in Central Admin 

WH&S Advisor for Junior Admin 

Finance Supervisor/Manager 

Canteen Manager/Coordinator 

Uniform Shop Manager/Coordinator 

Central Administration Front Counter 
Officers 

• White Helmet and high visibility vest 
• Co-ordinate with emergency services on arrival. 
• Stand in front of goal post on northern side of oval to mark off visitors, volunteers and casuals (refer HR manager role re 

accounting for non teaching staff not covered under teaching reporting lines) 
• Report to Chief Warden that your non teaching staff/visitors/volunteers/casuals are accounted for (HR Manager will advise you 

of all clear for Central Administration Building and role marking status of non teaching staff) 

• Report any discrepancies to the Chief Warden. 
• Collect visitors, volunteers and casuals re_g_ister(s) 

• Collect previous nights back up from server. 

• Report to HR Manager to be accounted for. 

• White Helmet and high visibility vest 
• Gather all non teaching staff lists and regional office (excluding CSOs reporting under their educational line) 
• Stand in front of goal post on northern side of oval and mark off all non teaching staff 
• Report any discrepencies to the BSM. 

• Check Central Administration building is all clear and close doors to individual offices once checked . 
• Assist with the evacuation and co-ordination of Senior School evacuation . 

• Assist with the evacuation and co-ordination of Junior School evacuation. 

• Ensure all tills are LOCKED before leaving the building 

• Turn off all cooking equipment. 
• Ensure all tills in both Senior and Junior Canteen are LOCKED before leaving the building. 
• Take Canteen register of all visitors, volunteers and casuals and give to BSM for checking off. 

• Report to HR Manager to be accounted for. 

• Ensure all tills in the Uniform Shop are LOCKED before leaving the building 
• Report to HR Manager to be accounted for. 

• Parent Counter Administration Officer: 
• Inform any visitors that are in the Central Administration foyer or occupying the Conference room that there is an emergency 

evacuation and request them to quickly but calmly leave the building and congregate at the front entrance to the school 
grounds (Reserve Road Main Entrance) 

• Lock front doors to Central Adm in 
• Collect sign in, sign out books and hand to BSM, whist advising you are accounted for. 

• Go to the Reserve Road Main Entrance (as per any visitors as outlined above) and await all clear. 

• Student Counter Administration Officer: 
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Junior Administration Officers 
(front counter) 

• Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 
• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point 

• Proceed to non teaching staff meeting point on the northern side of the oval 
• At the end of the evacutation, advise the Parent Counter AO at the Gate 2 entrance 

Parent Counter Administration Officer: 
• Collect visitors, volunteers and casuals register(s) and give to AO 

• Inform any visitors that are in the Junior Administration building that there is an emergency evacuation and request them to 
quickly but calmly leave the building and congregate in the car park at the front entrance to the junior school grounds (Gate 3) 

• Advise Student Counter AO that you are safe and going to the car park at the front entrance to the junior school grounds, Gate 
3 (as per any visitors as outlined above) 

Student Counter Administration Officer 

• Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 

• Collect visitors, volunteers and casuals register(s) and give to BSM for marking off 
• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point 

• Proceed to non teaching staff meeting point at the goal posts on the northern side of the oval (remembering to advise HR Mgr 
that the Parent Counter AO is safe and at Gate 2. 

• At the end of the evacuation, advise the Parent Counter AO from the Gate 3 entrance. 
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Student Services Officer 

Junior School 

Workplace Health & Safety Officer 
Facilities Officers 

Cleaners 

Specialist Staff 

CSO's 

All non teaching staff, visitors, contractors, 
volunteers and casuals 

Teaching Staff 

• Collect excursion lists, form rolls and hand out to senior staff from Chief Warden position in front of assembly area. 
• Disperse rolls and collect rolls 
• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Collect rolls, leaving early book, excursion lists, and lock Central Administration block. 

• Take Home Group rolls to meeting point 
• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Collect leaving early book, excursion lists, (refer Junior AO's above) and lock Chisholm Administration block. 
• (refer Junior AO's above)Take Home Group rolls to meeting point 

• Work with Deputy Principals to assist with checklists of staff and student accountability 

• Work with the Chief Warden for an "ALL CLEAR" 

• Lock facilities/grounds sheds 
• Facilities Manager to Gate 1 (sports centre main gate) to stop entering traffic other than emergency vehicles. and Groundsman 

or other Facilities Officer to Gate 4 Chisholm Carpark. 

• Groundsman or Factilities officer to meet HR Mgr at the goal posts on the Northern side of the oval and inform of HR Manager 
that all Facilities staff are accounted for. 

• Lock away any equipment/consumables in cleaners cupboards if it is safe to do so 
• Proceed to non teaching staff meeting point at the goal p_osts on the norther side of the oval 

• Report to the Sub-school Principal (blue helmet) at the Meeting Point to be accounted. 
• Remain at the designated Meeting Point until given the "All Clear" by the Chief Warden 

• Assist in crowd control (maintaining silence and attention toward Chief Warden}. 

• If on class, assist with the supervision of the class to the Meeting Point 
• Report to your sub school Principal (blue helmet) or HR Manager (white helmet) to be accounted for. 
• Return to Sub-School area, to assist in crowd control until given "All Clear" by the Chief Warden. 

• Proceed to non teaching staff meeting point (goal posts on the northern side of the oval) where you will be marked off one of 
the following roles as appropriate: 

• Non teaching staff 
• Visitors, volunteers, casuals 

• Class group teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and mark accurately. 
• Class must remain standing until teacher has accounted for every student in that class. 
• Teachers need to ensure their class is in a neat line and silent (refer to Map). 
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l 

• Once all students have been accounted for, seat your class, return the roll to the Deputy Principal (or delegate) and get 
yourself signed off. 

• Return to your class and keep them as settled as possible and wait for the Chief Warden (Red helmet) to give the ALL CLEAR. 
• Follow Chief Wardens' instructions to dismiss students safely. 
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Upper Coomera State College 
Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY THE 

CHIEF WARDEN 

Iii Upon notification of a fire or need for evacuation, sound the alarm and 
ring 000 {if not a drill) 

0 Collect loud haler, Red helmet, vest and school phone 

0 Stand visibly at meeting point 

0 Using loud haler to keep students calm and quietly seated 

0 Collect rolls from Stage Wardens when completed and mark off checklist 
to ensure that all stages are "Clear" - see attached 

0 Roll discrepancies will be reported to you by the Stage Wardens - check 
leaving early book and sick bay book- held by Administration Officers 

0 Complete checklist as allocated staff report to you - see attached 

Iii Inform the Fire Department immediately if anyone is not accounted for 

0 Give the "All Clear" signal when safe to return to rooms and instruct 
staff to supervise students back to class 

No one is to move until the Chief Warden signals "All Clear" 

PRINCIPAL - SENIOR SCHOOL 
@Assume responsibility of Chief Warden if the Executive Principal is not in the college 

BSM 
@Assume responsibility of Chief Warden if the Executive Principal and Principal of 

Senior School are not in the college 
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Chief Warden Checklist 

D Have Red Helmet, High visibility vest, loudspeaker and checklists 

D · Start the stopwatch (in the case of a drill) 

D BSM 
D Non teaching staff 

D Visitors/ Casuals/ Volunteers 

D Canteen x 2, uniform shop - locking of tills 

D Central Administration Building 

D SUB-SCHOOL WARDENS (Principals, HOSES) 
o All BUILDINGS clear 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 

D Information Services Centre 

D Sports Centre 
o All STAFF accounted 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 
o All STUDENTS accounted 

D Junior School 

D Secondary School 

D Stanley Advancement Centre 

D NOTIFY FIRE DEPARTMENT OF MISSING STUDENTS/STAFF IN THE EVENT OF 

REAL FIRE. 

D Stop the stopwatch when all accounted. 

Pagels 
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STAGE WARDENS (Principals/Deputy) Checklist 

JUNIOR 
D PREP A D lA D 2A D 3A D 4A D SA D 6A 
D PREPB D 18 D 28 D 38 D 48 D SB D 68 
D PREPC D lC D 2C D 3C D 4C D SC D 6C 
D PREPD D 1D D 2D D 3D D 4D D SD D 6D 
D PREP E D lE D 2E D 3E D 4E D SE D 6E 

D lF D 3F 

D All classes are accounted for. 

D All Junior Buildings are clear (as below) 

First Building Evac Building 
Surname Name Number Checks Toilets/Canteen 

11, 12, 62, 25, B, C, T2, T4, TS, 
Bailey Nigel 22,62,63 T6,E 

19, 33, 42, 20, H, Chisholm 
McCabe Andrew 30,33,35,42 Canteen, I, D F Chisholm Toilets 

D All staff are accounted for as per the following page. 
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Upper Coomera State College Junior Staff Check List 
Activity Name: Fire and Emergency Evacuation or Lockdown 

Date of Activity: List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 
Bailey Nigel Maher Craig 

Barnes Louise Margetts April 

Beaton Sarah Marriott Emily 

Beevers Carly Masters Carol 

Beresford Bo McCabe Andrew 

Brightwell Michael McCartan Ann 

Brittain Donna McKenna Simone 

Caltabiano Annette McRae Rachel 

Carey Leigh Misa Stacey 

Chapman Ruth Moore Helen 

Clunes Julie Morgenstern Katie 

Course Elisha Murrell Kate 

Danieluk Pamela Myatt Brenton 

Dau Cassandra Nicholson Nicola 

Dodd Codi Nogler Debbie 

Doolan Billie-Jo O'Brien Jodie 

Favaloro Trish Parker De 

Fechner Pauline Pittard Joanna 

France Angela Randall Anne 

Gane Col Risson Melina 

Gleeson Barbara Rowe Rebecca 

Goldner Nicole Semple Monique 

Grant Jessica Slinger Daryl 

Hayes Jessica Smyth Frances 

Heaton David Stefanac Jason 

Holland Matt Stevens Sonya 

Horvath Ashlee Taylor Renee 

Howell Annette Te lure Raina 

Hume Michael Troy Clare 

Wefferies Erin Tucker Crystal 

Wohnstone Scott Versteegen Peta 

Jones Nicole Watson Natalie 

Keech Dawn Watson Salene 

Kerrisk Dwayne Westra Van Holthe Melissa 

Khan Khadijah White-Long Shannon 

King Hayley Williams Narelle 

La ird Jodie Williams Tracey 

Lewerissa Hank Wilson Casey 

Madden Kristy Woods Sally 

D Additional staff are accounted for. 

Please return to Chief Warden when completed 
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Surname 

Coombes 

Dean 

Girle 

Higgins 

Hughes 

Hutchins 

Lewis 

Nichols 

Peel 

Shonhan 

White 

Whitsed 

STAGE WARDENS (Principals/Deputy) Checklist 

SENIOR 

D All STUDENTS accounted for - insert class names 

( I 

·-..... I 
: c-::: ;--.< 

"""/ --.... "-·, ' " -- - •-
"" 

D All Buildings are clear (as below) 

Evac 
First Building HOD Building 

Name Number Building Name Department Checks Toilets/Canteen 

Senior Canteen 

Angela 2 & 28U Clark Centre Science Q Upstairs Toilets 

IT and Fensham & N 

Rohan 5 Samuel Griffiths Business N Block Toilets 

Tonya 29 Fensham Senior Maths V 

Tamara 13 & 14 Jakarra Humanities J Jakarra Toilets 

Nicole 10 & 17 Music & Jane Rutter Arts M&K Music Toilets 

Teaching and 

Robyn 34 Walters Creative Arts Learning w 
Jacqueline 8 Cowan Centre Library L Library Toilets 

Sports Centre 

Camilla 16 & 59 Sports Centre HPE S & T7 Toilets 

18, Junior 

Allison 71,72,73 PAC Secondary p 

Senior Staffroom 1 

Nathan 31 Staffroom 1 Secondary SSl Toilets 

27, 67 R&Q 

Heath 28D IDT IDT Downstairs 

Staffroom 2 

Heidi 15 Staffroom 2 English SS2 Toilets 
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D All staff are accounted for as per the following page. 

Upper Coomera State College Secondary Staff Check List 
Activity Name: Fire and Emergency Evacuation or Lockdown 
Date of Activity: ______________ List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 

Adlln'ISOn R0$1,1lle KllvlngtM Stephen 
Alldenes Nick Lewis Clint 
Arnull Brett Lewis Jacoueline 
Arthur Ch ristine Lister Alana 
A$hworth R~c;hoel M cr.>an1el Rlth.,rd 
Baldwin Danielle McGee Ethan 
Bastljanlc Jelena McKercher Sherry 
Bavlnton Doug McVarnock Julie 
Bennett Me11an Mitchell Annelfse 
Best Rachel Mitchell Jayne 
Bowers Robert Murphy Collette 
Bray Jonathon Newell Michael 
Brown Robert Nichols Camilla 
Butler Adam Owens Adam 
eviler sean Pedel"$en sara 
Capra Chris Peel Alllson 
Cardon Smith Natalya Pigott Mathew 
Christle Laura Powell Thomas 
Colemon Wendy Previte C3thy 
Connelly Amy Pslrrls Angelique 
Coombes An11ela Puddey Beth 
Croft Rovlee Rambold MiChi!el 
Crompton Jenna Raven Matt 
Cullen Julia Reuther Stephen 
Dandy Natarsha Richards Patricia 
oean Rohen Ryon Katrln.1 
Del Prado Stephen Sampson Melissa 

Donaldson Nancy Schram Katie 
Elkayam Rebecco Searle Martin 
Ferreira Amanda Shonhan Nathan 
Flavin Jessica Smith Jacob 
Fox Sarah Sochanlk Paul 
Fuller Guy Somerville Tracey 
Garget Casey Sullivan John 
Girle Tonya Summers Anthony 
Gurnev KIiiie nvlor Simon 
Gustavson Lyndal Teelow Scott 
Hawkins Robert Tobin Vanna 
Hemmings Felicity Truss•Mlchaells Garv 
Hendric;k$0n Br,:tt Turner Jennifer 
Higgins Tamara Vellozzl Frank 

Hod11ess Kathryn Ward Anne 
Holland Ii~$$ Wecker Kel$ev 
Horne Alison White Heath 
Horne Nicholl Whitney Koda 
Hughes Nicole Whitney Rebecca 
Hurlnul RO$lyn Whitsed Heidi 
Hutchln,i Robyn WIiiiams Bridget 

Jackson Jon Winton Michelle 
Jone$ Michael w ons-see Anthony 

l<aniz Jin Woods Zane 
Kennedy Therese 

Completed Attendance Lists are to b• returned to Central Administration 
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STAGE WARDENS (Principals/Deputy) Checklist 

HOSES 
D Your sub-school staff are accounted for: 
D Cross check with other HOSES and report to Chief Warden. 

Upper Coomera State College SEU Staff Check List 
Activity Name: Fire and Emeraency Evacuation or Loc:kdown 
Date of Activity: Ust current as at: 14--October-2016 

Anhv The.-~~" - I.Vndll 
81oomti.ld Ruswll 
8rodr JU!le -..... Pn, 
c..lleb.Jut lt.at:11na 
·--,nfNt u.. 

ChendanRam Selurie 
cnvis-oawnoon IMie 
D@nHollal'IC'.H!t Chlktli\8 

Dol\eflV Jennifer 
Ounroblln O.ILn 
G.anlde Fiona 
:ilflOrd tynda 
~ O,avld 

IHMm C.mil 
Hawley Rhonda 
Hollow,ay S..Uy 
~ Noemi 
llucktnitn Jo-Ann 
M•rtln l/,1n",m' 
U cl(eru:ie Jenean 
Mclennan Sarah 
M ichael Diane 
Mllchel~ Jodie 
P...ic R<lnc!<I! 
Pe-teti,,m Kllry 
Pfk)e Und.i -~ IHwrh 
s.ttiweei.m susan 

iSefllof' Ros 
i5heDD4J'd O,,ant elle 

!Smith M atm-
iSotcllffe J<e'ru'Shka 
!Sulton Us.a 
!Swift 5u_..,. 
iTelford Janine 
lfuhc,o TraGey 

fumff Kit\ 
ifunw,,r l;anya 

rr...-........ n Brldl<! 
1/eUoul S.ndr,1 
IWNlts Jul"'1 -wutt.ims 8'1o Confirm to Chi.I W•rd.n th•t •II naff 
1Wll10n llu e"Ceounted for and thet the SpedaJ Educ•tlon 

~ 
NabUh4 I 

- 8uildlnc ha• been chedted to be un-cupled. -- -et Suellen 

_ ,. I- +---' 
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--··----····- -------------------------------------------------------------

HR MANAGER Checklist 
D All staff are accounted for. 

D Inform BSM. 

Upper Coomera State College Non Teaching Staff Check List 
Activity Name: Fire and Emersency Evacuation or Lockdown 
Date of Activity: ______________ List current as at: 14-October-2016 

Family Name Given Name Sighted Family Name Given Name Sighted 

Adaway Shelley Marmo Wayne 
Avern Timothv Mason Suzanne 
Barrett Wendv McHuAh Jane 
Baxter Stephen Megee Tania 
Bennett Amanda Moore Robyn 
Bennett Samantha Muir Marilyn 
Brlnsdon Nicola Murphy Gerard 
Cali Alflo Opie Colin 
ci1mobell Geoff ormesher Brooke 
C&S$ldv Natalie Painter Debra 
Corr,Clements Laura Penellum Susan 
Corr-Clements Thomas Price Rose 
Davies lynn Redler Chrl$ 
Di Stas! Natasha Reid Carlea 
Dickson Kellle Ross Jeffrey 
DownlnR Garv Rowe Jannah 
Dunn Traeey sarna$ela Constance 
Farr-Wharton Aeden Sawyer Kath 
Fisher Sandra Scheerle Randal 
Fitter Guy Sivilay Kelly 
Gardener Robvn Stafford Deborah 
Gombos Adela Stanley Matt 
Haidlev Karen Tetlow Hayley 
Hanlev Leanne Tetlow Jeffrey 
Heaton Loretta Tetlow Lvnda 
Hellou Chee Thompson Holli@ 
Henttonen Wendy Thurtell Noel 
Irwin Andreo Tierney Ian 
lsilal A,wta Tlernev Sam 
Jopson Deborah Trewin Kaaren 
Kent Shelley Tuibu~ Amenat11ve 
Kingston oa111d 'Turnbull Martey 
Kopllck Tracy Turner Mark 
Krause Jamie Weeden Laurie 
Lavagna-Slater Joanne Wlhongl Chantelle 
Lee Cassandra 
Luders Pamela 
Marmo Diane 

Completed Attend•n,e ~ltts •re to be returned to Cent ral Administ n,tlon 
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Upper Coomera State College !;.:: 
BSM Checklist 

D Co-ordinate Emergencies Services 

D Non-teaching staff (list from HR Manager) are accounted for. 

D Visitors and Casuals are accounted for. 

D Report to Chief Warden 
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Ensure students 

Upper Coomera State College 
Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY THE 

TEACHER. 

!:ii Stand up quietly and line up at the door - leave all personal equipment 
Iii Walk quickly and quietly to the home group on the oval 
!:ii Teachers need to ensure their class is in a neat line and silent (refer to 

Map). Youngest grades at halfway of oval, in alphabetical order of classes. 
Iii Teachers collect rolls from Deputy Principals/Rolls officer (Yellow Hat) and 

mark accurately. 

0 Class must remain standing until teacher has accounted for every student 
in that class. 

0 Once all students have been accounted for (only students who are present 
in front of you), seat your class, return the roll to the Principal (or 
delegate) and get yourself signed off. 

Iii Return to your class and keep them as settled as possible and wait for the 
Chief Warden (Red helmet) to give the ALL CLEAR. 

Iii Follow Chief Wardens' instructions to dismiss students safely 

If there are discrepancies with the roll 

Iii Report discrepancy immediately to your Warden (Deputy Principal) 
0 Actively supervise your class, ensuring they remain standing (& quiet), 

until given further instructions 

If possible 

0 Take class roll to meeting point 
!:ii Lock doors and windows upon leaving the room 
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Upper Coomera State College 

Fire and Evacuation Procedures 

RESPONSIBILITIES TO BE CARRIED OUT BY 

SPECIALIST TEACHERS 

If you have a class 

1:21 Supervise class to their home group on the oval, wait with them until their 
home teacher arrives 

1:21 Report to the Principal (Blue Helmet) at the meeting point to be accounted 
for 

1:21 Remain at the meeting point until given the "All clear" by the Chief Warden 

If you do not have a class 

1:21 Check buildings are clear if you are in them 

1:21 Report to the Principal (Blue Helmet) at the meeting point to be accounted 
for 

lil Remain at the meeting point until given the "All clear" by the Chief Warden 
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Emergency Evacuation Map 

LOCATI: YOUR SAFEST 
ROUTE TO THE SPOATS 
CNAA. WHICH DOES NOT 
GOBENEATHOA 
THROUGH 8UIUltNGS. 
IF IN DOU81'. HEAD TO 
THE NEAREST FENCE 
WALK AROUND CAMPUS 

~ ~ . 

EVACUATION MA~ll!IIJllllilJII ..._,I JI I J 

--
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UPPER COOMERA STATE COLLEGE 

LOCKDOWN PROCEDURES 
LOCKDOWN PROCEDURES WILL BE ACTIONED WITH THE SIGNALLING OF AN 

INTERMITTENT SIREN 

There are some emergent situations that require staff and students to either retreat or stay indoors. 

These situations include such threats from: 

• Dangerous persons; 
• Toxic spill (chemical truck accident in vicinity of school); 

• Livestock running loose; and 

• Bad weather 

In the event that all children must return to, or remain in their: classrooms, the following procedures 
will be followed. 

ADMINISTRATION STAFF ACTIVATE ALARM 

Intermittent siren will be activated from Central Admin in identification of threat on the campus. ID 

Attend rolls will be printed in anticipation of ALL CLEAR. Non-contact staff and visitor rolls 

generated. 

NOTIFY POLICE 
Advise police immediately of the situation. Try to provide them with as much information as 

possible, for example: 

• time of incident 

• nature of occurrence 

• details of the offender and if the offender is armed 

• type of weapon 

ON HEARING THE ALARM 

CLASSROOM TEACHERS 
• All children are to return quickly and quietly to their classroom or nearest building 

containing College Staff. 
• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 

• Children must sit on the floor below window level. Teacher may utilise withdrawal rooms, 

storage rooms and passageways at their discretion. 

• Do not walk around, remain on the floor. 

• No one is to leave the room for any reason . 

• Monitor phones for classroom messages. 
• When situation is resolved, the ALL CLEAR will be rung to indicate "ALL CLEAR" Two tone 

alarm with an accompanying PA announcement. 
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SPECIALIST TEACHERS 
• Children attending specialist lessons will remain with the Specialist Teacher and follow 

classroom procedures. 
• The HPE teacher will use discretion to return to the nearest classroom or building. 

• All teacher aides will remain with the classroom teacher and follow class procedures. 

• If in the grounds, proceed to the nearest classroom. 

• If in the administration building, proceed to the hallway outside the Conference Room, 
lock all doors and windows and turn off lights. 

CANTEEN STAFF 

• The canteen workers will lock all windows and doors. 

• All workers will remain in the canteen until the all clear is given. 
• When all clear is given, roll marking is to occur. Refer to section below "Roll Marking of 

Non Teaching Staff after all clear" . 

JANITOR AND GROUNDSMAN 
• Check toilets. If students are there, accompany them to nearest building. 

ADMINISTRATION OFFICERS 
• Lock all office windows and doors and turn off lights. 

• Junior School Administration officers to contact Kindy to notify of lockdown situation. 

ALL CLEAR SIGNAL 

The all-clear signal will be a TWO TONE SIREN (and accompanying PA 
announcement). Emergency rolls are to be collected from the sub-school office. 

Junior school Teachers 
• phone relevant Deputy Principal regarding number of students present in class: 
• P-2 contact 602 or if unavailable contact 620 or 630 

• 3-6 contact 605, or if unavailable contact 620 or 630 

Specialist Junior Staff 
• Contact Junior Office on 620 or 630 with names of student in their care. 
• Contact Junior Office on 620 or 630 to report yourself as accounted for. 

Secondary School teachers 
• Secondary school students will remain within their current class and a roll will be 

marked within this period. 

• Teachers with same pathways class can send student to collect ID Attend roll from 
central administration. 
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Specialist Senior Staff 
• Contact DP with names of student in their care. 

• Contact DP to report yourself as accounted for. 

TEACHERS ON NON CONTACT TIME 

• After all clear, if teachers have no pathways class, please phone your 
administration to be marked off the non-contact teaching list. 

VARIATION FOR BREAK TIMES/ BEFORE SCHOOL/ AFTER SCHOOL 

ON HEARING THE LOCKDOWN SIGNAL 
• All children are to move quickly and quietly to their nearest room or building. 

containing college staff e.g. staffroom, office, canteen, ISC, Advancement centre. 
• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 

• Children must sit on the floor below window level. Teacher may utilise withdrawal 
rooms, storage rooms and passageways at their discretion. 

• Do not walk around, remain on the floor. 

• No one is to leave the room for any reason. 

ALL CLEAR SIGNAL 

• The all-clear signal will be the TWO TONE Alarm 

FOLLOWED by a PA Announcement 
• Emergency rolls are to be collected from the sub-school office. 
• Junior school students will return to their normal classroom and the teacher will 

complete the emergency (ID Attend) roll and return to the office. 

• Secondary school students will report directly to their pathways class for roll 

mark of the emergency roll (ID Attend copy). 

• Secondary students remain in their pathways class until the next scheduled lesson 
or break. 
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Im dateA.ction 
• Assess the $11Uat1Cn and Ille condition of !he persoo(s): f e. broken bone$/bUms/ postlble ln(emal or spinal 

damage/tel'lous tacenitlons/$Udden tfrless. 

• Assess 1he sa~ needs of the group and the 111tuation - safety, tnJU11tl11,. environment, and condition of party 

• Attend to injuted person(s) - ad"*11ster first aid n neoeSAr,. loltowtng baur. casuall't cate practices. (aYOd 
contact wilh blood or other body tllids by using pootective glO¥es) and make !hem as comfortable n pou,ble. 

can tor aaiatanm 

• Coruct appropnate eme,gency se!Ylc:es by te:lepnontng tnple zero (000). 

Ensure the safety or the ru1 or the IIRMIP 

• Ensure everyone 1$ safe and encourage them lo remam calm 

• Removelllolate groYp ttom lnctdent tile 

• Establish adequale sheller if required and meet !he needs of the people 1nllOlved. 

• Provide assi!lilance to those people who reqUll9 ii and decide on a Slrategy ror looking aftef penson(s) until 
01&ide ~ arrives 

can togalhff the 1illt'1 emergency rnponM twn 1D implement~ pn,cadu,.. 
• As&emble and l800fd d site personnel 

• De ent11ne rninnQ persons ancS report to emergency Sffitee personnel. 

• comet ln!Wed person(s) family/'pafenlS. 

Follow up action 

Notify retevant &1alleholders. 
• Worm the Principal if injuty ocan off m . 
• Notity parentstcam'lll'lelt ot 1111. 

• Inform the Reg101111l Director If reqia-ed 

Refer media to Regional Director 

Oooumentatlon 

Compiet.c tho releYant report availa~ rrom h\1Pl,llmvhr;;Wbl,ltgli gld,gquy 

Recovery 

• Review of procesaes, debrilllfiog and memorials {•f ,-s.ary). 

• seek support tram Sdlool Guidance Offioers and E.rrc>loyee Advisors as appropriate 
htJR· ae11W11112M!d agy 11@eaRNwmcwC9Ql3C1Ha ntrn 

Skin Puncture 
Immediate aetlon 

• Anen4 10 1n,.ireo person 

-. ........ I I 

.., Queensland 
B" Government 
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• Determine what has caused the injury, l.e needles, avringes, sharp~- glass. 

• Apply lirst aid and have the peq,cn(s} attended lo by a medical professional lnYnediah!fy (avoid oor&d with 
blood and other bodV lluid$ by U&ing protedM, gloYa) 

• Prevet'II "Unqualllled" ~ e g stuctenta ll'offl touching or piClrll'IQ up ·COfQfnlnateer needles. svnnoes. and 
&halp objeds 

ensu,- the ur.ty of e. ,_.. of group 

• Isolate Irie lite at wl1ICtt lhe r,ckfeQt hn occuned and rernove Wllnesses lo a safe a.no secure IOcabon 

• Emure Standard PrecautlOM for ll'le p,evert10n or diseate lransmtsllon are lacllitated and mllrnined 

St:lndltd P"IC*ltioM ll'tcWe: 

• Good hygiene p,acbeel, lncll.lCllftO l1arid washing 

• Use of peraonal proledM! equipment (PPE) 

• Appropriate handling and dlsposal at lharps and other lnl'ectiou& W8'8fa and 

• App<~ate cleaning and cbSW1fection of contarrnnated fte,ng 

Fonow up aQtion 

• Noli~ rell!vanl ltakeholdel'5 

• Ad'JiM~ofkln.. 

• PotioeJsecunty patroll ii evidence ot llegat Cll'UQS on OETE proc,etty 

Documentation 

• Follow p,oc:edures lot' Managlng a Needle Stick lnjuly 

• COmplete 1he rele'vlmt ,eport a.vaui. ~m tJISn 1/n'Nh(-whs ama * qgy Ill 

Recovery 

• Oebnefing and - of pn:,ceAA 

-..-.--, 
• • ,. ~ Queensland B Government 
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What Is an Assault? 
A pel'IOn who strtkes. 10ucnes. or moves. or oll'l•IWI• appraes run:. of any kind 10. 1h1t peraon Of ano1het'. eitl'ler 
dirdy or lndnelly, without the OCllef penion'S conAnt, or 'Mth the ohtr penon'S conNttt if the conMl'lt ls obtained 
by ft'aud, or wno by any bodity actor gMtt.t'e aaampts 0t thtealillnS 1D apply fcfclt of any lclnd ID the peraon Of anc>Chef' 
Wlth)ut the 01ner peraon's content. under l4ld\ orcumstances 1hlt. lhe person making 11'11 attampt or lhnlat nn 
ac:tually or apparentty a prnent atJitity 1D affect Iha pel'IOl'l's purpo91, is said tl0 asault 1l'lat ohr pel'IOn, 1nd IN act 
IS calld an nsauft. 

AdditionaHy, Ill Stltlll ainwnal cadn have fur1her ddnilions of ldlonl 1hllt may 00l'l8llbltil an auutt, SUCh as 
caullng phylical dhlcornfort t,y 1he uaa of- heat, llght. eledriail ll:Jtcl. and odDrOuS g;nas, 

lmmed te Actlon 
• ,...._ Iha Situation and nimafrl calm. 
• Take no adOfl tnat wlN p,ovoke the ldlation. 'llffll!'e nacetlll'y (Ind poaltlle) call fOt nllltan0I fPollol 'I 

necenaryi 
• Take 1pp1Qpille adlon 10 pn11141n1 lnpy if tale ID oo to 

Calltwaltatance 

• lnfOrm Iha Pr1nC:l$)allllllltUta OlnldDr 
• Comac:t ~ lmefVl!f1Cy 9l!l"lices by talephorling trlple Z9fl) (000~ 
• By repor'ting IN assal.fl ID police you are proYklng details of what happened dl6lng your HSlutt and requesting 

!he polica to lrwestigatt Iha mauar ThlS • called maJang a 03ff1Plaint and you - refined a, n Iha 
'compainant 

EftSUN ltlol lalltty of Ille Nit of the fl'04lP 

• El'IIUle -.yone ii Slf9 and encourage f1lHn 110 refflllfl calm 
Atllfttt ID lnjl,11111 ,-on 

• Allllst the vidlm(I) applicabte) wr1hOut m'ldangering yolll1lllf or other people. 

Follow up action 

• Inform ~l'Vl'lht Of kin atld Elllcdon Cueenlllnd 1n11m1t1ona1 If .. qui~ 
• ~fy l'llevlnt stakeholdefS 
• Raportlhe incident 10 Iha Regionall1"9litulla Olreclor if iequred (lltfer media 1D Regionalllf1ltilule 0lt'8Cll0r) 
• on.r coUlalllng. 
• ConM With blhaYICIW managamerrt 000f'dina10r (tr nace.a,y) 

Documentation 

COmpleta lt'le rele\/lllt r"90ft avallabfe from llttpll l/myb£::IN o,rta gklqgy 1M 
Recovery 

• Review of ~ debriafir'Q. 
• Seek support from School Guidanm Offloers 1nd Empiol91 AIM90t'S as 1ppropna111 

11ttp'{fesMilt!gn aid 99Y IU/t)Uhhlconti~ t:tlzif 

-----.. .. .&, Queensland 
- Government 
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1. What defines • Bomb Threat? 
A bomb threat IS generallv dellned as a threat, usual ly verbal or wr1ttf!n, to detonate an expiostve or 
Incendiary device to cause property damagce, death, Of ln,urles, wl\etner or not wen a devtce actually 
exists. T','plc.llH'f delivered by telephone, or other teleccmmunlcation means, the great majority of such 
tl'ln!ats are soeiopatnic benavlor[cltatlon needed], Intended to CIII.IM! disruption, revenge or play practk:l!J 
jokes, rather than warning of real devices. 

Criminal $t.ltutes typlclllly dictate seveR penaltie:s. for example, In Queensland the Maximum penalty ro, 
the cf'fence of Bofflb HoaJCu Is ( t ) 32 lA ( 1) ab<Ml Is 7 years lmprlsonmt'llt ( 2) 321.A (2) above IS 5 yeltl"S 
lmpriSOrunent. 

The ded$1on to evacuate .-,n area or trulldlng, depending on the perceived reffabmty or the threat, may be 
made by local controll ing autnootles or those In charge or ttie targeted facility based on advlee from bomb 
c:Usposal expertS. Where a large fltclllt',' Is Involved It can be very difficult and lime-consuming to ensure 
ttle abl>ence or any bomb or other h.n;,rdous devlc.e or substance.. 

Preparedness prior to the event 
Pn?ptanning tips 

• ensure you have completed and reviewed your Emergency Managcement Plan (EMP) 
• Ensure vou have klentffled 'fOU' exit routes 
• Identify a Sal'e Refuge area to evacuate to 

lmm4Kilale action 
A copy ot the Batnb Threat Record stiowd be kept wltNn easy read'I or each tetepttone. 
In the case of• telephone threat 

• Let the cal ler nnlsn withOOt Interruption and keep ttle caller talktng as long as possible ustng key 
questions on the Bomb Threat Record, Do not repyc;c bt:Ddffl In order to trace the call. Usl09 
another telephone, call 1800 805 508 to trace the call. 

• Notify police Immediately - Call triple ttr0 (000) 

In ttle caM of• verbal ttlrut 

• let the r,erson finish wlttlout i.nterruption and keep them talking as long as posslbte us£no key 
questions on ttle Bomb Threat Record 

In the c:aM of a writt9n ttlrut 

• It the threat IS written and it IS estabriShecl as a threat tflen secure all ctocumentatien, lnducltng 
envelopes, and do not physically handle f>89e5 again until further pollce advice ls 'SOOgl'lt. 

Assess the situation with the aid of the Bomb Threat record, which c:an be found In the Emergency 
Management Plan template at : 

Queensland 
Government 
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httJ>s://oneoomt.deta.gld.goy.au/Servfces/faciht1esJemeraencvsecuntvmanagementinfocmatJoo{P 
aaes/dJ:fay!t.asox 

If• suspicious INldca9e hH been Identified 

• c.au for assistance 
• Infonn the Principal and tne Pollce (using a dltfete-nt telephone line) 
• c.au together the Site's emergency response team to Implement emergency procedures: 

> Assess the risk and evao.iatlon ttl a safe area as advtsed by Police 
> Leave d00f'S and wlndoWs open 
> Oo not dlst\lrt> and evidence the police might find useful 
> If a suspect object has been located as a resurt of a search or if bomb threat is deemed 

serious, then evacuate (make sure the evacuatlOn point has also llffn searched by staff 
before rally ng to the deemed safe area). 

> The national standard IS 100m clearance around tile suspect item and no mobile phones/ 
radios/ cordless telephones with 2Sm. 

> Oerermlne a stra~Y for further action In consultatloo with the police 
> Return the workplace to normal Ol)ef'atlons after consultatJon with the potlce. COmpleb! a 

Bomb Threat Record and prepare a deta led report of the Incident for Qtd Police c,nc, the 
~ent. 

Fo low up ac ons 
• Contact your ReglOnal/Instltute Dln!c:tor. 
• Refer medt., to the ReglonaVlnstitute Director. 

RecO\/ery 
• Seek supc,ort from Sdlool Guidance Officers and Employee AdvlSOl'5 as apprOl)(late: 

r,ttp·/Jt!ducatton.qfd.ogy.aulhealth/cootacts/contacts::ea.htmi 
• ~lew ot processes, debriefing, and memorials (If necessary). 
• Complete the relevant report available from bttps;//myhr-whs,deta,g!d,goy.au 

For further lnfonnation A!fer to http://www,QOIJ0,gld,goy.au/serylces/general/mall,htm 

2. What ddna Suspicious Marl? 
Fl'Qm time to time pefliOflS pursue a grievance /cause, real or perceived through unlawful acts. One of 
these is using man to transc,ort harmful items. This document is lnt~ded to enhance awareness and offer 
advice on best practice In relation to the subject. 
Unopened pack;qe 

lf you suspect that you na11e received a package that may contain hazardous matertal and It remains 
unopened: 

• Tum off the alr•conditloning system 
• Place the Item In a plast:Jc bag and se I t 
• Place all Items In a second plastic bag illnd sul that bag. 
• Stay rn vour off!O! 0r Immediate work area . 

UIIIU 
PH 303-4601 t 04' 
J03.48012 

EmaU: ~ 
emn,,@KI oaoomlM: "" 

................. ,., . 
"' . 

Queensland 
Government 
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• This also applies to co-workers In the same room. 
• Prevent others from entering the area arid becoming contaminated. Remember vou are not In 

Immediate danger. 
• can for help. This may be your supervisor to call triple zero (000) to aslc: for Fire HAZMAT 

depending on yoor situation. 
Actvln; 

• Exact lOClJtlon of Incident - street address, bufldlng floor 
• Number of people potentially expoMd 
• Description of package/devlee 
• Actfon taken, e.g. package covered with black coat, area isolated 
• Keep your hands away from your face to avOid contaminating vour eyes, nose and moutn. 
• U possible (without leaving the work area) wash your hands. 
• Walt !'or help to arrive. 

Opened pack-.a 

If you suspect that you have received a package that may comaln hazardous material and It has been 
opened. 

• Turn off alr•concfltiOnlng system 
• Do not dlswm the Item any funner. Do not pass It around. If any material has split from the Item, 

do not try to dean It up, or brush It from your dotning. 
• rr l)()Ulble, l)fac@ an object over the pad<age wltttout disturbing it such as a large waste bin. 
• Stay In vour office or Immediate work area. This also applles to co-workers In the same n:J()ffl . 

Prevent others from entering tile 1rea and becoming contaminated. Remember yoo are not In 
l.mmedlate danger. 

• Catt triple zero (000) to ask !'or Fire HAZMAT depending on your sltuatk>n. 
AdvlM: 

• flalct location ot lncldl!flt - stnNtt address, building floor 
• Number of ~pte potentially exposed 
• Dacrtptlon of l)ackiJge/devlce 
• AeUon taken, e.g . package covered with IMack coat, area isolated. 

If you suspect lhe mall Item may contllln an expfosM device 

• Follow your normal emergency procedures 
• Ring triple zero (000} and f'l!l)<).-t emergency procedures 
• Evacuate the area 

W1\at constituta • "suspicious pan:et"? 

> Some typical dlaraaeristks Postal In~ have detected over the years, which ought to trigger 
suspicion, fndude parcels that: 

• A.re unexpected or from someone unfamiliar to yoo 
• A.re addressed to someone no longer wlttl your organisation or are otherWISe outdated 
• Have no return address, or have one ttlat can not be verified as legitimate 
• Are ot unusual w@l9nt, giVen their sJze, or are lopslded or oddly shaped 
• Are manced with resttktlve endorsements, StJdi as •personal" or ·eonndentta1· and have 

protruding wires, strange colours, odours or stains • 

Email: ~ 
,mcum, n@l!l)l'M 1"11 

....... ~ p C C 1aa 

"' . . 
JJll,U Queensland 

Government 
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Immediate Action 

Inform Principal/Institute Director 
• Ccnlldappmprllte eme,gency NMCH by~ ttlple BIO (000). 

• C.11 ~ Ille • ·• emergency response team to mptemem emergency procedtJres 

• Sean:harulfapplc:abie 

Ensure the safety of the rest of the group 

• contact~ il'mlediataly 

• Notify Educ:aton Queenlland lnt9rn11!0nal ir an inlltmationll stuclll'rt iS ~ 

• Gdler inrcnna11on ID eell(lsh IN $11111.1$ of Ille IIYdeltt's wtiereaoouts n dlrecled by pollee. \Consult WIit! 
Mends. tlbllngl, ~ famlle~ele:) 

Follow up actions 

• Nollff rele\llllt lllalQlholdets. 

• Nollff Reglonll 0lreclDr (Sdlool lnoldent Alert Nolficabon Procua) 

• Re&lr l'T1eda tD the Rllglcmal OitltdDr 

• Notify poliCe If laldettt found. 

Documentation 
Compiellt 11e releVltlt nipott 1w1ttb(e l'r0m lmRl.llmxbc::'t!ll-lMP PIS! "9Y 1M 

Recovery 

• E.-blllh 1he 111'~ and weltbtlng of sludent If pol8ible 

• Oebrlet!ng, coumeOlng, le'_ of p~ 

• Seek support from School Guidanot Officers and Emp!Oyee Advllots n appropiaia: 
l'ltlp:lledlgtiOR,gld:SJOY~ mm! 

................ L 

• • • Queensland 
Government 
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ESMU 
Emergency and Security Management 

Building Structure Collapse quick reference guide 
Preparedness prior to the event 

• Ensunt Yf1U haw completed and reviewed your Emergency Management Plan {EMP) 

Immediate action 
• Adivate your Emergency ll/lanagement Pla:11 (EMP) 

• Secue the area., ensuring there 15 no mmediate- tlrut to any peqons. 
• o.tetn*MJ I 1here are any cuualtle$ and nature of lM!r ln)urin. wllho4lt placing any Pff.SOl'IMI at 

risk. 
• Attend to any Injured penon(s) 

• Administer first aid (Quallied first alder) v.flere app,opdale (avoid contact wffh blood llnd other body 
fluids bV using prote<:Uve gloves). 

• Conact appropriate emergency services 11V tetephoning triple zero (000) 

• Cont.act the R19ionel Oiredor, 
• Contact IM-l&S 
• Evacuate the building according to circumstaru:es 

Standard preeaullons indude: 

• Good hvglonit ~s. lneludlllg hand wnh11g 
• Use of pel'SONI protective equipment (P'PE) 

• Appropriate handling 1J1d disposal of sharps and other infec:tious -• and 

• Approprlar. deaning and dtslnfedldn of 00J1taminat.cl lems. 

Cell togethef the site'$ emergency respornie team to implement efflefgency procedures 

• Assemble llnd record all Sita perwnnet. 
• Oetermine mifling pe1"5ons and report to emergency service personnel. 

• Conlact injured person(t) family/parent& 

Follow up actions 
• Notify relevant stakelioidlrs 

• Repolt the Incident 111) Roglonal Oir.ctof. 
• Notify BAS (07) 3224 6666 (Available 2417) 

• Notify 01d Pob. 

• Re-enmr the b!Jldlng(s) only after the lnfrnt1ucture Manager or BAS have t'- the "akloa,. 
• Monitor the safety of the repaired building(s) 

• RefM media to tie Regjonal Director 

• For support on any of the ab<MI. pleaH contact your lnfraaildUN Advisor 

• Notify Education QUIM!nsland lntamatlonal if any lntematlonal student is il'IVOMld 

Emefvency Response Officers 
P: (07) 3004601 1 
P: (07) 30346012 
E; qld-dete-emn19ict~net 
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ESMU 
Emergency and Security Management 

Building Structure Collapse quick reference guide 
Recovery 

• S.•k $Upp0rt from School GUldanee Officers and EmploYff AcMsols as approptlale. 
http·/leducation ald.qoy.auJhealthlcontadlslconlacts-.html 

• Revi.w of proeHMS.. debMllng, and !MfflOrials (f ~ry). 
• Co~t• the relevant report available from ht!p$:flmvhr-wl)$.deta.gld.ooy.au 

NB: School closi.es due to Natu,al'Mar:t-made Oi5ashm5 are postad on OETE website, Faoebook and 
1'-Ml01 

OETE Website hllp:lldeta.gld.pouul 
Twitter Wffll',tydte( com/OLQDETE 
Facebook htlp;Ji\w.w.facaboolt.convpages/Oueensland-Oepartment-of-EiM:ation-Training-and-

EpymentlJ 3638479971§300 

Emergency Response Officers 
P: (07) 3034601 1 
P: (07) 303"6012 
E: qld-dete-emru@id.ogcomms net -~ --------------------------· -~.,., ... -

N 

l 
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Fire quick reference guide 
If you a,. an ov.Mt, Of a buslNss or person, that Is occupying, or mon.tg110 a bulkflng In Queensland you 
have a legal obligation to ensure the &af.iy of any pcwon in that builcing in the event of a fire or other 
emergency. 

TINI 0uMnsland Fire & Emergency Service has dtveiop.d 'The Fire S.fety Management Tool for °"""' I 
Oocupienl' to assist - I occupiers in managing their compliance with the Fire and Rescue ~ 
At:t 1~ and the /Julldlng Ftt. Stdety Rtlf/Ul«lon 2008. TINI 'AcMsory Notn' provide lllrther e)(planatlon and 
c:larlflcadon of term, r~ 

It ii important to note. the 'Fire Safety Management Tool for o-rt Occupiers' and the 'Advisofy Notes' are 
guldts only. Haith« document Indicates compl~ wllh al ,-qllitet'nents of the Fft Md RHCW s.n;c.. 
Ad 1~ and/or ltNt Bulltling Fh &nty RflgUl4,tion 2008. 

Preparedness prlot to the event 
• Ensure you haw co~ed you, Emergency Management Plan {EMP) 

• E.naunt you have idetdied your ult routes and bcation of firefighting equipment 

• ldendfy a Safe Refuge area to evac:uahl to 

lmmed te action 
• Activahl your Emergency Management Plan (E.MP) 

• Raise the alarm to wam people at the workplace. 

• NOiiy ttle Fre S.Mce (000) 

• CaU the liiht'a emergency n,sponae team to imptemeJlt emefgency procedures: 

o Evacuate to nomlnatad •~ area(s) v,tll~ Is dnr of Iha dange, area 

o Call a rol to check that everyone ii sa.fa 

o Restrict the danger area 

o NOCly Old Police and Qld Ambulanct if required by pho,,lng lriplo zero (000) 

o F1ght the fire only if It is safe to do so and If the people involved haw been trained to use the 
fintfighting equipment. 

o NOCly lhe Re"1oNJ OW.ctor. 

o Do nae distul'b any potential evide~ the pollot ffl!llht find usefl.11. 

Ensure the Safety of the rm of the group 

• Assist people in immediate danger - in perticular people with disabilities and those requiring 
additional assistance. 

• Attend lo in.jured person(s). 

Emergency Response Officers 
P: (07) 30346011 
P: (07) 30346012 
E: qld-dete--em111@id.ngcomms.net 
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Fire quick reference guide 
Follow IMtrurctlons glftn by: 

• Qld Police Service 

• Qld Fire & Emergency Service 

• Qld Rural Fir• S.Nice 

• Your Regional Director 

• Eme<gonc:y & Stcurlty Man•mont Uni 

FoJlow up actions 
Assume l)l'esence of Asbe.tos Cont.alning Materials in debris Notify refevant stakeholders 

• Report damage to fadlitlts & grounds to tho Reglonal Office. 

• ConsJder do111n of school. refer to CEO Directive No.01/2010 fo, mol9 information 

• Report school Ol)ltflltional ttatus and SNdent attendarKl8 to the Regional Director 

• Make arrangemll'IIS for pa,.ntslcaN1rslnox:t of kin to be notifled onc:e danger haa paSMd. 

• Have appropriate aulhorities assess the safety of the buildings once the fire hn been extioguished. 

• Notify BAS (07) 322• 6666 (available 2.:7) 

• For support on any of tl'le above. pteas. concaet your Regional Office lnfrastruelUle Advlsot 

• Notify Education Queensland International if any international student is involved 

Recovery 

• S..tc support l'rom S<:nool Guidance Offlcera and E~yee AcMsots as appropnate: 
bllP;(l,slycatiorJ,914gov 1u/hetlfhlcont,1cp1contam-,a.hmJI 

• Relit.wot prooess.s. ci.brieflng. and memo,ials (If 111cessary). 

• Co~lete the rei.vant report available from httpsJlmvhf:r,t1,dtta,qld QOY,1!,I 

Emergency Response Officers 
P: (07) 30346011 
P: (07) 30346012 
E: qld-dete-1mru@id ngcomms.net -=-
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ESMU 
Emergency and Security Management 

Hazardous Materials (HAZMA T) quick reference guide 
What ls HAZMAT? 

Hazmat Is I shortened tlfm meaning "bazardous material.· Hazardous material can bt an~hinil that can caus. 
harm ID wing things. Some types of hazardous material include biological, chemic:al or physieal oms They can 
pose a danger to lndt,/ldual h .. lth and to tha 11witotlment. Thlse lwns as stated by the Oceupiatlonal Safety and 
Hullh Adminlllratlon (OSHA) can bt 1111fflS lNt contain cardnogans (cancer-causing wbstancas). 11Ql(le IQel'ltl, 
coll'OSMtS, uplosiYe Of flammable chemi:als and unstable agef!l:s. 

Preparedness 

• Al Education Que1tns!llnd Khooa a,e eligible to regiinllf for access to Chemwa1ch Gold FFX cmliine venion. 
Che,_lch provides Material Safety Dalabase on al hazardous and non-flaardous mtteriats wth ad\tice f 
uposod to li~AT To r•glstlf for ICCMS. ckk: httpjl/oducatpn,qjd gov 1ylheattb{pdfslctwuw,td)1t9fsDJtion· 
insbuctionudf 

Immediate ad:lon 

Attend to injl.Hd ~rson(s) I ntceuary 
• Identify the hazardous matertal(s) invotvad - cflemlcal Sptllage, gas- emission, bulding components. 

• Cal for auilltlnce - Contact ~ptiete emergancy semce by phoninQ triple zero (000) 

• lnfonn the Principal and c:all !Dgether the sffe's Emergeney re1p0115e team to adivate yow amergency 
management plan. 

o Call and co-ordlnalllt supp,o,t from Qld Pollet. State Emergency S..-vlcM, Qld Ambiance Sarvlce and 
Qkl f"n & Emergency Service as needed. 

o Respond tlO state ~ncy SeMces as instn.lc:ted 

!:Mure tha safely of the rest of Uie group 

• Mo~ people away from the imrMdlata danger area as quickly as possible, 

• Wlere it is possible to do so safely; prevent fur111er i;pntad of hazardoU!i materials by: 

o closing do<H'5 and windows 

o dnMling curtains and sealing ventilators 

o b.lming off aJr conditioMrS 

o exla1gulshing naked flames (lnduding pilot ligllta) 

• On0e evacuated and safe, cal a roll to check ttiat everyone 'Who rnlgt,t have been exposed to ttie huardoua 
mawrla.1111 now an .a safa ana. """'4 

Emergency ResPC>Me Officen. 
P- (07) 30346011 
P- (07) 30346012 
E: qld-det.e-emruCJid.ngoomms.net ----------------------------~ -

I 
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ESMU 
Hazardous Materials (HAZMA T) quick reference guide 

• Qualified fira.t alders apply basic first aid lo people affected by hazardous material and refer serious cases 
ID Qld Ambulance S.rw:o - R•tor to the CMmwatc:h MSOS lot additlonaf safety lntormallon. 

• Do not re1Um ID the previously eontamlnlted area until the 'al clear' b gtllen by the Ofd Fire & 
Emergency Servico I Old Police. 

Follow up actions 

• ~port the ihddetlt to your Region Dlr.aor. 

• Refer media lo the Region Dnetor 

• For support on any of lhe above. please contact your Regional Office Infrastructure AcMsor 

• Notify Education OuHnSland lrnmatlonat I an intetMllonal SllldAent Is lnvolvtd. 

Recovery 

Seek support from School Guidance Officers and Employee AdviSOfS a.s appropriate: 
!!1!&:lledllcalio!l,gld.gov .aul't)&allhlconlac:tsfcontacts:,a ,trtn:, 

• R•llfew of p(OOHSff, debriolfng, and mtmorlals (It MOISsary). 

• Co"'4)1ete the relevant report available from https:(am,tu:w.;eta,qld,qoy,aw 

NB: School doSUl'es .:tu. to Natural!Man-made Disasters ani posted on DETE wabsilB, Facebook and Twitter. 

Emel'\1ffl'ICY Response Officers 
P: (07) 3034801 t 
P: (07) 30346012 
E: qk:ktete-emru@id.ngoomme.net 

~ --
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ESMU 
Emergencvand Security Management 

Heat wave quick reference guide 
What is a Heatwave? 
A hnt wav• can bCI dllfln4ld as a prolonged period of •xcesslve heat In Aultralla .xc.~ ti.at can 
1111,y m,m 37°C lo 42"C. A heat wave occun. when there are a numbel al consecutive days with above> 
a~ temperature, often combined wllb high humidity. 

Preparedna1J prior to the event 
• Plan ahead to recfu,.;e the risk of getlin9 he,C mslisPstl!>n or a heat related ~lness. 
• Look at 1b1111fives ID holp to cool your building. For «umplo, instaO awnings, shade clottt or 

intemal bfinda or c:urtains on the sides of the building which fac:e the sun. 
• Listlen to your tog!~ f9remt so you know fa heat WIM!I is on the way. 

Immediate action 
Refer to Queensland Healh guidefines 
hltp:/l)wtN,bfllJl),Afd,A9Y,1Yl0nw/bMl/httl::WM't,IIR 

Keep out of the heat 
• Plan your day to keep ac.tiviy to a minimum during the hottest part of the day. 
• If you must go out "'8n wear llghbwlgnt. lght-cotou...ct, loose, pofous dOthes. a~ 

hat and r.unscreen and ragularly rest in the shade and drink fluid$. 
• If you can; avoid going out in the hollest part of the day (11 am - 3pm) 
• AVOCD str,rwour. dytiu. 

Stay cool 
• Wear appropriate clo1tling ID suit Iha hot'W8111haf. 
• Stay inside, in the c:ookm rooms in your building, u much 911 posaibla. 
• Open up windows and doors when there is• cool braaa, VIINln the temperature inside rises. 
• Use fans and alt-condftloners where pouitlle to uep cool. 

Monitor agriculural unit animals fol" heat stress (if applicable) 
Animals can be affected by heat related llnMs and anyone in charge of fjyestpck has a duty of care to 
provide rood. water and 1119fOPtlato shebr for !tie animal, 

Signs and Symptoms of heat related ilfnus 
Alltlclugh the presence of S)fflptOms mav vary from Ptf!Jon to per,on. below is • lilt of c:ommon signs 
and sympmms of hut related illneg !bat can affect people. 

Emergency Response Officers 
P: (07) 3034601 t 
P: (07) 30346012 
E: qld,-~@iclngcomms.net 

n 

0 

0 
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ESMU 
Emergency and Security Management 

Heat wave quick reference guide 
·Hut stroke can affect a penon tngagmg In pllyslcal acdvtty who has not been ldentlfftd as suffering 
from tltat tldla\lSlion and who hn persilad In fur!Jler actMty, Hnt t)(haustlon and heat strok:t can 
stil occur where !here has been good hydnltion. 

Fint Aid 
What you can do to assist anyone needing f.illL.llsl, m an EMERGENCY. telephone IJIPIP zero 1000) 
and got paramtdic:s on lht way immecliatiety. 

Please note that Education Queensland sdlooJs namaln e>p11n end students are not sent home during 
periods of exceuive heat or heat wave conditions, Schools should refer ID lhe Menaging Excnsive 
Heat In Schools prooedure at http;//edue<ttlon.qtd.gov .ayl$ctloolslhealth'ylwellb9 na:: 
g,yjdelirtes{beat,htmf 

Follow up a<:tlons 
Complete the i.levant ,epon from hnps:lln:wbtzWbl d@l,gid.qoy.au 

Emergency Resf)Onse Officers 
P: (07)~11 
P: (07) 30346012 
E: qld-dete-emn,@icingcomms net 

Q"',,,,,1111 
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ESMU 
Emergency and Security Management 

Tsunami quick reference guide 
What 1$ a Tsunami? 
A tsunami Is a seriN of fast moving waws produced d:urlng large scale ocean dlsaM11ancu. A 
taunaml can OCQlr with very ~le -ming; caused by • variety of natuntl or technological evel'IIS, sucti 
as earttlquaku. wlcanec eruptions, explosions, landsldea. and meteotlte Impacts. 

A tsunami Iii dltro1911t from regc.alar ocean waves in teYerat ways: 

• A t:aunam is a aeries of sea waves that are extremely long. /4a a tsunami aossea e deep 
ocean Iha length, from crest to c:r.tt may be u much as 150 kllomatots and UMIN waws can 
travtf at speeds of 1.000 ltrTWtl. 

• A tsunami that Is umolieltallle at s.a, bKauH of Ill long waya lengths. may reach several 
metres OJ mont in hei;ht by the time that it reaches the coa5t. 

• Regui.r ocean wavea l1\0YI In !tie watet from 1M surface down to around t SOm dffp, bl.It a 
tsunami moves in the water al the way to the seaftoor. TherefOl'e the volume of water that• 
moved by a tsunarr1 Is slgnlflcann, mMI than !he amount moved by ttgulal ocean wav•. 

• Aa many tsunamis are a series of--. there ii often mcma than one wave and the finit -ye 
may not be 11'1• tarii-st. 

Pre--seaaon planning 
Tsunami can OCQIF at any lime °' Iba yNr, coutal fac:fdles noed to be awa,.. that Iha ltlreat of 
Ts1.W111m ia an ong~ posstility. 

• Ensure your "Tsunami Sub Plan" has been completecl and reviewecl. 

Preparedn prior to the event 
• Conlad your local council to find out about lhe rtlk of tsunami In your c:ormuilty. 
• Famiiarise .,oursef with information about tsunarri 1nd the natural wamlng$ signs, 5IJCh as 

tantlquakes, rl.fflbllngffoulng sounds or sudden changes 1111 the behrolioll' of coaml sus (ttlo
sea level may fl!Qlde dramatically). 

• Visit the Bweau of Motoorology webtb for mora lnlormatlon. Th• air.au of Metitorolofjy has 
the owralf responllibility for issuing Tsunami Warninp in Australia. 

• If you, Sdlool ls In a Taunaml pron• area . c»velop a Tsunami Sub Plan which should ti. 
atmc:hed to your emergency management plan. Identify ll'le nearest high ground and the 
safut routes to It 

• WARNINGS will be rela~ ttlrough Emergency AuthoritiK viii official chamels (e.g. 
Emergency Alert. radio, teleYISion. sign boards and the lnoarnot). Uftguards. &lrf Uesavers 
and/or unofficial channels (e.g. fKe to face or vertlal announcement). 

• Depending on Iha level of lllteat cawmined by the .k>lnt Australial\ Tsunami IIVatrwtO Centre 
• JATVI/C the Bureau of Meteorology may issue a Tsunami Watning testridad to the 1111rine 

enYironmant and lmmecllate forasho<e aru for l)lftS of lhit Ausnlian coastline. Tune o 
warnings via Emefgenc:y Alert. 1t,e radio, telellision, '1300 TSUNAMI' (1300 878 6264) or 1tle 
Bureau of MetoOl'Ology's websllll . 

Eme.rgency Response Officen 
P: (07} 30041601 1 
P : (07) 30046012 
E: qld-dete-envuo;ct.ngcomme l'IBt 

o .... ,.. ..... 11 c 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 145 of 220

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



ESMU 
Emergency and Security Management 

Tsunami quick reference guide 
Immediate action 

• AcctiYlc. your Tsunami Sub plan 
• Usliln to your local radio mtion for infonnallon and lnstNdions. 
• Listen carefully to the -ming and act irrmediately on the advice provided. 
• To help minimise the risk ID your safety; it is important lo follow the acMc:e c:on111ined in these 

warnings. 
• If you are on land and 1"5trlleted to evacuatt; follow your T$Un8mi Sub Plan and immedlatety 

move inland or to higher ground at lent 10 metl'n aboVe sea kiwi or, I possible, move at 
least 1 km IIWIIY from all beaches, hlll1>ours and coaal estua~nk area 

• If lf'OU a,a i.a,abla to laaw the area, take shelter in Iha upper 11"91 of a sturdy bride o, concrete 
mulll-s110rey bultding and stay there until 1.d'liMd lhat it 15 safe to leave (homes and smal 
buildings are not designed to withstand tsunam fotces). 

Follow up :,ctions 
• Tsunami Wamings ~II be cancelled by the Joint Auslralian Tsmami Wllming Centre 'M18n the 

main threat is deemed to have passed. 
• Emergency auh>rities will inform Iha put,llic when i is safe to return to the affeded area. This 

advlca wll be ra lated lhtough amafgoncy aulhol'ltt.s via offlcal chann.ts, such as radio. 
t•viaion. signboards or via the mrnot. '1300 TSUNAMI' (1300 878 6264) or the &lreau of 
Meteorology's 'Mb&ie www.bom.qov.au/tsunami 

• Contad your Regional Dnctor 
• Rafet mtdla to Iha Regional Dlrac:tor 
• For support on any of the above. please, c:onlact your Regional Office lnlra&lrudl.tre Advisor 

• Notify EducaUon Queenst.nd International If any international student is Involved 

R overy 
S..k sl4>f)Ort from School Guidance OfficeB and Employee Advisors as app,opna19: 
http;lleducatlon.gld,qouulhealthlcontaqta/contactHa.htmf 

l'fB: Sc:llool clolM.rres duo to Natural Disa:stars are posted on DETE -bde. Facebook and Tv.tter. 

Eme,gency Response Officers 
P: (07) 3034601 1 
P: (07) 30346012 
E.: ql6-... 1MJ@id.ngcomms.net 
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What is a Critical Incident? 

A Critical Incident (CI) is related to an event that lies outside the range or ordinary 
day-to-day living and of such nature that it would create significant stress to almost 
anyone. A stressful experience becomes traumatic when an increase in a perceived 
threat can no longer be assimilated by usual means and the mind becomes 
overwhelmed. Examples of Critical Incidents that could occur in schools include: 

* Death of students, staff, parents and community members who are linked closely to 
the school environment 

* A disaster i.e. fire, extensive storm causing damage etc. 

* A hostage situation 

* Significant physical injury and/or onset of life threatening illness 

* Road accident outside school grounds 

* School transport accident including accidents through excursions 

* Any other event that has an unusually powerful impact on people in general. 

The management of Critical Incidents includes the activities that take place prior to 
and following a traumatic event. The process focuses on the planning and actions so 
that the Critical Incident is dealt with quickly and with high level competent support 
mechanisms in place. 

www uppercoornrnn~c c:q,cclu.mi 
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EMERGENCY AND CRITICAL INCIDENT 
MANAGEMENT PLANNING POLICY 

For 

Upper Coomera State College 

August 21, 2015 vl 
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Fire and Evacuation 

IN THE EVENT OF A FIRE OR EVACUATION A RISING SIREN WILL SOUND. 

Teachers 

Teachers are to direct students to: 

• Leave the room promptly ensuring no one is left in the room, locking the door upon exiting 
and supervising the walk to the meeting point via evacuation route (walk behind the group 
to collect stragglers moving between classes, in toilets, etc.) 

• No Bags, books or laptops to be taken to the oval 

• Assemble (see attached diagram of oval) In separate Sub-schools {Senior, Advancement, 
Junior) 

• Administration officers will avail all teachers Evacuation rolls. 

• These evacuation rolls must be marked accurately 

• Teachers need to ensure their class is in a neat line and quiet. This allows wardens to quickly 
and easily identify if someone is missing (from their position in front of assembly) and allow 
CSO's/teachers, etc to ascertain whether students have left early, on excursion or genuinely 
missing on campus, thus triggering a search. 

• A class must remain standing until teacher has accounted for every student in that class. 
o If there are discrepancies 

• Report discrepancies to your Deputy Principal immediately. 

• Return to actively supervise your home group. 
o If there are no discrepancies: 

• If all students have been accounted for, seat your class and report to 
Deputy Principal. 

• Return to actively supervise your home group. 

• Teachers must be situated, where practicable, at the head of their class for the duration of 
the procedure. 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 153 of 220

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



E]
SenlOt School •liens Keotdi,.tocl•u 
• lloadon$on s«k>of.,.ltrw.y Admln/ 
Wltdefts H~le l"-t!MI •tta 

"" re _ _,.,,. 

courU 

Administration officers 

• Ad min staff to retrieve evacuation rolls and deliver to school heads of year/ Heads of 

curriculum for dissemination to class teachers. 

• Retrieve visitor book information and non contact staff rolls. 

• Assist Deputy Principals to check administration office evacuation. Lock doors upon exit. 

HOSES 

1. Don high visibility vest. 
2. Check designated buildings and report they are clear to OIC. 
3. Take checklist of all SAC teaching staff, student welfare team, EQ specialist staff and 

students to OIC. 
4. Check off rolls and inform OIC. 

STUDENT WELFARE TEAM AND EQ SPECIALIST SERVICE PROVIDERS 

1. Report to Hoses. 
2. Have name marked from welfare team roll. 

SEU CSO'S & STUDENTS: 

1. Support SEU student/s to Meeting Points. 
2. Proceed to SAC allocated areas Junior/Senior. 
3. All SEU students & staff need to be accounted for by HOSES who will then inform OIC 
4. Remain silent and calm and await OICs "All Clear". 

HODS/HOCS 

1. Don a high visibility vest. 
2. Check designated buildings and report all clear to Sub-school Deputy Principal. 
3. Supervise roll marking and assist with crowd control. 

BSM 
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1. Don a high-visibility vest. 
2. Deliver rolls of visitors, Supply Staff, administration list and teaching staff list. 
3. Check staff of list and report to OIC. 

DEPUTY PRINCIPALS 

4. Don a high-visibility vest. 
5. Have your checklists: 

a. Buildings to be monitored (and persons responsible) 
b. Class lists, staff lists, TRS lists, excursion lists. 

If there are no roll discrepancies 

• Collect all stage rolls from home teachers when marked, tick them off your 
checklist, return rolls and inform the OIC that all is clear for your stage. 

If there are roll discrepancies 

• Report discrepancies to the Principal 
, I> 

• Immediately cross reference excursion lists, early departures, or instigate 
search. 

PRINCIPALS 

1. If Deputy is away or OIC, then PRINCIPAL takes over their duties also. 
2. Don a high visibility vest for identification. 
3. Report to Meeting Point with checklists. 
4. Receive reports from HOCS/HODS and deputies that designated buildings have been 

checked. 
5. Report to OIC when all accounted for. 

EXECUTIVE PRINCIPAL (Officer In Charge) 

1. Don high visibility vest for identification. 
2. Note the time at the start of alarm. 
3. Take a megaphone to assembly area and checklists. 
4. Receive reports from HODS/HOCs/ Deputies and Principals. 
5. Inform Fire Department of discrepancies/ instigate searches. 
6. Tick off checklist as groups are accounted for. 
7. Give ALL CLEAR when everyone has been accounted and dismiss assembly in stages. 
8. Complete an evaluation (including time taken). 

The Officer in Charge or Delegated Officer in charge is the only person who can give the "ALL 

CLEAR" signal. 
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Emergency Evacuation Map 

LOCATE YOUR SAFEST 
ROUTE TO THE SPORTS 
OVAJ.. WHICH DOES NOT 
GO BENEATH OR 
THROUGH BUILDINGS. 
IF IN DOUBT. HEAD TO 
THE NEAREST FENCE AN 
WAU< AROUND CAMPUS 

LOSTcnY 
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Deputy Principals (or Principal) 
• Junior School 
• Junior School 
• Senior School 
• Senior School 

HOC Junior School (Stage A) 

HOC Junior School (Stage B) 

HOD - Positive Behaviour 

HOD - English 

HOD -Teaching & Learning 

EVACUATION RESPONSIBILITIES and DUTIES 

• Don high visibility vest for identification. 

• OIC (Rings Fire Department). 
• Takes checklist, megaphone, and starts timer (in the case of a drill). 

• Don high visibility vest for identification . 
• Junior and Senior School Principals - checklist (building checks, staff, excursions, etc). 

• Receive reports from HOCS/HODS that designated buildings have been checked. 

• Contact OIC once sub-school all clear or instigate search at OICs discretion. 
• Don high visibility vest for identification. 
• Take checklists for buildings, staff, home groups and excursion lists. 
• Organise teachers to coordinate students into orderly lines based on Home Groups. 
• Receive reports from sub-school HOCs & HOD's regarding building checks. 
• Cross reference missing students against leaving early, SEU lists, sick bay and excursions lists. 
• Report to OIC to give all clear or advise of missing students. 

• Don high visibility vest for identification. 
• Check (B block), Echidna (~_block), T2, T4, TS & T6, E Block, then report to Junior School Deputy Principal at meeting 

point. 
• Assist in roll dissemination to class teachers. 

• Don high visibility vest for identification. 
; Check Possum (H block), Tuckshop toilets/canteen, Sugarglider (I block), Jabiru (D block), Jaegar (F block), and report to 

Junior School Deputy at meeting point. 
• Assist in roll dissemination to class teachers. 

~ Don high visibility vest for identification. 
• Check Fen sham ( VBlock) Building and report to Deputy Principal at meeting point. 
• Assist in roll dissemination to class teachers. 

• Don high visibility vest for identification. 
• Check Staffroom Two, Senior Canteen and toilets, Jakaara Courtyard, then report to Senior School Deputy Principal at 

meeting point. 
• Assist in roll dissemination to class teachers. 

• Don high visibility vest for identification. 
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• Check the Demountables on oval near sports centre and report to D.P at meeting point. 

• Assist in roll dissemination to class teachers. 
HOD - Science • Don high visibility vest for identification. 

• Check Science Centre (Q Block) & N Block Toilets afl d report to Senior School D.P at meeting point. 

• Assist in roll dissemination to class teachers. 
HOD-Design • Don high visibility vest for identification. 

• Check N, Q Block and R Block and report to Senior School D.P at meeting point. 

• Assist in roll dissemination to class teachers. 
HOD-Arts • Don high visibility vest for identification. 

• Check PAC & Music Blocks/ toilets and report to Senior School D.P. 

• Assist in roll dissemination to class teachers. 
HOD-Maths • Don high visibility vest for identification. 

• Check Waters (W Block) Creative Arts block and toilets in Fensham courtyard and report to Senior School D.P. 

• Assist in roll dissemination to class teachers. 
HOD- Humanities • Don high visibility vest for identification. 

• Check Jakaara Studies block and report to Senior School Deputy Principal. 

• Assist in roll dissemination to class teachers. 

HOD- Senior Schooling • Don high visibility vest for identification. 

• Check Staffroom One and Samuel Griffith Block (including toilets/ kitchens), then report to Senior School D.P. 

• Assist in roll dissemination to class teachers. 
HOD - - - Library • Don high visibility vest for identification. 

• Clear Library (including store rooms), Jane Rutter and Prep Relocatables, report to Senior School Deputy Principal. 

• Lock library and report to OIC to give building all clear. 
HOD Senior School - HPE • Don high visibility vest for identification. 

• Check MPS facilities and report to Senior School Deputy principal. 
HOSES - Advancement Centre • Don high visibility vest for identification. 

• Check Advancement Centre and report clear to OIC. 

• Take checklist of all SEU staff and students to muster point. 

• Take SEU register of all visitors, volunteers and casuals and give to BSM for checking off. 

• Check off student welfare team. 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 158 of 220

Released under th
e RTI A

ct b
y D

oE



Special Education Staff 

BSM 

IT Dept. 

HR Manager 

Finance Supervisor/Manager 

Canteen Manager/Coordinator 

Uniform Shop Manager/Coordinator 

Central Administration Front Counter 
Officers 

• Check off rolls and inform OIC. 

• Support SEU student/s to designated meeting place. 
• All SEU students & teachers need to be accounted for by HOSES who will then inform OIC. 
• Remain silent and calm and follow OIC directions. 

• Don high visibility vest for identification. 
• Proceed to Sports Centre and ensure EQ regional staff vacate and are aware of emergency and gathering area (EQ regional 

staff to carry out their own roll marking and advise BSM when done). 
• Stand in front of goal post on northern side of oval to mark off visitors, volunteers and casuals Report to OIC that your 

area buildings are clear and that your non teaching staff/visitors/volunteers/casuals are accounted for (HR Manager will 
advise you of all clear for Central Administration Building and role marking status of non teaching staff). 

• Report any discrepancies to the OIC. 

• Collect previous night's back up from server. 

• Don high visibility vest for identification. 
• Gather all non teaching staff lists for marking (including SEU CSO's). 
• Check Central Administration building is all clear and close doors to individual offices once checked. Stand in front of goal 

post on northern-side of oval and mark off all non teaching staff. 
"'-• Report to BSM when buildi~s are all clear and when all non teaching staff are accounted for 

• Report discrepan~ies to·the BSM immediately. 

• Ensure all tills are LOCKED before leaving the building. 

• Ensure all tills in ooth Senior and Junior Canteen are LOCKED before leaving the building. 
• Take Canteen register of all visitors, volunteers and casuals and give to BSM for checking 'off. 

• Ensure all tills in the Uniform Shop are LOCKED before leaving the building 
Parent Administration Officer: 

Inform any parents not signed in, in the Central Administration foyer or occupying the Conference room that there is an 
emergency evacuation and request them to quickly but calmly leave the building and congregate at the front entrance to 
the school grounds (Reserve Road Main Entrance). 

• Check Admin is clear and Lock front doors to Central Adm in. 
• Collect visitors, volunteers and casuals register(s) and give to BSM as you vacate. 
• Advise BSM and go to the Reserve Road Main Entrance (as per any visitors as outlined above) 

Student Counter Administration Officer: 
Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 
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Junior Administration Officers 

Senior School Ad min Staff (Rolls Officer) 

Junior School Admin staff (Rolls Officer) 

Safety Officer 

Facilities Officers 

• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point. 
• Proceed to non teaching staff meeting point on the northern side of the oval. 
• At the end of the evacuation, advise the Parent Counter AO at the Gate 2 entrance. 

Administration Officer 
• Collect visitors, volunteers and casuals register(s) and give to BSM for marking off. 
• Inform any visitors that are in the Junior Administration building that there is an emergency evacuation and request. 

them to quickly but calmly leave the building and congregate in the car park at the front entrance to the junior school 
grounds (Gate 3) . 

• Advise Student Counter AO go to the car park at the front entrance to the junior school grounds, Gate 3 (as per any 
visitors as outlined above). 

• Check Admin is clear and Lock front doors to Junior Adm in. 
Student Counter Administration Officer: 

• Collect sick bay roll, supervise sick students to the meeting point and direct them to their form/home groups. 
• Collect visitors, volunteers and casuals register(s) and give to BSM for marking off. 
• Gather one first aid kit (including Epi Pens etc) and take with you to the non teaching staff meeting point. 
• Proceed to non teaching staff meeting point at the goal posts on the northern side of the oval (remembering to advise 

HR Mgr that the Parent Counter AO is safe and at Gate 2. 
• At the end of the evatuation, advise the Parent Counter AO from the Gate 3 entrance. 

• Collect excursion lists, form rolls and hand out to senior staff from OIC position in front of assembly area. 

• Disperse rolls and collect rolls. 
• Work with Deputy Principals to assist with checklists of staff and student accountability. 
• Collect rolls, leaving early book, excursion lists, and lock Central Administration block. 
• Take Home Group rolls to meeting point. 
• Work with Deputy Principals to assist with checklists of staff and student accountability. 

• Collect leaving early book, excursion lists, (refer Junior AO's above) and lock Chisholm Administration block. 
• (refer Junior AO's above)Take Home Group rolls to meeting point. 
• Work with Deputy Principals to assist with checklists of staff and student accountability. 

• Work with the OIC for an "ALL CLEAR" . 

• Lock facilities/grounds sheds. 
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Cleaners 

Specialist Staff 

CSO's 

All non teaching staff, visitors, contractors, 
volunteers and casuals 

Teaching Staff 

\. 

• Consider- do we send the Facilities Manager to Gate 1 (sports centre main gate) to stop entering traffic other than 
emergency vehicles (similar to what occurs at Central Admin) and Groundsmen or other Facilities Officer to Gate 4. 

• Meet BSM at the goal posts on the Northern side of the oval to be marked off. 

• Lock away any equipment/consumables in cleaners cupboards if it is safe to do so. 
• Proceed to non teaching staff meeting point at the goal posts on the norther side of the oval to be marked off. 

• Report to the DP at the Meeting Point to be accounted. 
• Remain at the designated Meeting Point until given the "All Clear" by the OIC. 

• Assist in crowd control (maintaining silence and attention toward OIC). 

• If on class, assist with the supervision of the class to the Meeting Point. 
• Report to BSM at the meeting Point to be accounted for (goal posts on Northern side of the oval). 
• Assist in crowd control . 

• Proceed to non teaching staff meeting point (goal posts on the northern side of the oval) where you will be marked off 
by BSM as one of the following roles as appropriate: 

• Non teaching staff 
• Visitors, volunteers, casuals 

• Class group teachers collect rolls from Deputy Principals/Rolls officer and mark accurately. 
Class must remain standing until teacher has accounted for every student in that class. 
Teachers need to ensure their class is in a neat line and silent (refer to Map). 

• Once all students have been accounted for, seat your class, return the roll to the Deputy Principal (or delegate) and get 
yourself signed off. 

• Return to your class and keep them as settled as possible and wait for the OIC to give the ALL CLEAR. 
• Follow OICs' instructions to dismiss students safely. 
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UPPER COOMERA STATE COLLEGE 

LOCKDOWN PROCEDURES 

LOCKDOWN PROCEDURES WILL BE ACTIONED WITH THE SIGNALLING OF AN 

INTERMITTENT SIREN 

There are some emergent situations that require staff and students to either retreat or stay indoors. 

These situations include such threats from: 

• Dangerous persons; 
• Toxic spill (chemical truck accident in vicinity of school); 

• Livestock running loose; and 

• Bad weather 

In the event that all children must return to, or remain in their classrooms, the following procedures 
will be followed . 

ADMINISTRATION STAFF ACTIVATE ALARM 

Intermittent siren will be activated from Central Ad min in identification of threat on the campus. ID 

Attend rolls will be printed in anticipation of ALL CLEAR. Non-contact staff and visitor rolls 

generated. 

NOTIFY POLICE 
Advise police immediately of the situation. Try to provide them with as much information as 

possible, for example: 

• time of incident 
• nature of occurrence 
• details of the offender and if the offender is armed 

• type of weapon 

ON HEARING THE ALARM 

CLASSROOM TEACHERS 
• All children are to return quickly and quietly to their classroom or nearest building 

containing College Staff. 
• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 
• Children must sit on the floor below window level. Teacher may utilise withdrawal rooms, 

storage rooms and passageways at their discretion. 
• Do not walk around, remain on the floor. 

• No one is to leave the room for any reason. 

• Monitor phones for classroom messages. 
• When situation is resolved, the ALL CLEAR will be rung to indicate "ALL CLEAR" Two tone 

alarm. 
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SPECIALIST TEACHERS 

CSOs 

• Children attending specialist lessons will remain with the Specialist Teacher and follow 
classroom procedures. 

• The HPE teacher will use discretion to return to the nearest classroom or building. 

• All teacher aides will remain with the classroom teacher and follow class procedures. 
• If in the grounds, proceed to the nearest classroom. 
• If in the administration building, proceed to the hallway outside the Conference Room, 

lock all doors and windows and turn off lights. 

CANTEEN STAFF 

• The canteen workers will lock all windows and doors. 
• All workers will remain in the canteen until the all clear is given. 
• When all clear is given, roll marking is to occur. Refer to section below "Roll Marking of 

Non Teaching Staff after all clear". 

JANITOR AND GROUNDSMAN 
• Check toilets. If students are there, accompany them to nearest building. 

ALL CLEAR SIGNAL 

The all-clear signal will be a TWO TONE SIREN (and accompanying PA 
announcement). 
Reassure the students 
Mark class roll on IDattend. 

Junior school Teachers 
• phone relevant Deputy Principal regarding number of students present in class: 

• P-3 contact 602 or if unavailable contact 620 or 630 
• 4-6 contact 605, or if unavailable contact 620 or 630 

Secondary school Teachers 
• Mark current class on IDattend 
• Access "Inconsistencies" button on bottom right of roll screen 
• Forward any discrepancies to office@upperacoomerasc@eq.edu.au 

Specialist Junior Staff 
• contact Junior Office on 620 or 630 with names of student in their care. 

TEACHERS ON NON CONTACT TIME 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 163 of 220

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



• After all clear, if teachers have no pathways class, please phone your 
administration to be marked off the non contact teaching list. 

VARIATION FOR BREAK TIMES/ BEFORE SCHOOL/ AFTER SCHOOL 

ON HEARING THE LOCKDOWN SIGNAL 
• All children are to move quickly and quietly to their nearest room or building. 

containing college staff e.g. staffroom, office, canteen, ISC, Advancement centre. 

• Teachers/ staff must lock all doors and windows, and turn off classroom lights. 
• Children must sit on the floor below window level. Teacher may utilise withdrawal 

rooms, storage rooms and passageways at their discretion. 
• Do not walk around, remain on the floor. 
• No one is to leave the room for any reason. 

ALL CLEAR SIGNAL 

• The all-clear signal will be the TWO TONE Alarm 
• Emergency rolls are to be collected from the sub-school office. 
• Junior school students will return to their normal classroom and the teacher will 

complete the emergency (ID Attend) roll and return to the office or ring the office 
on 620. 

• Secondary school students will report directly to their pathways class for roll 

mark of the emergency roll (ID Attend copy). 

• Secondary students remain in their pathways class until the next scheduled lesson 
or break. 

Parental obligations during critical incident: In the event of a Bomb Threat/Evacuation/Lockdown: 

Please be aware that UCSC does not permit the release of students into parental care during a 

critical incident. Entry onto, and exit from the UCSC campus during such an event impedes the 

UCSC administration and the Queensland Police Service from performing their duties to keep our 

student body safe. We thank you very much for your consideration during these times and we will 

endeavour to relay all available information to you as soon as considered appropriate by the 

relevant authorities. 
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Immediate Action 
• Assess the situation and the condition of the person(s); i.e. broken bones/burns/ possible internal or spinal 

damage/serious lacerations/sudden illness. 

• Assess the safety needs of the group and the situation - safety, injuries, environment, and condition of party. 

• Attend to injured person(s) - administer first aid as necessary, following basic casualty care practices, (avoid 
contact with blood or other body fluids by using protective gloves) and make them as comfortable as possible. 

Call for assistance 

• Contact appropriate emergency services by telephoning triple zero (000). 

Ensure the Safety of the rest of the group 

Ensure everyone is safe and encourage them to remain calm. 

• Remove/isolate group from incident site. 

• Establish adequate shelter if required and meet the needs of the people involved . 

• Provide assistance to those people who require it and decide on a strategy for looking after person(s) until 
outside help arrives. 

Call together the site's emergency response team to implement emergency procedures 

Assemble and record all site personnel. 

• Determine missing persons and report to emergency service personnel. 

• Contact injured person(s) family/parents. 

Follow up action 

• Notify relevant stakeholders. 
• Inform the Principal if injury occurs off site. 

• Notify parents/carers/next of kin . 

• Inform the Regional Director if required 

• Refer media to Regional Director 

Documentation 

Complete the relevant report available from https://myhr-whs.deta .gld .gov.au 

Recovery 

• Review of processes, debriefing and memorials (if necessary) . 

• Seek support from School Guidance Officers and Employee Advisors as appropriate: 
http://education.qld .qov.au/health/contacts/contacts-ea.html 

Skin Puncture 
Immediate action 

• Attend to injured person 

Police, Fire, Ambulance 
&, • • .. 

Queensland 
Government 
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• Determine what has caused the injury, i.e. needles, syringes, sharp objects, glass. 

• Apply first aid and have the person(s) attended to by a medical professional immediately (avoid contact with 
blood and other body fluids by using protective gloves). 

• Prevent "unqualified" people e.g. students from touching or picking up "contaminated" needles, syringes, and 
sharp objects. 

Ensure the safety of the rest of group 

• Isolate the site at which the incident has occurred and remove witnesses to a safe and secure location. 

• Ensure Standard Precautions for the prevention of disease transmission are facilitated and maintained 

Standard precautions include: 

• Good hygiene practices, including hand washing 

• Use of personal protective equipment (PPE) 

• Appropriate handling and disposal of sharps and other infectious waste and 

• Appropriate cleaning and disinfection of contaminated items. 

Follow up action 

• Notify relevant stakeholders. 

• Advise parents/carers/next of kin . 

• Police/security patrols if evidence of illegal drugs on DETE property. 

Documentation 

Follow procedures for Managing a Needle Stick Injury. 

• Complete the relevant report available from https://myhr-whs.deta .gld.gov.au 

Recovery 

• Debriefing and review of processes. 

Police, F ... ,Aftlbulance ... .. ... 
Queensland 
Government 
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What is an Assault? 
A person who strikes, touches, or moves, or otherwise applies force of any kind to, ttle person of another, eittler 
directly or indirectly, wittlout the ottler person's consent, or wittl ttle ott,er person 's consent if ttle consent is obtained 
by fraud, or who by any bodily act or gesture attempts or threatens to apply force of any kind to the person of anottler 
without the other person's consent, under such circumstances that the person making the attempt or threat has 
actually or apparently a present ability to effect the person's purpose, is said to assault that other person, and the act 
is called an assault. 

Additionally, all State criminal codes have further definitions of actions that may constitute an assault, such as 
causing physical discomfort by the use of: heat, light, electrical force , and odorous gases. 

Immediate Action 
• Assess ttle situation and remairi calm. 
• Take no action that will provoke the situation; where necessary (and possible) call for assistance (Police if 

necessary). 
• Take appropriate action to prevent injury if safe to do so . 

Call for assistance 

• Inform the Principal/Institute Director. 
• Contact appropriate emergency services by telephoning triple zero (000). 
• By reporting the assault to police you are providing details of what happened during your assault and requesting 

the police to investigate the matter. This is called making a complaint and you are referred to as the 
'complainant.' 

Ensure the Safety of the rest of the group 

• Ensure everyone is safe and encourage them to remain calm. 
Attend to injured person 

• Assist the victim(s) (if applicable) without endangering yourself or other people. 

Follow up action 

• Inform parents/carers/next of kin and Education Queensland International if required 
• Notify relevant stakeholders. 
• Report the incident to the Regional/lnstitute Director if required (refer media to Regional/Institute Director). 

Offer counselling. 
• Consult with behaviour mana·gement coordinator (if necessary). 

Documentation 

Complete the relevant report available from https://myhr-whs.deta .qld.gov.au 
Recovery 

• Review of processes, debriefing. 

• Seek support from School Guidance Officers and Employee Advisors as appropriate: 
http://education.gld.gov.a u/health/conta cts/contacts-ea . html 

Police, Flr9, Ambulance 

Queensland 
Government 
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September 2013 

1. What defines a Bomb Threat? 
A bomb threat is generally defined as a threat, usually verbal or written, to detonate an explosive or 
incendiary device to cause property damage, death, or injuries, whether or not such a device actually 
exists. Typically delivered by telephone, or other telecommunication means, the great majority of such 
threats are sociopathic behavior[citation needed], intended to cause disruption, revenge or play practical 
jokes, rather than warning of real devices. 

Criminal statutes typically dictate severe penalties. For example, In Queensland the Maximum penalty for 
the offence of Bomb Hoaxes is (1) 321A (1) above is 7 years imprisonment (2) 321A (2) above is 5 years 
imprisonment. 

The decision to evacuate an area or building, depending on the perceived reliability of the threat, may be 
made by local controlling authorities or those in charge of the targeted facility based on advice from bomb 
disposal experts. Where a large facility is involved it can be very difficult and time-consuming to ensure 
the absence of any bomb or other hazardous device or substance. 

Preparedness prior to the event 
Preplanning t ips 

• Ensure you have completed and reviewed your Emergency Management Plan (EMP) 
• Ensure you have identified your exit routes 
• Identify a Safe Refuge area to evacuate to 

Immediate action 
A copy of the Bomb Threat Record should be kept within easy reach of each telephone. 
In the case of a telephone threat 

• Let the caller finish without interruption and keep the caller talking as long as possible using key 
questions on the Bomb Threat Record, Do not replace handset in order to trace the call. Using 
another telephone, call 1800 805 508 to trace the call. 

• Notify police immediately - Call triple zero (000) 

In the case of a verbal threat 

• Let the person finish without interruption and keep them talking as long as possible using key 
questions on the Bomb Threat Record 

In the case of a written threat 

• If the threat is written and it is established as a threat then secure all documentation, including 
envelopes, and do not physically handle pages again until further pol ice advice is sought. 

Assess the situation with the aid of the Bomb Threat record , which can be found in the Emergency 
Management Plan template at: 

ESMU 
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https: // oneportal. deta .g Id. gov. au/Services/ Faci lities/emergencysecu ritvmanagementinformation/P 
ages/defau lt.aspx 

If a suspicious package has been identified 

• Call for assistance 
• Inform the Principal and the Police (using a different telephone line) 
• Call together the site's emergency response team to implement emergency procedures : 

> Assess the risk and evacuation to a safe area as advised by Police 
> Leave doors and windows open 
> Do not disturb and evidence the police might find useful 
> If a suspect object has been located as a result of a search or if bomb threat is deemed 

serious, then evacuate (make sure the evacuation point has also been searched by staff 
before rallying to the deemed safe area). 

> The national standard is 100m clearance around the suspect item and no mobile phones / 
radios/ cordless telephones with 25m . 

> Determine a strategy for further action in consultation with the police 
> Return the workplace to normal operations a~er consultation with the police. Complete a 

Bomb Threat Record and prepare a detailed report of the incident for Qld Police and the 
Department. 

Follow up actions 
• Contact your Regional/Institute Director. 
• Refer media to the Regional/Institute Director. 

Recovery 
• Seek support from School Guidance Officers and Employee Advisors as appropriate : 

http ://education .g Id.gov .au/health/contacts/contacts-ea. html 
• Review of processes, debriefing, and memorials (if necessary). 
• Complete the relevant report available from https://mvhr-whs.deta.qld.gov.au 

For further information refer to http://www.police.gld.gov.au/services/general/mail.htm 

2. What defines Suspicious Mail? 
From time to time persons pursue a grievance / cause, real or perceived through unlawful acts. One of 
these is using mail to transport harmful items. This document is intended to enhance awareness and offer 
advice on best practice in relation to t he subject. 
Unopened package 

If you suspect that you have received a package that may contain hazardous material and it remains 
unopened : 

• Turn off the air-conditioning system 
• Place the item in a plastic bag and seal it 
• Place all items in a second plastic bag and seal that bag. 
• Stay in your office or immediate work area. 

ESMU 
PH: 30346011 or 
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• This also applies to co-workers in the same room. 
• Prevent others from entering the area and becoming contaminated . Remember you are not in 

immediate danger. 
• Call for help. This may be your supervisor to call triple zero (000) to ask for Fire HAZMAT 

depending on your situation. 
Advise: 

• Exact location of incident - street address, building floor 
• Number of people potentially exposed 
• Description of package/device 
• Action taken, e.g. package covered with black coat, area isolated 
• Keep your hands away from your face to avoid contaminating your eyes, nose and mouth . 
• If possible (without leaving the work area) wash your hands. 
• Wait for help to arrive . 

Opened package 

If you suspect that you have received a package that may contain hazardous material and it has been 
opened. 

• Turn off air-conditioning system 
• Do not disturb the item any further. Do not pass it around. If any material has spilt from the item, 

do not try to clean it up, or brush it from your clothing . 
• If possible, place an object over the package without disturbing it such as a large waste bin . 
• Stay in your office or immediate work area. This also applies to co-workers in the same room . 

Prevent others from entering the area and becoming contaminated. Remember you are not in 
immediate danger. 

• Call triple zero (000) to ask for Fire HAZMAT depending on your situation . 
Advise: 

• Exact location of incident - street address, building floor 
• Number of people potentially exposed 
• Description of package/device 
• Action taken, e.g. package covered with black coat, area isolated. 

If you suspect the mail item may contain an explosive device 

• Follow your normal emergency procedures 
• Ring triple zero (000) and report emergency procedures 
• Evacuate the area 

What constitutes a "suspicious parcel"? 

> Some typical characteristics Postal inspectors have detected over the years, which ought to trigger 
suspicion, include parcels that: 

• Are unexpected or from someone unfamiliar to you 
• Are addressed to someone no longer with your organisation or are otherwise outdated 
• Have no return address, or have one that can not be verified as legitimate 
• Are of unusual weight, given their size, or are lopsided or oddly shaped 
• Are marked with restrictive endorsements, such as "personal" or "Confidential" and have 

protruding wires, strange colours, odours or stains. 

ESMU 
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September 2012 

Immediate Action 

Inform Principal/Institute Director 

• Contact appropriate emergency services by telephoning triple zero (000). 

• Call together the site's emergency response team to implement emergency procedures 

• Search area if applicable. 

Ensure the safety of the rest of the group 

• Contact parents/caregivers immediately 

• Notify Education Queensland International if an international student is involved. 

• Gather information to establish the status of the student's whereabouts as directed by police . (Consult with 
friends, siblings, teachers, families/caregivers etc) 

Follow up actions 

• Notify relevant stakeholders. 

• Notify Regional Director (School Incident Alert Notification Process) 

• Refer media to the Regional Director 

• Notify police if student found. 

Documentation 

Complete the relevant report available from https://myhr-whs.deta.gld.gov,au 

Recovery 

• Establish the safety and wellbeing of student if possible 

• Debriefing, counselling, review of processes. 

• Seek support from School Guidance Officers and Employee Advisors as appropriate : 
http://education.qld.qov.au/health/con1acts/con1acts-ea.html 

Police, Fire, -

Queensland 
Government 
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ESMU 
Building Structure Collapse quick reference guide 
Preparedness prior to the event 

• Ensure you have completed and reviewed your Emergency Management Plan (EMP) 

Immediate action 
• Activate your Emergency Management Plan (EMP) 

• Secure the area , ensuring there is no immediate threat to any persons . 

• Determine if there are any casualties and nature of their injuries, without placing any personnel at 
risk . 

• Attend to any injured person(s) 

• Administer first aid (Qualified first aider) where appropriate (avoid contact with blood and other body 
fluids by using protective gloves) . 

• Contact appropriate emergency services by telephoning triple zero (000) 

• Contact the Regional Director. 

• Contact WH&S 

• Evacuate the building according to circumstances 

Standard precautions include: 

• Good hygiene practices , including hand washing 

• Use of personal protective equipment (PPE) 

• Appropriate handling and disposal of sharps and other infectious waste and 

• Appropriate cleaning and disinfection of contaminated items. 

Call together the site 's emergency response team to implement emergency procedures 

• Assemble and record all site personnel. 

• Determine missing persons and report to emergency service personnel. 

Contact injured person(s) family/parents. 

Follow up actions 
• Notify relevant stakeholders 

• Report the incident to Regional Director. 

• Notify BAS (07) 3224 6666 (Available 24/7) 

• Notify Qld Police. 

• Re-enter the building(s) only after the Infrastructure Manager or BAS have given the "all-clear" 

• Monitor the safety of the repa ired building(s) 

• Refer media to the Regional Director 

• For support on any of the above , please contact your Infrastructure Advisor 

• Notify Education Queensland International if any international student is involved 

II • 
Emergency Response Officers 
P: (07) 30346011 
P: (07) 30346012 
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ESMU 
Building Structure Collapse quick reference guide 
Recovery 

• Seek support from School Guidance Officers and Employee Advisors as appropriate: 
http:// education .g Id. gov .a u/hea Ith/ contacts/contacts-ea . html 

• Review of processes, debriefing, and memorials (if necessary). 
• Complete the relevant report available from https://myhr-whs.deta .qld.gov.au 

NB: School closures due to NaturaVMan-made Disasters are posted on DETE website, Facebook and 
Twitter. 

DETE Website http://deta.qld.gov.au/ 
Twitter www.twitter.com/QLDDETE 
F acebook http://www.facebook.com/pages/Queensland-Department--of -Education-Training-and· 

Employment/136384799716300 

Emergency Response Officers 
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ESMU 
Fire quick reference guide 
If you are an owner, or a business or person, that is occupying , or managing a building in Queensland you 
have a legal obligation to ensure the safety of any person in that building in the event of a fire or other 
emergency. 

The Queensland Fire & Emergency Service has developed 'The Fire Safety Management Tool for Owner I 
Occupiers' to assist owner/ occupiers in managing their compliance with the Fire and Rescue Service 
Act 1990 and the Building Fire Safety Regulation 2008. The 'Advisory Notes' provide further explanation and 
clarification of terms referenced . 

It is important to note, the 'Fire Safety Management Tool for Owner/ Occupiers' and the 'Advisory Notes' are 
guides only. Neither document indicates compliance with all requirements of the Fire and Rescue Service 
Act 1990 and/or the Building Fire Safety Regulation 2008. 

Preparedness prior to the event 
• Ensure you have completed your Emergency Management Plan (EMP) 

• Ensure you have identified your exit routes and location of firefighting equipment 

• Identify a Safe Refuge area to evacuate to 

Immediate action 
• Activate your Emergency Management Plan (EMP) 

• Raise the alarm to warn people at the workplace . 

• Notify the Fire Service (000) 

• Call the site 's emergency response team to implement emergency procedures: 

o Evacuate to nominated assembly area(s) which is clear of the danger area 

o Call a roll to check that everyone is safe 

o Restrict the danger area 

o Notify Qld Police and Qld Ambulance if required by phoning triple zero (000) 

o Fight the fire only if it is safe to do so and if the people involved have been trained to use the 
firefighting equipment. 

o Notify the Regional Director. 

o Do not disturb any potential evidence the police might find useful. 

Ensure the Safety of the rest of the group 

• Assist people in immediate danger - in particular people with disabilities and those requiring 
additional assistance . 

• Attend to injured person (s). 

II • 
Emergency Response Officers 
P: (07) 30346011 
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ESMU 
Fire quick reference guide 
Follow instructions given by: 

• Qld Police Service 

• Qld Fire & Emergency Service 

• Qld Rural Fire Service 

• Your Regional Director 

• Emergency & Security Management Un~ 

Follow up actions 

Assume presence of Asbestos Containing Materials in debris Notify relevant stakeholders 

• Report damage to facilities & grounds to the Regional Office . 

• Consider closure of school, refer to CEO Directive No.01/2010 for more information 

• Report school operational status and student attendance to the Regional Director. 

• Make arrangements for parents/carers/next of kin to be notified once danger has passed . 

• Have appropriate authorities assess the safety of the buildings once the fire has been extinguished. 

• Notify BAS (07) 3224 6666 (available 24/7) 

• For support on any of the above, please contact your Regional Office Infrastructure Advisor 

• Notify Education Queensland International if any international student is involved 

Recovery 

• Seek support from School Guidance Officers and Employee Advisors as appropriate : 
http://education.qld.gov .au/health/contacts/contacts-ea .html 

• Review of processes, debriefing, and memorials (if necessary) . 

• Complete the relevant report available from https://myhr-whs.deta .gld.gov.au 

Emergency Response Officers 
P: (07) 30346011 
P: (07) 30346012 
E: qld-dete-emru@id.ngcomms.net 
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ESMU 
Hazardous -Materials (HAZMAT) quick reference guide 
What is HAZMAT? 

Hazmat is a shortened term meaning "hazardous material." Hazardous material can be anything that can cause 
harm to living things . Some types of hazardous material include biological, chemical or physical items. They can 
pose a danger to individual health and to the environment. These items as stated by the Occupational Safety and 
Health Administration (OSHA) can be agents that contain carcinogens (cancer-causing substances), toxic agents, 
corrosives, explosive or flammable chemicals and unstable agents . 

Preparedness 

*All Education Queensland schools are eligible to register for access to Chemwatch Gold FFX online version. 
Chemwatch provides Material Safety Database on all hazardous and non-hazardous materials with advice if 
exposed to HAZMAT. To register for access, click: http://education.qld.qov.au/health/pdfs/chemwatch-registration
instructio ns .pdf 

Immediate action 

Attend to injured person(s) if necessary 
• Identify the hazardous material(s) involved - chemical spillage, gaseous emission, building components. 

• Call for assistance - Contact appropriate emergency service by phoning triple zero (000) . 

• Inform the Principal and call together the site's Emergency response team to activate your emergency 
management plan: 

o Call and co-ordinate support from Qld Police, State Emergency Services, Qld Ambulance Service and 
Qld Fire & Emergency Service as needed. 

o Respond to State Emergency Services as instructed. 

Ensure the safety of the rest of the group 

• Move people away from the immediate danger area as quickly as possible . 

• Where it is possible to do so safely; prevent further spread of hazardous materials by: 

o closing doors and windows 

o drawing curtains and sealing ventilators 

o turning off air conditioners 

o extinguishing naked flames (including pilot lights) 

• Once evacuated and safe , call a roll to check that everyone who might have been exposed to the hazardous 
material is now in a safe area. ~ 

Emergency Response Officers 
P: (07) 30346011 
P: (07) 30346012 
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ESMU 
Hazardous Materials (HAZMAT) quick reference guide 

• Qualified first aiders apply basic first aid to people affected by hazardous material and refer serious cases 
to Qld Ambulance Service - Refer to the Chemvvatch MSDS for additional safety information. 

• Do not return to the previously contaminated area until the "all clear" is given by the Qld Fire & 
Emergency Service/ Qld Police . 

Follow up actions 

• Report the incident to your Region Director. 

• Refer media to the Region Director. 

• For support on any of the above, please contact your Regional Office Infrastructure Advisor 

• Notify Education Queensland International if an international student is involved . 

Recovery 

Seek support from School Guidance Officers and Employee Advisors as appropriate: 
http:/ /education.g Id .gov .au/health/contacts/contacts-ea .html 

• Review of processes, debriefing, and memorials (if necessary). 

• Complete the relevant report available from https://myhr-whs.deta .gld.gov.au/ 

NB: School closures due to Natural/Man-made Disasters are posted on DETE website, Facebook and Twitter. 

DETE Website www.dete.gld.gov .au 
Twitter www.twitter.com/QLDDETE 
Facebook http://www.facebook.com/pages/Queensland-Depa rtment-of-Education-Training-and

Employment/13638479971 6300 

Emergency Response Officers 
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ESMU 
Heat wave quick reference guide 
What is a Heatwave? 
A heat wave can be defined as a prolonged period of excessive heat. In Australia excessive heat can 
vary from 37'C to 42' C. A heat wave occurs when there are a number of consecutive days with above 
average temperature , often combined with high humidity. 

Preparedness prior to the event 
• Plan ahead to reduce the risk of getting heat exhaustion or a heat related illness. 
• Look at alternatives to help to cool your building . For example, install awnings , shade cloth or 

internal blinds or curtains on the sides of the building which face the sun . 
• Listen to your local weather forecast so you know if a heat wave is on the way. 

Immediate action 
Refer to Queensland Health guidelines 
http://www. hea Ith .qld .gov .au/disaster/heat/heat-wave .asp 

Keep out of the heat 
• Plan your day to keep activity to a minimum during the hottest part of the day. 
• If you must go out then wear lightweight, light-coloured, loose , porous clothes , a wide-brimmed 

hat and sunscreen and regularly rest in the shade and drink fluids. 
• If you can ; avoid going out in the hottest part of the day (11 am - 3pm) . 
• AVOID strenuous activities. 

Stay cool 
• Wear appropriate clothing to suit the hot weather. 
• Stay inside, in the coolest rooms in your building, as much as possible. 
• Open up windows and doors when there is a cool breeze , when the temperature inside rises . 
• Use fans and air-conditioners where possible to keep cool. 

Monitor agricultural unit animals for heat stress (if applicable) 
Animals can be affected by heat related illness and anyone in charge of livestock has a duty of care to 
provide food, water and appropriate shelter for the animal. 

Signs and Symptoms of heat related illness 
Although the presence of symptoms may vary from person to person, below is a list of common signs 
and symptoms of heat related illness that can affect people . 

Sunburn 1 Flushed or pale skin 
Heat risk or prickly heat Cramps 

I Heat exhaustion* 1 Heat stroke* 
Tiredness and weakness Fainting/collapse 
Nausea/vomiting Headache 
Dizziness Rapid pulse 

. Chan9es to the level of consciousness (e.g. disorientation, drowsiness) 

-• 
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ESMU 
Heat wave quick reference guide 
*Heat stroke can affect a person engaging in physical activity who has not been identified as suffering 
from heat exhaustion and who has persisted in further activity. Heat exhaustion and heat stroke can 
still occur where there has been good hydration . 

First Aid 
What you can do to assist anyone needing first aid: in an EMERGENCY, telephone triple zero (000) 
and get paramedics on the way immediately. 

Please note that Education Queensland schools remain open and students are not sent home during 
periods of excessive heat or heat wave conditions. Schools should refer to the Managing Excessive 
Heat in Schools procedure at: http://education.qld.qov.au/schools/healthy/wellbeing
guidelines/heat.html 

Follow up actions 
Complete the relevant report from https://myhr-whs.deta.gld.gov.au 

Emergency Response Officers 
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ESMU 
Emergency and Security Management 

Tsunami quick reference guide 
What is a Tsunami? 
A tsunami is a series of fast moving waves produced during large scale ocean disturbances. A 
tsunami can occur with very little warning; caused by a variety of natural or technological events, such 
as earthquakes , volcanic eruptions , explosions, landslides, and meteorite impacts. 

A tsunami is different from regular ocean waves in several ways: 

• A tsunami is a series of sea waves that are extremely long . As a tsunami crosses a deep 
ocean the length from crest to crest may be as much as 150 kilometers and these waves can 
travel at speeds of 1,000 km/h. 

• A tsunami that is unnoticeable at sea , because of its long wave lengths, may reach several 
metres or more in height by the time that it reaches the coast. 

• Regular ocean waves move in the water from the surface down to around 150m deep, but a 
tsunami moves in the water all the way to the seafloor. Therefore the volume of water that is 
moved by a tsunami is significantly more than the amount moved by regular ocean waves. 

• As many tsunamis are a series of waves , there is often more than one wave and the first wave 
may not be the largest. 

Pre-season planning 
Tsunami can occur at any time of the year, coastal facilities need to be aware that the threat of 
Tsunami is an ongoing possibility. 

• Ensure your "Tsunami Sub Plan" has been completed ;ind reviewed. 

Preparedness prior to the event 
• Contact your local council to find out about the risk of tsunami in your community. 
• Familiarise yourself with information about tsunami and the natural warnings signs, such as 

earthquakes, rumbling/roaring sounds or sudden changes in the behaviour of coastal seas (the 
sea level may recede dramatically) . 

• Visit the Bureau of Meteorology website for more information. The Bureau of Meteorology has 
the overall responsibility for issuing Tsunami Warnings in Australia. 

• If your School is in a Tsunami prone area, develop a Tsunami Sub Plan which should be 
attached to your emergency management plan. Identify the nearest high ground and the 
safest routes to it. 

• WARNINGS will be relayed through Emergency Authorities via official channels (e .g. 
Emergency Alert, radio, television , sign boards and the internet) , Lifeguards , Surf Lifesavers 
and/or unofficial channels (e.g. face to face or verbal announcement) . 

• Depending on the level of threat determined by the Joint Australian Tsunami Warning Centre 
• JATWC the Bureau of Meteorology may issue a Tsunami Warning restricted to the marine 

environment and immediate foreshore area for parts of the Australian coastline . Tune into 
warnings via Emergency Alert, the radio , television, '1300 TSUNAMI' (1300 878 6264) or the 
Bureau of Meteorology's website . 
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ESMU 
Emergency and Security Management --1-....i 
Tsunami quick reference guide 
Immediate action 

• Activate your Tsunami Sub plan 
• Listen to your local radio station for information and instructions. 
• Listen carefully to the warning and act immediately on the advice provided . 
• To help minimise the risk to your safety; it is important to follow the advice contained in these 

warnings. 
• If you are on land and instructed to evacuate ; follow your Tsunami Sub Plan and immediately 

move inland or to higher ground at least 10 metres above sea level or, if possible , move at 
least 1 km away from all beaches, harbours and coastal estuaries/riverbank areas. 

• If you are unable to leave the area, take shelter in the upper level of a sturdy brick or concrete 
multi-storey building and stay there until advised that it is safe to leave (homes and small 
buildings are not designed to withstand tsunami forces) . 

Follow up actions 
• Tsunami Warnings will be cancelled by the Joint Australian Tsunami Warning Centre when the 

main threat is deemed to have passed. 
• Emergency authorities will inform the public when it is safe to return to the affected area. This 

advice will be related through emergency authorities via official channels, such as radio , 
television , signboards or via the internet, '1300 TSUNAMI' (1300 878 6264) or the Bureau of 
Meteorology's website www.bom.qov.au/tsunami 

• Contact your Regional Director. 
• Refer media to the Regional Director 
• For support on any of the above, please contact your Regional Office Infrastructure Advisor 

• Notify Education Queensland International if any international student is involved 

Recovery 
Seek support from School Guidance Officers and Employee Advisors as appropriate : 
http://education.gld.qov.au/health/contacts/contacts-ea.html 

NB: School closures due to Natural Disasters are posted on DETE website, Facebook and Twitter. 

DETE website www.dete .gld.gov.au 
Facebook http://www.facebook.com/pages/Queensland-Department 
Twitter www.twitter.com/QLDDETE 
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What is a Critical Incident? 

A Critical Incident ( CI) is related to an event that lies outside the range or ordinary 
day-to-day living and of such nature that it would create significant stress to almost 
anyone. A stressful experience becomes traumatic when an increase in a perceived 
threat can no longer be assimilated by usual means and the mind becomes 
overwhelmed. Examples of Critical Incidents that could occur in schools include: 

* Death of students, staff, parents and community members who are linked closely 
to the school environment 

* A disaster i.e. fire, extensive storm causing damage etc. 

* A hostage situation , 
1-

* Significant physical inJury and/or onset of life threatening illness 

* Road accident outside school grounds 

* School transport accident including accidents through excursions 

* Any other event that has an unusually powerful impact on people in general. 

The management of Critical Incidents includes the activities that take place prior to 
and following a traumatic event. The process focuses on the planning and actions 
so that the Critical Incident is dealt with quickly and with high level competent 
support mechanisms in place. 

w.uppercoomerasc.eq.edu.au 
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School 

Emergency Response Plan 
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A current hardcopy of this plan should be kept on file and be accessible in the event of a disaster 
or emergency. 

Emergency Response Plan key contact 

Key Contact: John Daniel 

Phone Details: 5580 7555 

Email Details: · jdani19@eg.edu.au 

Campus/es Upper Coomera State College 
included: 

Document Status: Draft 

Details 

School or ~ampus/es Upper Coomera State College 

Physical Address 137 Reserve Road, Upper Coomera QLD 4209 

DETRegion South East 

Approvals 

Name Title Signature Date 

Chris Capra Executive Principal 

Sharyn Donald Regional Director or 
delegate 

Review 

I Next n,view _ 
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Emergency Response Plan 
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Emergency Response Plan 

1. Purpose 

The purpose of this Emergency Response Plan (ERP) is to provide details of how Upper 

Coomera State College will prepare for and respond to a disaster or emergency situations. This 

includes weather, geological, biological or human events that pose risks to life, property or the 

environment 

2.Scope 

This Emergency Response Plan applies to all staff, students, visitors, contractors and volunteers 

at Upper Coomera State College. 

3. Response Strategies 

When a School facility is impacted, or is about to be impacted, by a disaster or emergency this 

plan will be enacted at the direction of the Principal who assumes the role of School Response 

Controller (SRC). Each disaster or emergency may have extenuating circumstances which 

require the application of an additional appreciation to provide a solution to new risk or 

circumstance. 

DET has adopted an 'a// hazards approach ' to the planning of response strategies to disasters or 

emergencies and subsequently there are generally three response strategies that can be 

implemented prior to or during a disaster or emergency. 

The general response strategies, which can be implemented singularly or jointly, are: 

1. Evacuation of the facility; 

2. Lockdown of the facility; 

3. Temporary Closure of the Facility 

It is also noted that disasters or emergencies may also be categorised as 

• 'rising tide ' or 'slow burn ' events which enables decision makers to act prior to the impact 

of t~e event; or 

• sudden or spontaneous events for which there are no warnings or indications that allow 

pre-emptive actions and the vent has to be responded to during or post impact. 

Disasters or emergencies may occur under such circumstances that the School Response 

Controller can make pre-emptive decisions to take action and best prepare the students, staff or 

school for the event. This is the preferred scenario for DET in that when a disaster or emergency 

is identified as having a potential impact on a school, the School Response Controller can begin 

preparations as early as practicable with a view to ensuring the safety of students, staff and 

other stakeholders. 

Uncontrolled copy. Refer to the Department of Education and Tra ining Policy and Procedure Register at 
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Emergency Response Plan 

4. Mission 

To ensure the safety of students, staff and any other persons within the facility. 

To minimise the damage to DET property and facilities 

To resume educational services when safe to do so. 

5. Execution 

Imminent event 

Upon identifying an emerging risk to the School the School Response Controller (SRC) should; 

1. Form the School Response Team (SRT); 

2. Identify the risk and expected impact on the School; 

3. Consider the courses of action-; 

4. Consult with stakeholders where practicable; 

5. Decide on the strategy; 

6. Implement the strategy; 

7. Commence the Communication Strategy; 

8. Brief the Regional Response Team (RRT) on the progress and status; and 

9. Consider the Business Continuity Plan. 

Event impact 

Upon the impact of a sudden event on the School, the SRC; 

1. Assess safety of students and staff; 

2. Advise Emergency Services if required; 

3. Implement Lockdown, Evacuation or Temporary Closure if required; 

4. Brief the Regional Response Controller (RRC); 

5. Monitor impact of event and response; 

· 6. Commence the Communication Strategy as practicable. 

Post impact 

After the event has impacted the School the following should occur; 

If school has been not been temporarily closed: 

1. Assess safety of students and staff; 

2. Assess the status of the school, noting BAS protocols; 

3. If any visible damage or potential hazards eg asbestos, site access, tree damage, then 

engage BAS for site inspection; 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 5 of 33 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 192 of 220

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

4. If required consider Temporary Closure under CE Directive 1/2015; and 

5. Implement Business Continuity Plan as required. 

If school has been vacated (holidays, weekends) or temporarily closed under CE Directive 

1/2015 then; 

1. Assess safety and wellbeing of staff; 

2. Assess status of school; 

3. If any visible damage or potential hazards eg asbestos, engage BAS for site inspection; 

4. Implement Business Continuity Plan as required; 

5. Decide on resuming educational services; 

6. Invoke, or continue, Temporary Closure of the school under CE Directive 1.2015 as 

required and advise the Regional Response Controller. 

7. Utilise Communication Strategy; and 

8. Re-open school after conducting a Suitability Assessment and determining that it is safe 

to do so. 

6. Administration and Logistics 

The School Coordination Centre is to be located at Central Admin where the School Response 

Controller (SRC) and the School Response Team (SRT) will operate if practicable. This facility 

has the requisite support for occupation, communications capability and other resources for the 

response structure. The alternate location is in the junior administration area. 

Hard copies of the School Emergency Response Plan should be stored in the main 

Administration building of the school, held by the Principal and other staff who form part of the 

School Response Team. 

Section 19 - provides a document, the Suitability Assessment, to be used to support the 

decision making around keeping schools temporarily closed or re-opening. 

7. Command and Communications 

The Principal will assume the role of the School Response Controller (SRC) and will form, and 

chair, the School Response Team (SRT). 

The SRC is responsible for making decisions about the temporary closure and re-opening of 

schools in accordance with the CE Directive 1 /2015. 

When formed, the SRT is to establish and. maintain communications with the Regional 

Response Team as practicable. In the absence of communications the SRC must operate 

independently until communications are able to be established. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

The SRC is to maintain contact with the LOMG and attend scheduled meetings if possible or 

send a delegate. 

The SRT is as follows: 

Role Assigned staff including shadow Contact details 

Chris Capra (Executive Principal) ccaQr3@eg.edu.au 
Response Controller 

Venesa Camino (Senior Principal) vcomi1@eg.edu.au 

Kylie Gurney (Deputy Principal) Kgurn3@eg.edu.au 
Operations Officer 

Scott Johnstone (Deputy Principal) Sjohn459(@eg.edu.au 

Katrina Ryan(Deputy Principal) Kryan30@eg.edu.au 
Logistics Officer 

Glenn Howell (BSM) Ghowe31@eg.edu.au 

Public Information Shelley Kent (Public Relations) skent0(@eg.edu.au 

Officer Tania Ryder (OperationsManager) trvde14@eg.edu.au 

Finance and Glenn Howell (BSM) ghowe31@eg.edu.au 
Administration 

Officer Tracey Pelham (Human resources) tQelhO@eg.edu .au 

Safety and Wellbeing John Daniel (Health & Safety) jdani19@eg.edu.au 

Officer 

Advisory Group Workplace health & Safety Committee 

Some schools due to their size will not have the staff to fill the suggested positions and available 

staff will have to undertake multiple roles. 

A list of key contacts is included in this ERP. It lists the school and regional response entities 

and mechanisms to assist communications before, during or after an event. It also lists other 

agency and stakeholder contact points. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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8. School/Campus Map 
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Emergency Response Plan 

"l=l-1 
EVACUATION MAP =11111111111111!11111 ,,,, , ,, 

Distance to Primary off-site assembly point: 

Approx time to reach Primary off-site assembly point: 

Distance to Secondary off-site assembly point: 

Approx. time to reach Secondary off-site assembly point: 

Legend 

Primary off-site assembly point 

Route to Primary off-site assembly point 

Secondary off-site assembly point 

Route to Secondary off-site assembly point 

Emergency services access point 

4 minutes from furthest point 
on campus 

11 minutes from furthest 
point on campus (walking 
around site 

Coomera Community 
Centre cnr Reserve road 
and Abraham Road 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

9. Evacuation Response 

The fields containing example responses below should be edited to suit the location. 

Priority Safety of students, staff, parents, members of the community and/or site 
visitors. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Evacuation Signal 

Rising tone alarm siren 

Procedure 

Evacuate as per procedure outlined in Critical incident response (CIR) 
document and inducation pack 

Special considerations 

As per Procedure in CIR 

Special responsibilities 

Evacuation Assembly area/s 
assembly Oval 

Assembly procedure 

1. Class lists/rolls are checked. 

2. Report all students/persons unaccounted for to the Principal (or 
delegate). 

Evacuation 1. No person is to return to any area of the school until advised by the 
clearance Principal. 

2. All Clear siren is acitivated. 

General Evacuation procedures will be displayed on Emergency Evacuation maps in 
principles all rooms. 

1. FIRST PRIORITY is to the safety of pupils and persons in the school. 

2. ALL staff, parents and visitors are automatically involved. 

3. CONTRACTORS should sign the Visitors book at the office. 

4. ALL VOLUNTEERS in school should sign in the 'Volunteers' book in the 

classroom or in Tuckshop. 

5. TUCKSHOP manager and volunteers must follow the Evacuation 
Procedures including bringing the sign on book. 

6. PARENT HELPERS/TUTORS must follow Evacuation Procedures. 

7. NO person should be placed in a position of risk. 

8. EVACUATION drill will be conducted at least twice a year. Annual 
revision of the use of Fire Extinguishers will be conducted. 

9. PRINCIPAL OR DELEGATE is responsible for ensuring the electricity is 
turned off and that Emergency Services are contacted and given every 
assistance. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

Communications • If the evacuation goes for an extended time then the Response 
Controller activates the Communications Plan to inform the parents and 
stakeholders via the established formats. 

Pre- • Site Emergency Evacuation Maps must be clearly displayed in all 
arrangements rooms. 

• Visitor sign-in registers maintained in the office or Tuckshop . 

• Emergency class lists kept by exit door . 

• Relief staff provided with Evacuation summary . 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

10. Lockdown Response 

The fields containing example responses below should be edited to suit the location. 

Priority This procedure minimises access to the school environment and secures all 
persons in rooms. 

Reporting the • Contact Emergency Services immediately on 000 
emergency • Notify the Regional Director 

Lockdown Signal 

Intermittent alarm siren 

Procedure 

1. Administration doors are locked by office personnel. 

2. Classroom doors are locked by teachers. 

3. Access to any and all persons denied. 

4. All outside activities and lessons stop immediately and students are 
taken to the nearest classroom. 

5. If a class or group are not on the school site the teacher should keep the 
students off-site until an all clear signal is given to return. 

6. Staff not in their own classroom will remain in the building and/or room 

they are currently in until told it is safe to move. 

7. Class lists/rolls are checked . 

8. Report all students/persons unaccounted for to the Principal (or 

delegate). 

9. Students are to remain calm and silent inside classrooms out of line of 
sight i.e. under desks or against walls. 

10. Toilet block checked by executive staff or principal (if safe to do so) to 
ensure all students are safely in their rooms. 

11. Names of missing students should be provided to executive and front 
office as soon as possible. 

12. Staff and students remain in their rooms until told that the school is safe. 

Special considerations 

Special responsibilities 

Lockdown 1. Staff and students remain in their rooms until advised by the Principal 

cancellation that the Lockdown procedure is cancelled . 

2. All Clear alarm siren sounded 

General • These help to prevent persons from entering the school site . 
principles • Normal school routine should re-commence as soon as possible after 

the event. 

• Staff to be vigilant in reporting the entry of unauthorised person or 
persons onto the school grounds. 

Communications • If the lockdown goes for an extended time then the School Response 
Controller informs the parents and stakeholders via Communications 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

Strategy utilising established formats. 

Pre- • Facilities can be locked internally . 
arrangements • Visitor sign-in registers maintained in the office or Tuckshop . 

• Emergency class lists kept by exit door . 

• Relief staff provided with Lockdown summary . 

• Staff and students will be made aware of this signal and its meaning and 
importance at regular times throughout the year. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 12 of 33 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 199 of 220

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

11. Temporary Closure Response 

The fields containing example responses below should be edited to suit the location. 

Priority Safety of students, staff, parents, m·embers of the community and/or site 
visitors. 
Staff and students must remain off-site until advised by the School 
Response Controller (Principal) that the school or campus is safe and 
available to be re-occupied and re-opened. 

Decision In accordance with CE Directive 1/2015. Consultation undertaken prior to 
decision to temporarily close a State School with Regional Director, Local 
Disaster Management Group and Advisory Group as practicable. 

Reporting the 1. Notify the Regional Director or delegate 
closure 2. Notify the local Radio Station 

3. Notify staff - phone tree 
4. Notify school community- school website, school sms messaging 
5. Notify other stakeholders 

Temporary Prepare 
Closure • Engage the site's Response Team 

• Prepare for Temporary Closure Plan with stakeholders 

• Undertake required communications 

Respond 

• Monitor the event and stay informed 

• Maintain communications with the LOMG and RRT 

• Wait till safe to deploy to site for inspection 

• Inspect facilities/campus to identify damage. Report damage to BAS 
and RRT. 

• Assess staff status and support required 

• Engage Business Continuity Plan as required 

• Undertake Suitability Assessment for decision to re-open or not. 

Recover 

• Liaise with BAS and RRT re repair schedule 

• Manage and support staff welfare issues 

• Monitor business continuity activities 

Special considerations 

Re-opening 1. Notify the Regional Director - if unavailable advise ESMU 
2. Notify Radio Station (????) 
3. Advise P&C 

General • 'Safety before schedule' Normal school routine should re-commence as 
principles soon as possible after the event and when safe to do so. 

Communications • The School Response Controller informs the parents and stakeholders 
via the Communications Strategy using the established formats . 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

12. Specific emergencies - response procedures 

The fields containing example responses below should be edited to suit the location. 

Building Fire • Call 000 for emergency services and follow advice . 

• Activate the fire alarm (rising tone alarm) 

• Report the emergency immediately to the School Response 
Controller who will convene your SRT if necessary. 

• Extinguish the fire (only if safe to do so) . 

• If appropriate, follow the procedure for on-site evacuation . 

• Evacuate to the sports oval , closing all doors and windows . 

• Check that all students, staff, visitors and contractors are accounted 
for. 

• Contact parents as required . 

Bushfire • Call 000 for emergency services and follow advice . 

• Report the emergency immediately to the School Response 
Controller who will convene the SRT if necessary. 

• Determine appropriate response strategy (evacuate or lockdown) in 
consultation with emergency services, if possible. 

• Provide advice to Emergency services regarding any hazards within 
the school, eg, gas cylinder location. 

• If evacuation is required and time permits before you leave: 

• Make sure you close all doors and windows 

• Turn off power and gas . 

• Check that all students, staff, visitors and contractors are accounted 
for. 

• Listen to TV or local radio on battery-powered sets for 
bushfire/weather warnings and advice. 

• Contact parents as required . 

Major external • Call 000 for emergency services and follow advice . 
emissions/spill • Report the emergency immediately to the School Response 
(includes gas leaks) Controller who will convene the SRT if necessary. 

• Turn off gas supply . 

• If the gas leak is onsite, notify your gas provider . 

• If appropriate, follow the procedure for on-site evacuation . 

• Alternatively this may need to be to an off-site location . 

• Check students, staff and visitors are accounted for . 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal school activities. 

• Contact parents as required . 

Intruder • Call 000 for emergency services and seek and follow advice . 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Emergency Response Plan 

• Report the emergency immediately to the School Response 
Controller. 

• Do not do or say anything to the person to encourage irrational 
behaviour. 

• Initiate action to restrict entry to the building if possible and confine 
or isolate the threat from building occupants. 

• Determine whether evacuation or lock-down is required. Do this in 
consultation with the Police where possible. 

• Evacuation only should be considered if safe to do so . 

• Contact parents as required . 

Bomb or substance • Call 000 for emergency services and seek and follow advice . 
threat • Report the threat to the School Response Controller . 

• Do not touch any suspicious objects found . 

• If a suspicious object is found or if the threat specifically identified a 
given area, then evacuation may be considered : 

• If appropriate under the circumstances, clear the area immediately 
within the vicinity of the object of students and staff 

• Ensure students and staff are not directed past the object 

• Ensure students and staff that have been evacuated are moved to a 
safe, designated location 

• Contact parents as required . 

If a bomb/substance threat is received by telephone: 

• Do not hang up . 

• If possible fill out the bomb threat checklist while you are on the 
phone to the caller. 

• Keep the person talking for as long as possible and obtain as much 
information as possible. 

• Have a co-worker call 000 for emergency services on a separate 
phone without alerting the caller and notify the School Response 
Controller. 

If a bomb/substance threat is received by mail: 

• Place the letter in a clear bag or sleeve . 

• Avoid any further handling of the letter or envelope or object. 

• Call 000 for emergency services and seek and follow advice . 

• Notify the School Response Controller . 

If a bomb/substance threat is received electronically or through the 
school's website: 

• Do not delete the message 

• Call 000 for emergency services and seek and follow advice 

• Notify the School Response Controller . 

Internal emission or • Call 000 for emergency services and seek and follow advice . 

Uncontrolled copy. Refer to the Department of Education and Tra ining Policy and Procedure Register at 
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Emergency Response Plan 

spill • Report the emergency immediately to the School Response 

Controller who will convene your SRT if necessary. 

• Move staff and students away from the spill to a safe area and 
isolate the affected area. 

• Seek advice in regards to clean up requirements, and if safe to do 
so, the spill can be cleaned up by staff. Personal Protective 
Equipment should be worn as per the requirements of the Material 
Safety Data Sheet and Safety Work Procedure. 

• Contact parents as required . 

Severe Weather 
event Sudden event during operational hours 

• Call 000 if emergency services are needed and follow advice . 

• Advise the School Response Controller who will convene the SRT if 
necessary. 

• Before the storm, store or secure loose items external to the 
building, such as outdoor furniture and rubbish bins. 

• Disconnect electrical equipment - cover and/or move this equipment 

away from windows. 

• Secure windows (close curtains & blinds) and external doors. If 
necessary, tape windows and glass entrances. Utilise boards and 
sandbags if required . 

• Instigate a lockdown . 

• During the severe storm: 

• Remain in the building and keep away from windows 

• Restrict the use of telephone landlines to emergency calls only, 
particularly during a thunderstorm. 

• Report any matter concerning the safety and wellbeing of students, 
staff and visitors to the School Response Controller. 

• Listen to local radio or TV on battery-powered sets for weather 
warnings and advice. 

Forecast imminent event (e.g. cyclone, floods) 

• If weather warnings and advice from the State Disaster 
Management Group indicate that the location will be impacted by a 
severe weather event, the School Response Controller will follow 
the decision-making process to determine if the school will be 
temporarily closed. 

• The SRT will be convened . 

• If the school is to be temporarily closed, then all stakeholders will be 
advised including the Regional Director who will manage the School 
Closures advice. 

• The Temporary Closure procedure needs to be implemented . 

• After the event, if the school is situated in the impact zone, then 
Building and Asset Services (BAS) will determine if the site is safe 
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Emergency Response Plan 

for the School Response Controller to enter to undertake a 
Suitability Assessment to Re-open. 

Earthquake • Call 000 for emergency services and seek and follow advice . 

• The School Response Controller who will convene the SRT if 
necessary. 

• Evacuate to assembly area/s . 

• Check that all students, staff, visitors and contractors are accounted 
for. 

• Await 'all clear' advice from emergency services or further advice 
before resuming normal school activities. 

• Contact parents as required . 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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13. Regional Response Team & LOMG Contacts 

For information about the Response Team structure or roles, refer to the Quick Reference Guide 
- Response Team Roles and Responsibilities. 

The response to a disaster or emergency event will be managed by the Officer-in-Charge at the 
location. 

Level - Team Officer-in-Charge Designated Officer 

Region Regional Response Regional Response 
Regional Director 

(Operational) Team (RRT) Controller (RRC) 

School School Response Team School Response 

(Tactical) (SRT) Controller (SRC) 
School Principal 

The Regional Response Team is the in-line reporting structure for the School Response Team. 
Below is a table of contacts for the Regional Response Team. 

Regional Response Team (RT) 

1. Role Assigned staff including shadow Contad details 

Sharyn Donald - Regional Director / 5656 6603 

Response 
Alan Jones - Assistant Regional Director / 5656 6617 

Controller Margaret Gurney - Assistant Regional Director / 5656 6617 

Terry Cornish - Assistant Regional Director / 3386 4152 

Karen Lindsay - Assistant Regional Director /33864152 

Peter Kingston - Regional Infrastructure Manager / 5656 6701 

lnfrastrudure Cassandra Shepherd - Infrastructure Advisor 

(Operations) Megan Van Wanrooy - Infrastructure Advisor 

Glenn Zimmerle - Infrastructure Advisor 

Rebecca Saarikko - Maintenance Advisor / 5656 6703 

Education Elaine Cassar - Director Regional Services / 5656 6681 
Services 

(Logistics) 
Keely Sandry - Corporate Service Officer 5656 6605 

CEP Kristi Williams - Regional Information Officer 5656 6669 

(Public 
Debbie Stafford - Regional Business Manager 5656 6657 

Information) 

Finance Mick Kelly- Regional Finance Manager / 5656 6699 

(Finance) Raphael McAndrew - Finance Officer 5656 6696 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 

http://ppr.det.qld.gov.au to ensure you have the most current version of this document. Page 18 of 33 

DoE RTI application 193581 - File C: Upper Coomera State College - Document 205 of 220

s.47(3)(b) - CTPI

s.47(3)(b) - CTPI

s.47(3)(b) - CTPI

s.47(3)(b) - CTPI

s.47(3)(b) - CTPI

s.47(3)(b) - CTPI

Re
lea

se
d u

nd
er

 th
e R

TI
 A

ct 
by

 D
oE



Emergency Response Plan 

HR and Kirsty Payne - Director, HR Business Partnering / 5656 6668 

Wellbeing 
Melanie Cowan - Senior Injury Management 5656 6655 

(Support) Consultant 

2. CHIEF EXECUTIVE'S DIRECTIVE NO. 01/2015 

1. Title Temporary Closure and Re-opening of State Schools in 
Disaster or Emergency Situations 

2. Purpose To provide direction to Principals on the management of schools in 
disaster or emergency situations. 

3. Legislative authority This Directive is made pursuant to s.4 of the Education (General 
Provisions) Regulation 2006 (EGPR). 

4. Application This Directive applies to Principals in line with their managerial 
responsibilities under s.5 of the EGPR and to Regional Directors in 
respect of their support of and managerial responsibility for schools in 
their Region. 

5. Effective date This Directive repeals Chief Executive 's Direction No.1 of 2010. This 
Directive takes effect from 1 October 2015. 

Authority 

6. Under this directive, the Chief Executive gives authority to: 
a. Principals to temporarily close their school or campus in a disaster or emergency 

situation and to re-open their school or campus; and 
b. the Regional Director to, where the Principal has not already acted, to temporarily 

close a school, campus or schools in a disaster or emergency situation. 
7. Other agencies may use their legislative powers to direct the temporary closure of a school, 

campus or schools. This includes the District Disaster Co-ordinator's (DOC) authority under 
the Public Safety Preservation Act 1986 (PSPA). 

Decision to temporarily close a school or campus 

8. The person responsible for deciding to temporarily close a school or campus in a disaster or 
emergency situation is the Principal. 

9. In making the decision to temporarily close a school or campus, the Principal of the school 
must: 

a. consider available disaster or emergency information relevant to their locale; 
b. consider advice of their Regional Director/Regional Response Controller (RRC) 

where available; 
c. consult with other principals where practicable; 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consider advice from the Local Disaster Management Group (LOMG) and/or District 

Disaster Management Group (DDMG) where available; and 
f. consider other local stakeholder (e.g . P&C) input where applicable. 

10. In making the decision to direct a Principal to temporarily close a school , campus or schools 
in a geographical area, the Regional Director must: 
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Emergency Response Pf an 

a. consider available disaster or emergency information relevant to the locale; 
b. consult with principals where practicable; 
c. consider advice from the Local Disaster Management Group (LOMG) and/or District 

Disaster Management Group (DDMG) where available. 
d. consider the Standard Emergency Warning Signal (SEWS) where an alert is issued 

for the area; 
e. consult with the Department's Executive Response Controller; and 
f. consult with the non-State sector in the region where practicable. 

11 . Where students are unable to access safe transport, the Principal must make arrangements 
to ensure the safety of students at the school or campus, or an alternative site. 

12. The Principal may release school staff not necessary for the supervision of students. 

Communicating the decision to temporarily close a school or campus 

13. The Principal of the school must make reasonable attempts to communicate the decision to 
temporarily close a school or campus to: 

a. the Regional Director; 
b. the school community including the Parents and Citizens' Executive; 

c. all service providers using the site or campus where applicable; and 
d. the DET Emergency and Security Management Unit (ESMU) if the Regional Director 

is unavailable. 
14. The Regional Director may advise the media of the closure in order to facilitate 

communication with the community of the temporary closure. 
15. The Regional Director must arrange for the closure information to be notified through the 

school closure website. 
16. Where the temporary closure of a school or campus arises during the school day, the 

Principal must make reasonable attempts to contact parents to make arrangements for the 
transportation of students to a place of safety. 

17. Where the decision to temporarily close the school or campus is made outside of normal 
school hours, the Principal must make reasonable attempts to notify students, parents, staff, 
other service providers and the school community of the temporary closure. 

Decision to re-open the school or campus 

18. The person responsible for deciding to re-open a school or campus following the end of a 
disaster or emergency situation is the Principal. 

19. In making the decision to re-open a school or campus, the Principal must satisfy themselves 
that it is safe to re-open the school taking into account: 

a. the accessibility to and from the site; 
b. the condition of the site and infrastructure; 

c. the availability and impact of essential services; 
d. available emergency information; and 

e. the advice of their Regional Director where practicable. 

Communicating the decision to re-open a school or campus 

20. The Principal must make reasonable attempts to communicate the decision to re-open a 
school or campus to: 

a. the Regional Director; 
b. the school community including the Parents and Citizens' Executive; 

c. all Service providers using the site or campus where applicable; and 
d. the DET Emergency and Security Management Unit (ESMU) if the Regional 

Director is unavailable. 

21. The Regional Director may advise the media of the re-opening in order to facilitate 
communication with the community of the re-opening . 

22. The Regional Director must arrange for the re-opening information to be notified 
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through the school closure website. 
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Emergency Response Plan 

Definitions 

For the purpose of this directive the following definitions apply: 

DET Executive Response Controller 

A person appointed by the Director-General who is responsible for the co-ordination of 
emergency operations in DET. This is generally the Assistant Director-General, Infrastructure 
Services Branch. 

District Disaster Coordinator {DDC) 

The Commissioner, Queensland Police Service (OPS), appoints a chair to the DDC role and 
deputy Chair for each disaster district. The DDC coordinates the District Disaster Management 
Group (DDMG). 
District Disaster Management Group {DDMG) 

The DDMG is responsible for the planning, organisation, coordination and implementation of all 
measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Disaster or emergency situation 

Includes, but is not limited to, flood, fire, bushfire, cyclone, tornado, tsunami, earthquake, 
chemical, medical, biological, or health related matters, structural damage or other 
circumstances that render gathering or staying at the premises of the instructional institution 
temporarily unsafe. 

Emergency and Security Management Unit {ESMU) 

The ESMU coordinates the delivery of the Department's legislative responsibilities for the 
purpose of facilitating disaster management preparedness and response. 

Local Disaster Management Group {LDMG) 

The LOMG is responsible for the local planning, organisation, coordination and implementation 
of all measures to mitigate/prevent, prepare for, respond to and recover from disasters. 

Principal 

The person ordinarily in day-to-day charge of the State school or the person in charge in the 
absence of the Principal (see s.9 of the EGPR). 

Regional Director 

The person with responsibility for the management of the Department of Education and Training 
(DET) region. 

Regional Response Controller 

Person appointed to coordinate the regional preparation, response and recovery effort. Typically 
the Regional Director located in the vicinity of the disaster or emergency situation or their 
delegate. 

State school 

For the purposes of this Direction, means a State Instructional Institution established under s.13 
or 14 of the Education (General Provisions) Act 2006 (EGPA), namely State primary, secondary 
or special education schools, environmental education centre and outdoor education centre. A 
school may have an additional site(s) referred to as a campus. 

Standard Emergency Warning Signal {SEWS) alerts 

Broadcast if the following four factors are present: 

a. Potential for loss of life and/or a major threat to a significant number of properties or the 
environment. Usually the threat/impact would be the lead item in local news bulletins; 

b. A significant number ·of people need to be warned; 
c. Impact is expected within 12 hours - or is occurring at the time; and 
d. One or more phenomena are classified as "destructive". 

Further information 

The CE Directive can be located on the Directives 
http://ppr.det.gld.gov.au/corp/infrastructure/ facilities/Procedure Attachments/Disaster-and
Emergency-Management/(http:/ppr.det.qld.gov.au/pif/directives/Pages/default.aspx)page of the 
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Emergency Response Plan 

Department's Policies and Procedures Register (http://ppr.det.qld.gov.au/Pages/default.aspx). 
Effective from 6 October 2015. 
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Emergency Response Plan 

3. School communications details 

Phone tree 
In a disaster or emergency event, the following phone tree will be activated. 

(Example only, please adjust for the location.) 

Principal 

L Heads of Dept 
Teachers 

L Administration 
Ancillary Staff 

School personnel contact details 

,, 1, Phone No. 
Role Name Email(s) 

(Day) 

Officer in Ccapr3@eq.edu.au 
Charge Chris Capra 07 55 807 555 

(OIC) 

Principal 
Venesa Camino Vcomi1@eq.edu.au 07 55 807 555 

(secondar) 

Principal 
Kristine Sleeth 

(Primary) 
Kslee4@eq.edu.au 07 55 807 555 

P&C 
Lynn Lloyd Lynn.Lloyd@dete.qld.gov 07 5656 6626 

President 

Deputy 
Scott Johnstone Sjohn459@eq.edu.au 07 55 807 555 

Principal 

Deputy 
Andrew Collis Acoll87@eq.edu.au 07 55 807 555 

Principal 

HOSES Kylie Spann Kspann12@eq.edu.au 07 55 807 555 

Phone No. 
(After Hours) 
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4. External Emergency numbers 

(Applicable for the location) 
Display a copy of this list next to your administration phone/s. 

Group Contact/details 

Life-threatening or time critical emergency 

Police 
Non-life threatening incident 

Local Police Station 

Ambulance 

httQ://www.disaster.gld.gov.au/Disaster-
Resources/Documents/Queensland-District-Disaster-

LOMG Management-Guidelines.Qdf 

httQ://www.disaster.gld.gov.au/Disaster-
DDMG Resources/Documents/Queensland%20Local%20Disas 

ter%20Management%20Guidelines.Qdf 

Old Fire and 
Emergency Services 
(QFES) 

State Emergency 
Service (SES) 

Hospital/s Gold Coast Hospital 

Electricity Energex 3664 4000 

Water Corporation Gold Coast City Council 

Gas supplier The Plumbing Doctor 

Building and Asset 
Regional Manager 

Services 

Department of 
Community Safety 
(Regional Office) 

Child Safety 
httQ://www.childsafety.gld.gov.au/contacts/index.html 

Services 

Phone number 

000- calling 
from land line 

131 444 

55195 555 

000 

000 

132 500 

1300 744 284 

131 962 

1300 465 326 

5530 6333 

13 7468 

1800 811 810 
(Qld only) 
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Dept of Natural 
Resources & Mines 

Emergency Response Plan 

https://www.dnrm.qld.gov.au/our-department/contact-us 
13 QGOV (13 

74 68) 

DET Contacts (When RRT not enacted) 

Key contact Contact/details Phone number 

Assistant Regional 
Sharyn Donald / sha!)'.n.donald@dete.qld.gov.au 5656 6603 

Director 

Infrastructure 
Peter Kingston/ peter.kingston@dete.qld.gov.au 5656 6701 

Manager 

Regional Health & 
Ken Collins/ ken.collins@dete.qld.gov.au 5656 6638 

Safety Consultant 

DET Emergency & 
Security 

q ld-dete-em ru@id. ngcomms. net 07 3034 6012 
Management Unit 
(ESMU) 

Local Community Contacts 

Contact/details Phone number 

Transport Operator 

After-hours Care 
Community Kids daycare 07 5502 7066 

Operator 

Tuckshop 
Leanne Handley Lhanl34@eq.edu .au 07 55 807 555 

Convenor 
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5. Students/Staff with special needs 

* Response - evacuation, lockdown or temporary closure. 

Class/ Response*/ 
Person 

Family/Carer 
Name Condition Assistance contact& 

Room required 
responsible 

mobile 

As per attached 
Student list and needs changes regularly and attached list updated 

as required. 

6. Specialist trained Staff 

First Aid 

Staff Member 

Valen Dyson Julia Cullen Peta Versgteegen 

Nancy Donaldson Kate Murrell Shannon White Long 

Katie Schram Natalie Weir Emma Ferrante 

Jenna Cogger Simone McKenna Kristy Jones 

Alison Martin Clare Troy Elisha Course 

Tracey Tuhoro Brooke Ormesher Nick Alidenes 

Samantha Perry Nathan Shonhan Heidi Whitsed 

Danielle Feigle Ruth Chapman Ros Senior 

Simone McKenna Michael Hume Aly Peel 

Julie Morgan Daryl Slinger Linda Gifford 

Louise Barnes David Kingston Natasha Dandy 

Rachel Mccrae Angela Coombes Sherene Fuldagli 

Chantal Anderson Robyn Gardener Dwayne Kerrisk 

Hugh Roberts Beth Puddey Stacey Misa 

Rob Bowers Robert Brown Kim Weeks 

Michele Pinhati-Sanders Mathew Pigott Sarni Hicks 

Steve Kilvington Billie Doolan Tania Ryder 

Amelia Holloway Kat Kahn Julie Brock 

Tracey Somervill~ Jenean McKenzie Chantal Anderson 

Carol masters Tamara Higgins Annette Caltabiano 

Adam Butler Simon Taylor 

Michael Rambold Renee Taylor 

Non Teaching Casey Wilson 

Jeff Ross Anthony Summers 

Annette Howell Sonja Stephens 
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Kerra-lee Smith Shelley Adaway 

Ben Findlay Amanda Taylor 

Rachel Silcock Bridget Williams 

Wendy Barrett 

Caroline Van Der Merwe 

Julianne Slinger 

Rebecca Morris 

Sandra Fisher 

Allyson Randall 

Deb Kirwood 
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Emergency Response Plan 

7. Building information summary 

Telephones llandlines): 

Location 

Senior School Adminstraion 

Junior School Administration 

,, 

Alarms Location 

Fire: t roughout College 

Intrusion: L Throughout College -- l-Other: 

Utilities , Location 

Gas/ 
Propan e: ~ - -

- - , ___ 
Number Location 

07 55 807 Brygon Rd Upper Coomera 
555 

07 55 807 Reserve Road Upper Coomera 
555 

Monitoring Company 

Service Provider 

Location of Shut-off 
Instructions 

Secondary administration 
stient service room 

As above 

Location of Shut-off 
Instructions 

Water: Reserve Road Mains GCCC water Gate 1 Reserve Road 

Electric 

Solar 

itv: 

-
Energex 

N/A 

Sprinkler S stem 

Location of Control Valve: 

Location of Shut-off Instructions: 

Boiler Room 

Location: 

Access: 

Emergency Power System 

Type: 

Location: 

Provides Power To: 

Location of Shut-off Instructions: 

Building and Site Hazards 

Hazard Description 

I 

! 

Location 

I As per MyHr Hazard report I College Wide 
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Emergency Response Plan 

8. Suitability assessment to re-open the school or campus. 

After an event which has caused the school to temporarily be closed the following process 
needs to occur in the course of deciding to re-open the school. Principals need to undertake an 
assessment to determine to the impact of the event on essential infrastructure and resources 

School Temporarily Closed 

by CE Directive 1/2015 

School Response 

Controller (SRC} BAS 

Attends and no 
vis ible damage 

or debris 

Attends and visible 
damage and debris 

BAS attends with SRC 
and undertakes in itial 

assessment of site 
when safe to do so 

~ 

BAS undertakes 
prio rit ised work 
schedule to repa ir 
site 

t 
ertakes SRC und 

Suitability A ssessment --
to re-open 

DECISION 

. ... 

BAS attends and 
undertakes initial 

assessment of site 
when safe to do so 

Attach Site 
Notification 

sticker 
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Item 

STAFFING 

Has the event impacted 
on staff availability to 
support an acceptable 
staff/student supervision 
ratio? 

ACCESS 

Is there a Police or 
District Disaster 
Management Group 
direction to close the 
school? 

Does storm debris 
prevent safe movement 
around the school? 

Are access roads to the 
school cut by debris, 
downed power lines or 
flood waters? 

BUILDINGS 

Have buildings been 
damaged? 

SUITABILITY ASSESSMENT 

No 

No 

Yes 

Considerations 

If there is limited capacity to 
supervise students safely then 
remain closed. 

Consider contacting the Regional 
Response Team to request staff 
wellbeing support. 

If the direction has not been 
revoked then the school or campus 
must remain closed . 

Is there a large amount of debris in 
school or campus grounds that 
prevents safe movement or 
supervision around the site? 

Can affected areas be barricaded 
and traffic diverted to allow safe 
movement around the school or 
campus? 

Liaise with the Local Disaster 
Management Group {LOMG) to 
determine when the roads will be 
safe to travel. 

Ensure access roads are not at risk 
of being cut off due to rising flood 
waters that will inhibit staff and 
students to leave the site safely. 

Contact the Local Disaster 
Management Group or the Police. 

If the site can be accessed safely 
then consider re-opening if there 
are sufficient resources to provide 
for the safe supervision of students. 

If all buildings are damaged then 
then school or campus remains 
temporarily closed . 

If not all buildings are damaged 

Emergency Response Plan 

Observation/Mitigation 
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Item 

HAZARDS 

Has asbestos-containing 
material (ACM) been 
exposed/damaged in the 
school grounds? 

Or other there other 
hazards that prevent 
human occupation eg 
mud, mould? 

WATER 

Has water supply to 
school been disrupted? 

TOILETS 

Have septic tanks, sewer 
treatment equipment or 
sewage pumps been 
affected? 

No 

Yes 

No 

Considerations 

then consider the following : 

• Can access to damaged 
buildings be restricted to allow 
safe unimpeded access to 
other areas of the school or 
campus? 

• Are there sufficient teaching 
spaces available to deliver 
services (even in a limited 
capacity)? 

• Have Building & Asset Services 
(BAS) inspected the buildings 
and provided certification that 
the buildings are safe to 
reoccupy? 

DET Policy is that no persons can 
be in the vicinity of damaged ACM 
or on site when ACM removal is 
undertaken. 

If ACM requires specialist removal 
then the school or campus needs to 
stay closed . Contact Building & 
Asset Services (BAS). 

If Yes, can bottled water be 
sourced quickly for staff/student 
use? Parents can be asked to 
provide water for students but some 
bottled water will be required for 
emergencies. If Yes, is water 
available for amenities such as 
toilets? Contact the Infrastructure 
Manager. 

Have all the grounds been affected 
by sewage overflow or just an 
area? 

Can this area be barricaded off to 
restrict access without impacting on 
teaching space? 

Emergency Response Plan 

Observation/Mitigation 
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Item 

Are the toilet buildings 
functioning and safe to 
be used? 

COMMUNICATIONS 

Have external 
telecommunications 
been affected? 

ELECTRICITY 

Has the electricity supply 
been affected? 

OTHER ISSUES 

Considerations 

Are they structurally safe and 
accessible? 

Are other facilities available nearby 
or can Porta-loos be sourced. 

If landlines have been affected then 
is there mobile phone capacity? Are 
mobile phones readily accessible? 
Are satellite phones required? Does 
an adjoining site have phones? 

Are there power lines down within 
the school? Contact power supplier 
immediately. School must remain 
closed. 

Does the school have an external 
generator supply point installed? 

Can the supervision of students be 
undertaken without power to the 
classrooms? Is power required to 
operate the septic tanks? 

DECISION RECORD 

Emergency Response Plan 

Observation/Mitigation 

Record the decision to keep the school Temporarily Closed or to Re-open the school. 

Signature: Date: Time: 

Name: Position: 
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