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Purpose

The purpose of this Emergency and Critical Incident Management Plan (EMP) is to provide a detailed
plan of how this school campus will prepare and respond to emergencies and critical incidents that may
impact on student and/or staff health, safety and well-being and/or school operations.

Context

Schools have the authority to activate their EMPs when an event warrants a response. Schools should
know how to access multiple information sources including the VicEmergency app,

https://www.emergency.vic.qov.au, emergency services and/or the Department of Education and
Training.

All principals and key school staff should download the VicEmergency app on their phone with a watch
zone around their school to receive alerts and information regarding hazards and incidents in their vicinity.

Should the principal or school be made aware of an emergency in the local area, the principal or
nominated person will consult the following sources for information:
1. Call ‘000’ for life-threatening or time critical emergencies.
2. Contact the Incident Support and Operations Centre (ISOC) on 1800 126 126.
3. Seek support from your region/regional Manager, Operations and Emergency Management or
Emergency Management Support Officer if required.
4. Check the VicEmergency app or www.emergency.vic.gov.au for up to date information on
warnings and incidents.
5. Contact your Senior Education Improvement Leader.
6. Check.the Department of Education and Training web site for incident updates.
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Distribution List

Name Position Title and Communication Email or Postal
Organisation Name Date Address

Group Captain Matthew Trigg Cohuna Country Fire Authority | 01/10/2020 matty.1976 @hotmail.com
Cohuna Police Station 01/10/2020 25 Market St, Cohuna

Cohuna Secondary College School Staff 01/10/2020 6415 Murray Valley

Highway, Cohuna. 3568
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Facility Profile

School Name/Campus Name

Cohuna Secondary College

Address 6415 Murray Valley Highway, Cohuna, VIC, 3568
Phone 03 5456 2555

Email cohuna.sc@education.vic.gov.au

Fax 03 5456 3298

DET Region NORTH-WESTERN VICTORIA

DET Area Mallee Area

LGA Gannawarra (S)

BOM/Fire District

Mallee District

Is your school on Bushfire No

At- Risk Register?

Bushfire At-Risk Register

Category

Operating Hours 8:30--4:30
Number of Students 200
Number of Staff 35

Number of Buildings 4

Is the School a designated Yes
Neighborhood Safer Place?
Shelter-In-Place Location School Oval
On-site Evacuation Location | School Oval
Off-site Evacuation Location | CFA Running Track
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services or users of the site?

Typical method used for SMS, Newsletter, email, phone
communications to school

community

Is this school has other Yes

Other Services/Users of Site

Service/User | Location Number of Student
Name or Visitor

Emergency Contact

Phone

Mobile

Cohuna ECA Centre 60
Basketball
Association

When: Term 4 only
Day: Monday Time:
4:45 pm-8:30 pm

Building Information Summary

Telephones (landlines)

Location

Number

Front Office

5456 2555

Front Office

5456 3363

Principal's Office

5456 2555

Assistant Principal's Office

5456 2555

Fiona Miller {Principal)

Matthew Hawken

Bernadette Penglase (Business Manager

Alarms

Description Location

Monitoring
Company

Number

Fire N/A

N/A

N/A
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Intrusion Safe room located between front DET Front Office, Staff

office and Principal's Office. Office at
woodwork room,
Science room
office, front door at

'Red Brick'
building
Other
Utilities
Description Location Service Location of shutoff
Provider Instructions
Gas / Propane Cylinder at the end of room | Elgas Gas Tank
19
Water At the rear of the school Coliban Water Water Main at rear of
near garages the school
Electricity Main corridor near front Origin Energy Main Power Box in the
office corridor
Sprinkler System
Control Valve Location N/A
Shutoff Instructions Location N/A
Boiler Room
Location Science Room
Access Roller door
Emergency Power System
Type N/A
Location N/A
Provides power to N/A
Emergency Management Plan: Cohuna Secondary College - Printed: 09/10/2020
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Shutoff Instructions Location N/A

Building and Site Hazards

Location Number

Asbestos Eaves of the main
buildings

Asbestos On the outside rear wall of
the science rooms

Additional Profile Information

Additional Info
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Emergency Kit Checklist

Checklist Yes / No

Student data and parent contact information (contained in EMP) | Yes

Student and staff with additional needs list (contained in EMP) Yes
including any student medications

Staff contact information Yes
Student Release Forms/sign out book Yes
Traffic/emergency safety vests and tabards No
Facility keys No
Standard portable First Aid Kit. Refer to First Aid Kits Contents Yes
Checklist

Torch with replacement batteries (or wind up torch) No
Whistle Yes
Megaphone Yes
Copy of facility site plan and EMP including evacuation routes Yes
Water No
Sunscreen and spare sunhats No
Plastic garbage bags and ties Yes
Toiletry supplies Yes
Sanitary products Yes

Review Emergency kit checked date

Date emergency kit checked 31/07/2020
Next check date 02/11/2020
Emergency Management Plan: Cohuna Secondary College - Printed: 09/10/2020
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School Term | Drill Type Contact Person Schedule Date Actual Date
Term 1 Fire Drill Sharon Payne 09/02/2018 09/02/2018
Term 2 Fire Drill Sharon Payne 18/05/2018 24/05/2018
Term 3 Fire Drill Sharon Payne 16/10/2018
Term 4 Fire Drill Sharon Payne 30/11/2018 14/12/2018
Term 1 Fire Drill Fiona Miller 12/03/2019 12/03/2019
Term 2 Fire Drill Fiona Miller 14/06/2019
Term 3 Fire Drill Sharon Payne 26/09/2019
Term 1 Fire Drill Fiona Miller
Term 2 Not completed due to Sharon Payne

COVID-19
Term 3 Not completed due to Sharon Payne

CovID-19
Term 4 Fire Drill Sharon Payne 14/10/2020
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visitors or contractors if threatened | Staff aware of 'student with the red chalk’ please come to Maijor Staff aware of 'student with the red chalk’ please | Major
or physically assaulted by an the office Likelihood come to the office Likelihcod
intruder. There is a risk that Call the police 000 Call the police 000
property could be damaged. Rare Rare
Risk Level Risk Level
Medium Medium
Bomb/substance Physical or psychological injury Evacuation procedures enacted Acceptable Evacuation procedures enacted
threat could occur to staff, visitors or Call 000 Consequence Call 000 Consequence
contractors. Text parents to allay fears and/or ensure they don't enter Moderate Call Emergency Management Moderate
the college but pick up their student from the CFA running Text parents to aflay fears and ensure they don't
track Likelihood enter the college but pick up their student from | Likelihood
Rare the CFA running track Rare
Risk Level Risk Level
Low Low
Severe weather Risk of roof down and flooding of Isolate damaged area Effective Isolate damaged area
event building Risk of injury Risk of Call emergency services Consequence Call emergency services Consequence
property damage. Physical injury Call 000 in the event of emergency Moderate Call 000 in the event of emergency Moderate
to staff or students Stress or Catl Emergency Management 0395896266 Call Emergency Management 0395896266
psychological injury requiring EAP for staff Likelihood EAP for staff Likelihood
clinical support for multiple Recommend parents take their young person for a mental Rare Recommend parents take their young person for | Rare
individuals health assessment Risk Level a mental health assessment Risk Level
Low Low
influenza pandemic | Risk to health and possible death Effective Provide students, staff and parents with
(in extreme cases) ﬁz_urcmz; PANDEMIC Consequence Eamammo: about the importance of hand Consequence
For comprehensive guidelines and information on Moderate hygiene o Moderate
emergency responses to an influenza pandemic go to: Likelihood Provide soap, hand sanitizer, tissues for student Likelihood
Human Influenza Pandemic Response Procedures and staffuse
Rare Hygiene education Rare
PREPAREDNESS STAGE Risk Level Communicate the risks to parents and Rigk Level
. community with the support of local Drs Clinic,
Description xzo HEM_ strain detected Low Gannawarra Shire and the Depariment of Health Low
ey Actions Students stay home from school
Hygiene measures
Promote basic hygiene measures including coughing
into elbow, using tissues, use hand sanitizer
Students stay home from school
Seek support from Department of Health, Gannawarra Shire
and Dr Clinic
Loss of essential Lack of availability of school Seek DET support about a response. Effective Seek DET support about a response
services resources such as computers Text parents to send students home citing hygiene if there Consequernce Text parents to send students home citing Consequence
Lack of availability of fresh drinking | isn't any fiushing toilets or water to wash hands Minor hygiene if there isn't any flushing toilets or water | ..
water and water for flushing toilets | For those that need to remain at schoo! then purchase {o wash hands ¥
Power outage water for drinking and bulk purchase of hand sanitizer to Likelihood For those that need to remain at school then ikelihood
clean hands Unlikely purchase water for drinking Rare
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ideation/self-harm « o Victorian Anti-bullying and Mental Heath tnitiative Medium Medium
Interrupted learning
Missing person - Probable causes * Lost or Effective
school or school separated whilst on » School records attendance Consequencs
camp/excursion campl/excursion Truancy « * Student policy to p school Moderate
Unknown - i.e. distress dance and add, y, which Is staged
Probable consequences * o Recess and hinchtime supenvision, Likelihood
injury « Interrupted « Behaviour Support Plans to address individual truancy. Possible
education « psychological « Student Activity Locator to be completed ahead of all Risk Love!
trauma/distress camps (which includes outlining all students to attend Medium
camp)
e List of students to attend camp to be held at school site
and by Teacher in Charge on camp.
o School exct fcamp risk t
Traumatic Probable causes: ¢ Effective
Death/Injury/Grief Accident/misadventure * * Student Support Services Consequence
Existing iliness *Sudden o Well-being staff in school Moderate
medical emergency Probable « Managing Trauma Guide
Consequences * o Incident Support and Operations Centre ref Likelihood
Distress/anger ¢ Disruption » Employee Assistance Program Rare
to school operations «  Disruption Risk Level
to school operations »  Stress, Low
psychological injury, impact on
well-being requiring support
Violence, Aggression | Probable causes: underlying | Site based policies and strategies Effective
and/or harassment abuse or exposure to family  Lunchtime and recess supervision Consequence
violence ¢ developmental » School based security measures e.g. duress alam, Moderate
factors Probable Consequences * ccTvV
physical or psychological « Behavioral Code of Conduct Likelihood
harm-+ Disruption to « Schoo! social media strategies to address online Possible
learning/continuity of education harassment Risk Level
o Requirement for multiple staff to be present at meetings Medium
or incid involving aggressive parent or student
Q 4, eS8 SPECH 8 Qremals as

e Trespass order
» Child Protaction referral
o Family violence referval

» Referral to Student Support Services (SSS)

« School Wide Positive Behaviour Support gl
(Behaviour Support Plans etc.)

« Restraint and Seclusion procedures

o Respectful Relationships

» Health and Human Services Behaviour Support Services

L]

More ad d supports d as appropriate e.g.
Engagement of a Student Support Services visiting
professional

« School welfare officer/coordinator engaged
Tralning

Emergency Management Plan: Cohuna Secondary Coliege -
2020-2021
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Core Emergency Response Procedures

Core Procedures

Procedure Instructions

On-site evacuation/relocation
procedure

When it is unsafe for students, staff and visitors to remain inside the school building the Chief
Warden on-site will take charge and activate the Incident Management Team if necessary.

Call 000 for emergency services and seek and follow advice.

Evacuate students, staff and visitors to the Cohuna Secondary College School
Oval or the ECA Centre.

Report the emergency and evacuation to incident Support and Operations Centre (24
hour, 7 days) on 1800 126 126.

Take your emergency kit/first aid kit (including your student and staff attendance lists
and a copy of this EMP).

Once at your primary and/or secondary assembly point/s, check all students, staff and
visitors are accounted for.

Ensure communications with emergency services is maintained.

o Wait for emergency services to arrive or provide further information.

Notify your region and seek advice from your regional Manager, Operations and
Emergency Management if required.

Confirm with emergency service personnel that it is safe to retum to normal
operations.

Maintain a record of actions/decisions undertaken and times.

Contact parents as required.

after on-site evacuation/relocation procedure

Ensure any students, staff or visitors with medical or other needs are supported.
Advise the Incident Support and Operations Centre and the region (regional Manager,
Operations and Emergency Management) that the evacuation is over.
Determine whether to activate your parent re-unification process.

o Determine if there is any specific information students, staff and visitors need to know

(for example, parent reunification process or areas of the facility to avoid).

Contact the SSSO Network Coordinator if required.

Print and issue pre-prepared parent letters and give these to students to take home.
Ensure all staff are made aware of Employee Assistance Program contact details.
Seek support from your region/regional Manager, Operations and Emergency
Management if required.

Undertake operational debrief with staff and Incident Management Team to identify
any on-site evacuation and procedural changes that may be required.

Complete your Post Emergency Record.

Off-site evacuation procedure

If it is unsafe for students, staff and visitors to remain on the schoot grounds the Chief Warden
on-site will take charge and activate the Incident Management Team if necessary.

Call 000 for emergency services and seek and follow advice.

Identify which off-site assembly point you will evacuate staff, students and visitors to.
Evacuate staff, students and visitors to your the CFA Fire Track at the water tower
in the main street.

Report the emergency and evacuation to Incident Support and Operations Centre (24
hour, 7 days) on 1800 126 126.

Take your emergency kit/first aid kit (including your student and staff attendance lists
and a copy of this EMP).

Once at primary and/or secondary assembly point/s, check all students, staff and
visitors are accounted for.

Emergency Management Plan: Cohuna Secondary Coliege - Printed: 09/10/2020
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» Ensure communications with emergency services is maintained.
« Wait for emergency services to amive or provide further information.
o Notify your region and seek advice from your regional Manager, Operations and
Emergency Management if required.
» Confirm with Emergency Service personnel that it is safe to return to normal
operations.
» Maintain a record of actions/decisions undertaken and times.
o Contact parents as required.
Actions after off-site evacuation procedure
« Ensure any students, staff or visitors with medical or other needs are supported.
o Advise the Incident Support and Operations Centre and the region (regional Manager,
Operations and Emergency Management) that the evacuation is over.
» Determine whether to activate your parent re-unification process.
Determine if there is any specific information students, staff and visitors need to know
(for example, parent reunification process or areas of the facility to avoid).
Direct all Media enquiries to DET Media Unit on 8688 7776.
Contact the SSSO Network Coordinator if required.
Print and issue pre-prepared parent letters and give these to students to take home.
Ensure all staff are made aware of Employee Assistance Program contact details.
Seek support from your region/regional Manager, Operations and Emergency
Management if required.
s Undertake operational debrief with staff and Incident Management Team to identify
any off-site and procedural changes that may be required.
+ Complete your Post Emergency Record.

Lock-down procedure When an external and immediate danger is identified and it is determined that the students
should be secured inside the building for their own safety the Chief Warden on-site will take
charge and activate the Incident Management Team if necessary.

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

« Initiate the lock-down and provide instructions to staff, for example, close intemal
doors and windows, remain in classroom, sit below window level or move into
corridors.

o Check that all external doors (and windows if appropriate) are locked.

o If available, allocate staff to be posted at locked doors to aliow students, staff and
visitors to enter if locked out.

» Report the emergency and lock-down to the Incident Support and Operations Centre

(24 hour, 7 days) on 1800 126 126.

Divert parents and returning groups from the school if required.

Ensure a telephone line is kept free.

Keep public address system free.

Keep main entrance as the only entry point. It must be constantly monitored and no
unauthorised people allowed access.

o |f safe to do so, have a staff member wait at the main entry to the school to guide
emergency services personnel.

 As appropriate, ascertain that all students, staff and visitors are accounted for.

o Notify your region and seek advice from your regional Manager, Operations and
Emergency Management if required.

» As appropriate, confirm with emergency services personnel that it is safe to return to
normal operations.

+ Maintain a record of actions/decisions undertaken and times.

+ Contact parents as required.

Actions after lock-down procedure

Emergency Management Plan: Cehuna Secondary College - Printed: 09/10/2020
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» Ensure any students, staff or visitors with medical or other needs are supported.
¢ Advise the Incident Support and Operations Centre and the region (regional Manager,

Operations and Emergency Management) that the lock-down is over.

Determine whether to activate your parent re-unification process.

Determine if there is any specific information students, staff and visitors need to know
(for example, parent reunification process or areas of the facility to avoid).

Direct all Media enquiries to DET Media Unit on 8688 7776.

Print and issue pre-prepared parent letters and give these to students to take home.
Contact the SSSO Network Coordinator if required.

Ensure all staff are made aware of Employee Assistance Program contact details.
Seek support from your region/regional Manager, Operations and Emergency
Management if required.

Undertake operational debrief with staff and Incident Management Team to identify
any lock-down and procedural changes that may be required.

Complete your Post Emergency Record.

Lock-out procedure

When an internal immediate danger is identified and it is determined that students should be
excluded from buildings for their safety the Chief Warden on-site will take charge and activate
the Incident Management Team if necessary.

[ ]
@
Actions
[ ]

Call 000 for emergency services and seek and follow advice.
Announce lock-out with instructions about what is required. Instructions may include
nominating staff to:

o Lock doors to prevent entry

o Check the premises for anyone left inside

o Obtain Emergency Kit
Go to the designated assembly point/s the ECA Centre or the CFA Fire Track 200
metres from the College Grounds.
Check that students, staff and visitors are all accounted for.
Report the emergency and lock-out to the Incident Support and Operations Centre (24
hour, 7 days) on 1800 126 126.
Notify your region and seek advice from your regional Manager, Operations and
Emergency Management if required.
Where appropriate, confirm with emergency services personnel that it is safe to retum
to normal operations.
Maintain a record of actions/decisions undertaken and times.
Contact parents as required.
after lock-out procedure
Ensure any students, staff or visitors with medical or other needs are supported.
Advise the Incident Support and Operations Centre and the region (regional Manager,
Operations and Emergency Management) that the lock-out is over.
Determine whether to activate your parent re-unification process.
Determine if there is any specific information students, staff and visitors need to know
(for example, parent reunification process or areas of the facility to avoid).
Print and issue pre-prepared parent letters and give these to students to take home.
Direct all Media enquiries to DET Media Unit on 8688 7776.
Ensure all staff are made aware of Employee Assistance Program contact details.
Contact the SSSO Network Coordinator if required.
Seek support from your region/regional Manager, Operations and Emergency
Management as required.
Undertake operational debrief with staff and Incident Management Team to identify
any lock-out and procedural changes that may be required.
Complete your Post Emergency Record.

Emergency Management Plan: Cohuna Secondary College - Printed: 09/10/2020
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Shelter-in-place procedure When an incident occurs outside the school and emergency services or the Chief Warden
determines the safest course of action is to keep students and staff inside a designated building
in the school (as evacuation might reasonably expose people to a greater level of danger until
the external event is handled), the Chief Warden on-site will take charge and activate the
Incident Management Team if necessary.
» Call 000 for emergency services and seek and follow advice.
e Chief Warden activates the Incident Management Team.
« Move all students, staff and visitors to the pre-determined shelter-in-place area ECA
CEntre and dependent upon the emergency rooms 5/6 can also be used.
« Take your emergency kit/first aid kit (including your student and staff attendance lists
and a copy of this EMP).
» Report the emergency to the Incident Support and Operations Centre (24 hour, 7
days) on 1800 126 126.
o Check that all students, staff and visitors are accounted for.
» Ensure communications with emergency services is maintained.
« Wait for emergency services to arrive or provide further information.
« Notify your region and seek advice from your regional Manager, Operations and
Emergency Management if required.
» Where appropriate, confirm with emergency service personnel that it is safe to retum
to normal operations.
« Maintain a record of actions/decisions undertaken and times.
» Contact parents as required.
Actions after shelter-in-place procedure
 Ensure any students, staff or visitors with medical or other needs are supported.
« Advise the Incident Support and Operations Centre that shelter-in- place is over.
« Determine whether to activate your parent re-unification process.
« Determine if there is any specific information students, staff and visitors need to know
(for example parent reunification process or areas of the facility to avoid).
» Direct all Media enquiries to DET Media Unit on 8688 7776.
« Print and issue pre-prepared parent letters and give these to students to take home.
« Ensure all staff are made aware of Employee Assistance Program contact details.
¢ Contact the SSSO Network Coordinator if required.
« Seek support from your region/regional Manager, Operations and Emergency
Management as required.
« Undertake operational debrief with staff and Incident Management Team to identify
any shelter-in-place and procedural changes that may be required.
¢ Complete your Post Emergency Record.
Emergency Management Plan: Cohuna Secondary College - Printed: 09/10/2020
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Emergency Contacts

Tags: Your school is tagged as Bus Coordinating School

School Contacts

Key Roles Name Phone Phone (After Hours) Mobile

Principal Mrs Fiona Miller 5456 2555

Assistant Principal Sharon Payne 5456 2555

Business Manager Bernadette 5456 2555
Penglase

Year 12 Coordinator Alexis Cowan 5456 2555

Year 11 Coordinator Chris Hill 5456 2555

Year 10 Coordinator Sallie Hawken 5456 2555

Year 9 Coordinator Gabrielle Fitzpatrick | 5456 2555

Year 8 Coordinator Fiona Miller 5456 2555

Year 7 Coordinator Brad Murray 5456 2555

School Bus Sharon Payne 5456 2555

Coordinator

First Aid Officer Tina Prout 5456 2555 o

School Welfare Officer | Fiona Miller/Sallie 5456 2555 |
Hawken

OHS Representative Gabrielle Fitzpatrick | 5456 2555

School Chaplain Phil Day 5456 2555 |

School Council Matthew Hawken

President

DET Contacts
Roles Name Phone Mobile

Regional Director

Jeanette Nagorcka

(03) 8468 9223
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Regional Office(nwvr@edumail.vic.gov.au)

Bendigo, Coburg

(03) 1300 338 691

Manager, Operations & Emergency
Management

John Brownstein

(03) 4433 7585

Emergency Management Support Officer

Caragh Robinson

(03) 9084 9032

Incident Support and Operations Centre
(ISOC)

1800 126 126

Programmed Maintenance Services

1300 133 468

OHS Advisory Service

1300 074 715

Employee Assistance Program

1300 361 008

Media Unit (on call 24/7)

(03) 8688 7776

SEIL

Graeme Scoberg

SSSO Team Leader

Sue Inglis

Local / Other Organizations
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Name Phone

Police Station--Cohuna 5456 4150
Police Station--Swan Hill 5036 4444
Hospital/s-Cohuna 5456 5300
Cohuna Drs Clinic 54562 609
Gas--Elgas 131 161
Electricity--Origin Energy 13 24 61
Water Corporation--Coliban Water 1300 363 200
Facility Plumber--Paul Reid 0428 562 573
Facility Electrician--Shannon Dehne 0438 567 735
Local Government-Gannawarra Shire 5450 9333
Northern Tree Fellas 0429 843 992 or 54531 827

School Bus Emergency Contacts

Bus Routes

Areas Services

Schools serviced or bus
coordinating school

Contact Details

Patho to Cohuna (Locally
known as Gunbower No 1)
1329-001

Cohuna, Leitchville and
Gunbower area

Cohuna Secondary College

Gunbower to Cohuna (Locally
known as Gunbower No 2)
1329-002

Cohuna, Leitchville, Gunbower

Cohuna Secondary College

Horfield 1329-003

Horfield District

Cohuna Secondary College

Gannawarra 1947-002

Gannawarra District

Cohuna Secondary College

Mead-McMillans 1947-001

Mead&McMillans District

Cohuna Secondary College
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Island 1958-001 Cohuna Cohuna Secondary College
Pyramid Hill to Cohuna 3280- Pyramid Hill, Leitchville District | Cohuna Secondary College 3
001 and Cohuna .
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Incident Management Team Roles &
Responsibilities

Core Procedures Procedure Instructions
Chief Warden/Education Pre-Emergency
Commander ¢ Maintain current contact details of IMT members.

¢ Conduct regular exercises/drilis.
o Ensure students/staff with special needs list and staff trained in first aid list are up to
date.
¢ Ensure our emergency response procedures are kept up-to-date.
o Ensure staff on the IMT are aware of their responsibilities.
During Emergency
¢ Attend the emergency control point.
Ascertain the nature and scope of the emergency.
Ensure that the emergency services have been notified.
Ensure the appropriate response has been actioned.
Convene our IMT as required.
Initiate evacuation of affected areas/lock-down/lock-out/shelter-in-place as required.
Brief the incoming emergency services and respond to their requests.
o Report the emergency to the Security Services Unit on 9589 6266.
Post- Emergency
+ When the incident is rendered safe or the emergency services retums control, notify
the IMT members to have staff and students return to normal operations.
» Organise debrief with the IMT and, where appropriate, with any attending emergency
Service.
+ Compile a report for the IMT and region and notify Security Services Unit (24 hour, 7
days) and the region.

Planning Officer Pre-Emergency
¢ Assist the Chief Warden.
¢ |dentify resources required.
» Participate in emergency exercises/drills.
During Emergency
» Attend the emergency control point.
e Ascertain the nature and scope of the emergency.
» Report any changes in the situation to the Chief Warden.
o Act as directed by the Chief Warden.
+ Plan for contingencies.
Post- Emergency
« Collect and evaluate information relating to the emergency.
¢ |dentify recovery needs and develop a recovery plan (if required).

Operations Officer (Area Pre-Emergency
Warden) » Regularly check and report on deficiencies of emergency equipment and kits.
o Coordinate Safety practices (e.g. clear egress paths, access to first attack equipment
e.g. fire extinguishers and disposal of rubbish) by wardens throughout their areas.
o Participate in emergency exercises/drills.
During Emergency
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On hearing alarm or becoming aware of an emergency, the Operations Warden will:
e Attend the emergency control point.
¢ Communicate with the Chief Warden by whatever means available and act on
instructions.
« Implement the emergency response procedure relevant to the floor or area and
ensure that the Chief Warden is notified.
Direct logistics officer (wardens) to check the floor or area for any abnormal situation.
Commence evacuation if the circumstances on their floor or area warrant this.
Control the movement of people.
Co-opt persons as required to assist a logistics officer (wardens) during an
emergency.
o Ensure that any implications for regular bus/student transport arrangements for the
school or clients schools are addressed.
« Confirm that the logistics officer's (warden) activities have been completed and report
this to the Chief Warden or a senior officer of the attending emergency services if the
Chief Warden is not contactable.
Post Emergency
« Compile report of the actions taken during the emergency for the debrief.

Communications Officer

Pre-Emergency
¢ Assist the Chief Warden.
e Attend training in the use of the school’'s communication system.
« Maintain records and logbooks and make them available for emergency response.
¢ Ensure emergency and parent contact details are up-to-date.
« Participate in emergency exercises/drills.
During Emergency
Attend the emergency control point.
Ascertain the nature and location of the emergency. Maintain up to date information.
Confirm that emergency services have been notified.
Notify appropriate IMT members.
At the direction of the Chief Warden provide instruction and information to staff,
students and parents as required.
Keep a log of events that occurred during the emergency.
Act as directed by the Chief Warden.
Post- Emergency
¢ Collate logs of events completed by all IMT members during the emergency for the
debrief and ensure they are secured for future reference.
« Contact parents as required.

Logistics Officer (Warden)

Pre-Emergency

¢ Ensure staff and students are aware of the emergency response procedures.

e Carry out safety practices (e.g. clear egress paths, access to first attack equipment

e.g. fire extinguishers and disposal of rubbish).

o Participate in emergency exercises/drills.
During Emergency
Persons selected to perform as Logistics Warden will carry out activities as set out in the
emergency response procedures and as directed by the Operations Warden (Area Warden).
Activities may include the following:

o Aftend the emergency control point.

¢ Operate the communication system in place.

o Check that any fire doors and smoke doors are properly closed
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e Close or open other doors in accordance with the emergency response procedures.
Search the floor or area to ensure all people have evacuated. This function is of
greater importance than a later physical count of those evacuated.

Ensure orderly flow of people into protected area.

Assist occupants with disabilities.

Act as lead of groups moving to nominated assembly areas.

Report status of required activities to the operations officer (area warden) on their
completion.

e Act as directed by the Chief Warden.

Post- Emergency

o Compile report of the actions taken during the emergency for the debrief.

First Aid Officer

Pre Emergency

o All staff are trained in Level 2 First Aid
o Fire Drills enacted each term

During Emergency

o 000 Ambulance, Police and Fire

o Emergency Management contacted

e Retrieve First Aid kits from First Aid room and staff room(if possible)
o Retrieve First Aid kits from classrooms (if possible)

o Ensure area is safe

o Designated First Aid Officer with staff support to address any issues

Post Emergency

¢ Emergency Management contacted

e Communication Tree and parent contact (dependent upon the circumstance)
o DET Counsellors available for students

e staff debrief and EAP support
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Business Continuity

Business continuity planning is intended to minimise any safety, financial, educational,
operational, reputational and/or other damaging consequences of a disruptive event.

* An inability to access your school site
e Aloss of IT / telephone / data / power
¢ A loss of shortage of staff or skills

1. Arrangements to manage inability to access your school
site

You may like to consider mutual support agreements with other schools/other local premises, virtual
learning, scheduling offsite excursions

Temporary arrangements can be made with Cohuna Consolidated
School and Cohuna Memorial Hall Workaround Partial site
unavailable: « Revise timetable to relocate students and staff to
other facilities on site * Relocate admin and staff facilities to other
networked space within school. ie Library Office, work from home
or work at Cohuna Consolidated School - Admin staff may
need to work remotely from Cohuna Consolidated Schoo! -

Contact Regional staff to discuss issues and possible
options for relocation once length of reinstatement program is
confirmed. «  Confirm possible accommodation availability with
local State Government School (Cohuna Consolidated) for students
if necessary *  Provide regular updates to the school community
via SMS, emails, social media and newsletter + Notify site users.
Eg Basketball Association if this happens in term 4 Whole site
unavailable: + Contact Regional staff to discuss issues and
possible options for relocation once length of reinstatement
program is confirmed. + Confirm possible accommodation
availability with local schools Sunny Side South and Sunny Side
North for admin team and student groups ¢ Provide regular
updates to the school community via SMS, emails, social media
and newsletter -Consider student transport arrangements «

Notify site users. E.g. Basketball Association if occurs in
term 4 - Redirect suppliers to alternate site. IT Resources required
. CASES admin network *Access to wireless network. =

School curriculum network Considerations « OH&S
issues in relocating school equipment and resources *+  Transport
arrangements for students to access other schools «

Separation of family groupings if spread across multiple
sites « Demands placed on staff due to loss of resources,
relocation, etc * Students’ access to out of school hour's care. Key
Contacts can be found in the Contacts section of the Emergency
Management Plan.

Details of arrangements
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Name Contact Details Support Role

Cohuna Valerie Lobrey other local support
Consolidated School

Gannawarra Shire Main Office Access to the building
Office

2. Arrangements to manage a loss of technology /
telephony / data / power

You may like to consider backing up school data, use of paper based systems, flexible lesson plans,
generators, emergency lighting

Go the old fashioned method of chalk and talk. Use mobile phones
to call out. Workarounds Data/technology: = Relocate admin
and staff facilities to other networked space within school «

Admin staff may need to work remotely from Cohuna
Consolidated School or work from home to access Cases network «
Utilise laptops where available to provide access to
network Telephony: * Ensure there is an up to date, printed, hard
copy list of all student and staff contact details in an accessible,
secure location. » Utilise mobile phones to contact staff.

Place message on CSC Website/Facebook, referring
callers to an emergency contact number either on site or at
alternative location. Power. « Determine the requirement for the
operation of the school. le water pump for toilet operation. «

Battery back-up (UPS) is on servers. Determine time limit
of UPS and back up servers as required. - Restructure
school program to account of the lack of power. Considerations °

Ensure OH&S issues are considered when using back up
power and water pumps © Review and update staff contact
details to include mobile phone numbers. « Staff
Communications Tree to include details of messaging systems
Key contacts « Cases 21 support — 03 11111111 DETIT
support - contact number ¢ Phone provider — contact number

Details of arrangements

Name Contact Details Support Role

3. Arrangements to manage a loss or shortage of staff or
skills
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You may like to consider temporary staff arrangements, multi-skilling/cross training, alternate
operational arrangements, suspending non critical activities and/or mutual support with other

school(s)

Workarounds ¢ Prioritise work allocations for remaining staff, staff
working above load to be recompensed for time in lieu + Determine
the number of Casual Relief Teachers (CRTs) required. «CRTs to
be called from CSC CRT list »
Details of arrangements make up full class groups *
up for key roles within school. i.e. Daily organiser, AP, Business
Manager, ICT, VCE teachers «
via social media, newsletter or note home with students.
Considerations « Workload of staff and emergency teachers

Merge classes where possible to
Implement succession plan/back

Inform school community of issues

Name Contact Details

Support Role

Business Continuity Checklist

Action

Actioned?

Activate the school's incident Management Team

Evaluate the impact of the incident for:
School activities

Impact over time
Manageability

Staffing levels

Resources for recovery

Identify actions to mitigate impact, including:

Suspension of non-critical activities

Mutual support arranged with other schools
Distance/virtual leaming Use of different areas within site
Off-site activities

Back-up of key school data

Using paper based systems

Flexible lesson plans

Using generators, portable lighting

o Priorities
« Communications

Produce an Action Plan for maintaining critical activities that includes:
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Resource deployment
Allocation of specific roles
Monitoring

Reporting

Stakeholder engagement

Establish a register to log all decisions and actions

Establish a register to log all financial expenditure incurred

Secure resources for continuity/recovery including:
o Staffing

Premises

IT and equipment

Welfare

Deliver appropriate communications including to:
o Staff

Parents/Carers

School Council

School bus contractor/bus coordinating school (as

appropriate)

Outside School Hours Care provider

Other users of site -

Region

Suppliers

Local Shire/Municipality (as appropriate)

Emergency Management Pian: Cohuna Secondary College - Printed: 09/10/2020
021

Page [ 49



°R| A | Educotion

State and Training
Government

Area Map

Area Map
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Evacuation Map

Building Name Evacuation Procedures

Cohuna Secondary College 1. Fire alarm sounds 2. Principal notify's Emergency Management 3. Office staff take the
School Evacuation Map rolls including the visitor book to the oval 4. Staff and students make their way to the oval
using nearest and safest exit 5. Form teachers mark the roll

CSC EMERGENCY EVACUATION PLAN
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