Buronga Public School

Emergency management plan
Health and Safety Directorate

EMERGENCY MANAGEMENT PLAN
For
Buronga Public School
------------------------------

Effective: 2014
Date of last review: February 2018
Review date: June 2019

The purpose of the emergency management plan is to ensure the health, safety and welfare of all
staff, students and others at the workplace in the event of an emergency. In terms of the scope of the plan,
it should address emergencies that can take place during activities away from the workplace (e.g. excursions
or sporting events). Note that each excursion and sporting event requires a separate risk management
process.
Document location

There are 3 copies of this Emergency Management Plan.
Other copies are held by:

Principal and Electronically -In Case Of Emergency
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Emergency management plan

1.1

Overview of emergency management plan

Description of the workplace (e.g. location, if a split or single site, no. of students and staff)
Location
Buronga is located in the South West of NSW. It is situated 4km from Mildura, Victoria, and approximately 1km from
the Murray River.
Business Hours
The school operates 5 days a week from 8:30am am to 3:15pm, Monday to Friday.
School Profile:
Approximately 130 students and 15 staff, including: Principal, 1 Assistant Principal, 5 classroom teachers, 2 temporary
teachers, 1 Aboriginal Education Officer, 3 SLSO and 1 General Assistant.
Located within the school grounds are:
8 buildings; library (demountable), office block (demountable), 6 classrooms, kitchen/staffroom, GA shed, sports shed,
large storage shed, sports oval and playground equipment. The area of the school is 2 hectares, and the perimeter is
650m.
A 2500 Litre LPG gas cylinder
Relationship with other plans (e.g. core rules, Chemical Safety in Schools, Local Government emergency
plans)
This plan is subject to the actions and operations of emergency services on a larger scale in the event of a large scale
emergency impacting on the community of Buronga (e.g. Evacuation in the event of a major roadway chemical spill
or evacuation of the town in the event of a major bushfire).

Roles and responsibilities
Emergency control organisation (responsible for evacuation and emergency response)
Chief Warden
Name

Position

Contact phone numbers

Jodie Treverrow

Principal

School: 03 5023 2260
Mobile: 0401 512 804

Name

Position

Contact phone numbers

Greg Stewart
Blanche Neimann

Teacher
Teacher

Mobile: 0438 519 069
Mobile: 0418 505 973

Name

Position

Contact phone numbers

Sally Kogge

SAM

School: 03 5023 2260
Mobile:

Name

Position

Contact phone numbers

Jodie Treverrow

Principal

School: 03 5023 2260
Mobile: 0401 512 804

Deputy Chief Wardens

First Aid Officer

Communications Officer
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Process for notifying, alerting and reporting emergencies
Notifying emergencies
All staff are to ensure the Principal (or their nominee) is notified in the event of an emergency.
Alerting the workplace to emergencies
The Principal is to undertake appropriate action to determine the nature and extent of the emergency (if able), then alert
the workplace of the emergency including, where required, commencement of evacuation or other procedures. Where
the Principal is absent from the workplace, the nominated Relieving Principal is to undertake this responsibility.
If evacuation is required, the electronic school bell will ring continuously for 15 seconds indicating to staff to immediately
evacuate their classrooms to the emergency assembly area.
The Principal or designated officer will make the decision to lockdown if advised of a serious threat on premises, or
threat to enter premises. If lockdown is required, repeated short blasts from the electronic bell will be sounded.
If evacuation is required, activate emergency evacuation signal – Continuous bell for 15 seconds
If lockdown is required, it will be signalled by – Intermittent bells
Reporting emergencies
•
•
•
•

Contact emergency services on 000
Contact the Incident Report and Support Hotline (now inclusive of the former Safety and Security) for any
school related criminal activity on 1800 811 523, and select “option 1”.
Report the emergency to Director Public Schools NSW – David Lamb
Follow the Department’s Incident Reporting Policy and Procedures for other necessary internal reporting (e.g.
to Health and Safety Directorate for a SafeWork NSW serious incident). To report an incident or injuries
please contact the Incident Report and Support Hotline on 1800 811 523 and select “option 2”.

Identified evacuation assembly areas and evacuation routes
Assembly area one
Far Western corner of school oval at gates with Emergency Assembly Point signage
Assembly area two
To be advised by the Chief Warden (Principal) or emergency services if assembly area is unsafe
Location of offsite assembly area, e.g. emergency coordination centre and recovery premises (for major
emergencies where it is necessary to evacuate school and normal assembly areas are not appropriate)
Assembly area off site
1. Buronga Park on Silver City Highway across from the Catholic church
2. If unsafe, location to be advised by the Communications Officer after consultation with appropriate
Emergency Services personnel.
Strategy for communicating the plan (e.g. training, newsletters, posters)
Inductions and orientations of staff, students, contractors; staff meeting awareness sessions and meeting minutes;
training and practice drills; information displayed on the WHS noticeboards.
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Essential services on premises (e.g. location of hydrants, water main)
Isolation points for utility supplied below. Also on the attached site plan.
Location of water main

Town water three inlets, two along Chapman St behind
multipurpose room, and one along Silver City Highway
opposite Short St intersection

Location of gas main

LPG gas tank – in school car park

Location of electricity main

Bottom (Southern) oval beside large storage shed along
Silver City Highway

Types of installed communication systems
Electronic School Bell
Mobile phones – (personal)
Internal phones located in office, all classrooms and staffrooms

1.2

Preparing for emergency

Risk management strategies for prevention or control of emergencies
Hazard

Heat Related
Illness

Bush Fire
Planning &
Response

Risk associated with
hazard

Key risk elimination or control
measures

How
often

Key staff
responsible for
implementation

• Heat-related illnesses, such
as heatstroke, sunstroke,
and heat exhaustion
• Symptoms of heat-related
illness: Headache; dizziness;
muscle weakness and
muscle cramps; nausea; and
vomiting.
• Participants, who collapse
after exercise, are likely
suffering from heat
exhaustion with low blood
pressure but some may have
heat stroke.

• Stay indoors in air-conditioned areas
• Drink plenty of water before starting an
outdoor activity.
• Wear lightweight, light-coloured, loose
fitting clothes
• Wear a hat
• Use water soluble sunscreen for sun
protection
• Schedule vigorous outdoor activities for
cooler times of the day. Avoid spending
time outdoors during the hottest hours
(10am to 3pm), take frequent breaks and
drink water or other fluids every 15-20
minutes
• Garden rubbish, native shrubs and tree
branches kept well clear of buildings.
• Liaise with local Fire Brigades or Rural
Fire Service.
• Conduct fire evacuation drills.
• Liaise with emergency services about
emergency procedures.
• Arrange for contractors to clear gutter of
dry leaves or other debris. (done twice a
year)

Ongoing,
as
required

Principal, all
staff

At least
annually,
i.e.:
during
winter,
prior to
bushfire
danger
period

Principal

• Bushfire prone areas are
those that can support a
bushfire or are likely to be
subject to bushfire attack.
•
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Fire

Gas leak
View fact sheet

Outbreak of
infectious diseases
View fact sheet

• Evacuation plans not
communicated clearly or not
regularly tested.
• Staff and students are not
aware of, or unclear on,
procedures/warden
responsibilities in case of
fire.
• Staff are unsure of their
responsibilities under
evacuation plans if a fire
occurs.
• Trees around buildings drop
leaves and branches,
blocking gutters and
cluttering grounds.
• Insufficient maintenance
• of gas facilities.
• • Damage to gas pipes or
• gas outlet.
• • Faulty portable LPG
• tanks.
• Lack of awareness of
standard precautions for
infection control at the
workplace.
• Difficulty of reliably
identifying all persons
carrying infectious
diseases.

Emergency health
situation
View fact sheet

• Staff and students at the
workplace with sudden
medical conditions that
may require emergency
response.
• Distance from
emergency services or
other medical
assistance.
• Individual health care
plans for student not in
place or updated.

Staff or students
lost on excursions
View fact sheet

• Environmental risks that
may trigger health
condition (e.g. asthma,
anaphylaxis)
• Department’s Excursions
Policy not followed.
• Risk assessments not
conducted.
• Untested assumptions
about the safety or the

Principal,
Teachers

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

• • Ensure gas is used in a safe way in all
workplaces (see LPG safety).
• • Ensure students understand the
potential risks associated with gas and
are trained to use gas in a safe way as
part of their learning activities.
• • Ensure proper maintenance of gas
facilities.
• Consistently apply standard
precautions for infection control,
incorporating them into daily practice
and use specific controls for particular
situations.

As
required

Principal

As
required

Principal

Review
health
care
plans at
least
annually

Principal

Before
excursion
s

Principal

• Ensure all appropriate staff
understand and apply the
Department’s Infection Control
Guidelines and procedures.
• Implement individual health care
plans for students diagnosed with
a health condition which may
result in a health emergency.
• Ensure staff are aware of student
health care plans
• Ensure effective emergency and first
aid response plans are in place.
• Staff complete e-emergency care.

• Undertake full planning and risk
assessment for excursion in
accordance with the Department’s
Excursions Policy.
Ensure risk assessment is
implemented and communicated.
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safety requirements of
staff and students.
Unanticipated events
whilst on excursions.
Death of staff or
student or other
member of the
community (not
work- related)
View fact sheet

• Major accident or event
impacting on a
community (e.g. motor
vehicle accident).

Death at the
workplace or
during a DoE
activity
View fact sheet

• Major accident during
department activates
(e.g. excursions).
• Insufficient follow-up of
incidents including near
misses

Major incidents
involving violence
or threats
View fact sheet

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

Student violence

• Student injuring
themselves or others.
• Student Behaviour as a
result of a diagnosed
medical condition.

Suicide
View fact sheet

• Any death of a staff
member or student,
including ex-students,
which is sudden or
unexpected.

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

Control Measures Not Applicable

NA

Key response
• Notify relevant School Education
Director, and report to the incident
hotline 1800 811 523.
• Assist staff and students in dealing
with grieving process, e.g. EAP for
staff, School counsellors for
students.
• Safety program for workplace.
• Staff aware of WHS
responsibilities including
reporting of hazards and
incidents.
• Emergency Planning complete.
• Incident management and
investigation processes in
place.
• Check security strategies e.g. access
to premises and signs.
• Crime prevention workshops.
• Monitoring of incidents.
Development, practice and review
of lockdown and lockout
procedures

Annually
review

Principal

As
required

Principal

• Conduct risk assessment and
develop student support plans
for students with identified
behavioural problems.
• Review risk assessments and
support plans every 12 months
or after incidents and adjust
according to new identified
controls.
• Risk Assessments to include to
include calling police for violent
behaviour which cannot be deescalated or if a person has
been assaulted.
• Risk assessments to include
calling an ambulance for selfharm or injury to any person.
•
• Employee Assistance Program.
• Student counsellors.
• Prevention of bullying programs.
• Suicide Awareness Programs

As
required

Principal

As
required

Principal
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Bomb threats and
suspected devices
View fact sheet

Pedestrian
accidents
View fact sheet

Cruelty to Animals

Storms (including
high wind)
View fact sheet

Flood
View fact sheet

Disconnection from
services/ power/
communication/
water

• History of bomb threats
for workplace.
• Person seeking to cause
disruption to workplace.
• Significant events in the
workplace

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

Animal cruelty may occur due
to behavioural issues with
students or staff or negligence
resulting from:
• Inadequate provision of food
and water; protection from
extremes of weather or
attack by intruders / vermin /
other animals; and
monitoring of animals during
holidays and weekends
• Failure to carry out routine
husbandry operations and
seek veterinary assistance
for sick or injured animals.
• Danger from high winds
where trees located on or
around the workplace are not
regularly checked and
trimmed.
• • Electrocution from fallen
wires.
• • Roofs in need of repair.
• • Excursion activities
undertaken without risk
assessment.
• Premises flooded
• Access flooded

• Planned and unplanned
power interruptions in times
of extreme heat or cold.
• Mobile and landline phone
outage.
• Water outage.

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

Annual

Principal

Annual

Principal

Develop response procedure for bomb
threats that includes an evacuation of the
school site and train/communicate to staff.
• Traffic controls (pedestrian crossings,
traffic controllers etc).
• Liaison with local council and Roads and
Traffic Authority.
• Issue rules in writing to parents regarding
safe drop off and pick up of students e.g.
no double parking, no vehicles inside the
school, no allowing children to get out of
vehicles on the roadside, not reversing etc.

Principal

• Ensure animals are adequately housed
and protected from attack and extremes
of weather.
• Educate staff and students about the
care of animals.
• Awareness of responsibilities for the care
of animals, particularly in holiday periods.

• Ensure gutters and downpipes are
cleaned regularly.
• Ensure overhanging branches are
trimmed.
• Ensure roofs are in good repair.
• Prepare an emergency kit.
• Prepare a storm plan covering actions
needing to be undertaken

• Prepare flood plan
• Temporarily close school when
flooded

Use risk management to identify the most
suitable actions need to consider:

Annual

Principal

When
required

Principal
The State
Emergency
Service (SES) is
responsible for
responding to
floods in NSW.

As
required

Principal

• Student Health needs
• Access to portable water
• Temperature
• Lighting
• Communications
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Electrical hazard

• Electrocution from faulty
electrical wiring or
equipment, frayed chords,
bad connections, overload of
power boards or other
electrical fault.
• Use of high-risk electrical
equipment such as handheld
equipment (e.g. power tools,
hair dryers, commercial
kitchen appliances).
•

• Ensure testing of electrical equipment.
• Encourage reporting of all electrical
faults.
• Consider electrical safety as part of WHS
risk assessment and risk management
programs.
• Encourage general safety precautions.

Principal in
consultation with
School
Infrastructure
(Formally AMU)
contract

Training against emergency management plan
Type of training

How often

Training on the workplace emergency management plan

All staff receive site induction and/or
awareness sessions and as required by
DEC Emergency Training requirements

e-Emergency care, CPR and Anaphylaxis training

Every 2 years, 1 year and 2 years
respectively.
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Frequency of emergency response drills
Type of emergency response drill

How often

Building evacuation (e.g. fire emergency)

Once every 6 months in T1 and T3

Lockdown

Once every 6 months

Arrangements for disabled persons
Strategy

Person responsible for action

Nominated person to assist disabled person in event of
emergency.

Principal/Teacher/SLSO

Emergency services to be notified of disabled person’s
whereabouts, where necessary.

Principal

Testing of equipment
Type of equipment

Frequency of testing

Fire extinguishers, blankets

Every 6 months (AMU contract)

Emergency lighting

Every 6 months (AMU contract)

First aid requirements
Requirement

Action completed

First aid officer/s participate in emergency drills

Yes

Epi Pen (in date) – procedure to ensure Epi pen is in
portable first Aid kit before attending an emergency.

Yes

Portable first aid kit available and maintained

Yes located in sick bay

Communications during an emergency
Stages (e.g. initial alert,
List form of communication (e.g.
evacuation, return to workplace)
PA system, agreed alarm signal)

Responsibility for commencing
and managing communications

Primary means of communication in
the event of an emergency is an
audible alarm system

School Bells

Principal/Teacher

Secondary or alternative means of
communication

School internal phones

Principal/Teacher

All clear signal is verbal notification
to staff

Verbal

Principal/Emergency Services

Lockdown

Continuous short blasts from
electronic bell

Principal/Teacher
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1.3

Response

The process for making decisions
Decisions should be consistent with the circumstances of the emergency and, where appropriate, emergency services
or external support must be contacted.
Once an emergency is reported the Principal (Chief Warden) will assess:
•
•
•
•

What is the nature of the emergency?
How the emergency is behaving (getting closer, moving away etc.)?
Which emergency services should be contacted (Police, Fire, Ambulance, State Emergency Service)?
What immediate response actions are required based on the initial assessment?

The Chief Warden/Site Controller will then immediately initiate necessary actions and responses e.g.: evacuation, first
aid, lockout or lockdown.
Immediate response actions (actions will often take place at the same time)

•
•
•
•
•
•

Implement the relevant procedures where required

•
•

Ensure telephones are not used for anything other than incident communications

Ensure first aid is administered and medical treatment provided as soon as possible
Seek medical aid urgently for serious injuries, call 000 for an ambulance.
Contact and liaise with relevant emergency services
Secure the area, remove people from the area and make it as safe as possible while maintaining personal safety
Establish the facts: assess the situation, plan who to contact, who will do what, what assistance is needed from
Director of School, Counsellors, H&S Directorate, Asset Management Unit, Media Unit, etc.
Advise WHS Hotline on 1800 811 523 of any injuries

Vehicle control during emergency (e.g. keeping lane clear for emergency services, directing traffic to keep
lane clear for emergency services)
Who: Executive or person allocated by the Chief Warden
How: Wearing a fluorescent vest, locate themselves near designated access points to redirect traffic with a handheld
sign, to ensure clearway is maintained for emergency services.
When: After Emergency Services have been called and stay until emergency services arrive.

Evacuation procedures (summary) – Full procedures included in Part 2

☐

Decision to evacuate
Principal (Chief Warden) to assess situation and determine appropriate response.

☐

Warning staff and students
If evacuation is required, activate emergency evacuation signal - Continuous sounding of electronic bell
If lockdown is required – Short blasts from electronic bell

NSW Department of Education | TEMP007 – V1 | Health and Safety Directorate: 1800 811 523

https://education.nsw.gov.au

10

Emergency management plan

☐

Withdrawal (evacuation)
All staff, students, contractors and visitors to evacuate in an orderly manner via the shortest and safest
route to their designated assembly area (unless Warden/s advise of an alternative evacuation assembly
area).
Wardens/Staff on duty to check all classrooms clear and lock where possible, then report ‘building clear’
to Chief Warden at the assembly point

☐

Shelter and assembly area
Classes are to line up in order at the assembly area.
Account for everyone by marking student roll books and staff/visitor/contractor sign-in register/s and/or
ensure no one remains within a building.
Chief warden to check or assign person to check toilet block and building if person/student is missing.

☐

Return to the workplace
Principal to then brief staff or assembled people on the emergency status and await arrival of emergency
services or take other appropriate action.
Principal or Emergency Services to give the ‘all clear’ and direction for normal activities to resume.

☐

Location of designated emergency exits
Emergency evacuation site plans are located in each room
Exit signs are located above all doors to use for exiting in emergencies

☐

Location of fire extinguishers
Classrooms and office

☐

Location of fire blankets
In Kitchen

☐

Location of first aid kits
Administration Office

Note: Plans showing the identified evacuation assembly areas and evacuation routes must be posted in the
workplace. Evacuation maps should clearly mark all exit routes and assembly areas relevant to each building and the
location of all firefighting equipment. Maps are to be displayed prominently throughout the workplace.
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1.4

Recovery

Strategy and description
The Principal will co-ordinate the initial response and ongoing recovery at the school in line with DoE procedures and
protocols outlined below.
Emergency Planning and Response
Recovery timeline

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

Who

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

DTC:1300 360 364
Optum: 1300 361 008

Student Counsellors

Media
All enquiries from the media should be referred immediately to the Department’s Media Unit on 02 9561 8501.
The Media Unit will assist in managing enquiries from the media for the necessary period.

Return workplace to normal
Return to normal business and activities ASAP

NSW Department of Education | TEMP007 – V1 | Health and Safety Directorate: 1800 811 523
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Part 2: Evacuation procedures and other attachments
Checklist for documents to be included in Part 2
Documents attached (workplaces are to attach documents that relate to their Emergency Management Plan):

☐

Evacuation procedures (displayed on Wall)

☐

First aid plan

☐

Site plan
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Buronga Public School

First aid plan
Health and Safety Directorate

This First Aid Plan details the strategies in place to ensure appropriate provision of first aid Arrangements relative to our workplace
requirements as per the First Aid Procedures.
School/Workplace:

Buronga Public School

Date:

May 2018

Date of Next Review:

May 2019

Overview
Key points

List key points

List the type of work and activities conducted (e.g.
teaching, sport and outdoor activities, excursions, onsite
and offsite, etc.)

Teaching in the key learning areas
Conducting and supervising playground activities
Conducting office duties
General maintenance and related duties
Supervising school excursions
Supervising sport

Describe the size and layout of workplace e.g. size of the
site, number of buildings/storeys, split or single site etc.
Describe the location of workplace e.g. major road,
regional, access requirements, distance/time from
medical support

The school is located on the Silver City Highway and is across the road
from a medical centre. The nearest hospital is approximately 4km
away, in Mildura. Emergency access is available via Chapman Street. Or
Pitman Avenue.

List the number and distribution of employees e.g. staff,
students, visitors, etc.

125 students

Describe the hours of operation e.g. 8:30 am to 3:30 pm
e.g. include both school and outside of school
considerations, vacation periods, etc.

8:30 am to 3:15 pm during school terms

14 staff (9 FTE, 11 PTE)

Step 1 and 2 - Identify and assess hazards or potential causes of injury or illness in the workplace
(Consider information about past incidents, injuries/illnesses, health needs of staff & students, etc) – add more rows as required
Identify and list below hazards and other potential
sources of injury or illness e.g. equipment, electrical
items, chemicals, health/illness, biological hazards
(e.g. sources of potential infection)

Consider how the hazard could
cause harm, injury/illnesses (e.g.
cuts and abrasions, accidents
requiring emergency services e.g.
fractures or other injuries)

Describe the potential severity and
likelihood of potential injuries in the
context of strategies to mitigate
same.

Minor playground injuries from slips, trips and falls

Cuts, abrasions, fractures,
superficial injuries

Likely

Insect/animal bites, food allergens

Anaphylactic or allergic reaction

Unlikely
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Step 1 and 2 - Identify and assess hazards or potential causes of injury or illness in the workplace
(Consider information about past incidents, injuries/illnesses, health needs of staff & students, etc) – add more rows as required
Sporting, physical education, gym equipment,
portable equipment and playground injuries

Sprains, strains

Likely

Health/illness

Asthma attack

Unlikely

Step 3 – Determine what First Aid arrangements are required in the workplace
Key points

List key points and actions required

Responsibility

Due date /
frequency

Appoint First Aid Officer(s)

First Aid Officer appointed and trained

Principal has
responsibility for
oversight

Ongoing

Identify other trained first aiders
available where required

All staff trained in ESS First Aid

Principal has
responsibility for
oversight

Ongoing

List staff training requirements
(including CPR, anaphylaxis and EEmergency Care training, etc) and
schedule annual face to face
training

The school trains substantial numbers of staff
each year in face to face CPR and anaphylaxis

Principal

Scheduled at
Term 1 SDD
annually

List number of First Aid Kits and
their location (consider
accessibility of kits, high risk areas,
first aid for off-site activities etc.),
consider contents of kits, and
maintenance arrangements

First aid equipment is located in the front office.

Principal works with
First Aid Officer to
ensure first aid
arrangements are in
place.

Ongoing

Ongoing mandatory online training in
Anaphylaxis and E-Emergency care is maintained
for all staff

A portable first aid kit is located in the sick bay to
be taken on excursions.
Two small portable first aid kits are stocked and
ready for the playground teacher and minor
excursions.
Risk management and excursion planning is in
place to ensure that portable first aid kits will be
taken on all excursions
The first aid officer maintains the first aid kit and
its backup supplies.

Identify First aid room
requirements, (consider location,
accessibility, equipment, signage
and maintenance arrangements).

One sick bay with appropriate signage and a first
aid kit in the main office building.

Where the school/workplace has
or is considering a defibrillator –
refer to defibrillator guidelines
Document process to manage
prescribed medications and
EpiPens (e.g. system to ensure
appropriate storage, currency of
medication, health care
plans/ASCIA plans etc)

All teaching staff are
aware of first aid and
complete ESS training
All staff aware of first
aid requirements for
excursions
First Aid Officer

Ongoing

N/A due to close proximity of medical centre.

N/A

N/A

No medication, including paracetamol and over
the counter medicines are to be stored in first
aid kits.

Principal

Ongoing

The first aid officer maintains the first aid room
requirements, supplies and maintenance
arrangements.

The school reviews Individual Health Care
Plans/ASCIA Actions Plans every 12 to 18 months
in consultation with the parent/student.
The school has register in place to check the
currency of EpiPens and prescribed medications.
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Step 3 – Determine what First Aid arrangements are required in the workplace
Key points

Responsibility

Due date /
frequency

Staff respond to the situation to render
assistance. All staff have a responsibility in
accordance with their duty of care to administer
aid immediately as required, commensurate with
their level of training and experience. For
example, contacting an ambulance immediately
where required, facilitating or administering
asthma medications if a person is having
difficulty breathing or showing symptoms of
asthma.
This includes immediately contacting
emergency services if considered necessary.
The first aid officer is called immediately after an
accident or incident has occurred, and follows
school communication procedures to provide
appropriate first aid.
The principal or delegate notifies the parent(s) in
the case of a student, or next of kin/emergency
contact in the case of employees.
Where an Individual Health Care Plan exists, the
procedures in the plan must be followed.

All staff

Ongoing

First Aid Officer

Ongoing

Principal or delegate

As required

All staff

As required

This Plan is placed on the WHS Noticeboard in
the staffroom and in the sick bay.

Principal

Ongoing

List key points and actions required
Storage arrangements are agreed upon with the
parent/student and communicated to all staff
i.e. an arrangement may be in place for a student
to carry their own epipen.

Document first aid response
procedures (steps to be taken in
the event of injury/illness) and
local protocols for First aid.
Consider infection control, incident
reporting, documentation
requirements, etc

Describe how workplace first aid
arrangements will be
communicated within the
workplace (consider staff, casual
employees, visitors, students, etc)

This Plan is communicated to all staff via whole
staff meeting and a copy emailed to all staff.
This Plan is included in induction processes for
new staff (including casual staff), visitors and
contractors to the school.

Step 4 - Ongoing monitoring and review of Plan
Key points

List key points and actions required

Responsibility

Due date /
frequency

Describe process for monitoring and
review of the First Aid Plan, first aid kit,
facilities, currency of staff training, etc

This Plan is to be monitored and updated
annually and as required (after a major
incident in the workplace).

Principal

Annually / as
required

All staff

Ongoing

Staff training register is maintained and
monitored to ensure compliance with first
aid training requirements.
Reporting and documentation
Describe steps the workplace will take
to:
(1) Report incidents and injuries

1) Incidents and injuries are reported in
accordance with Incident Reporting
Procedures.
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First Aid Plan
Step 4 - Ongoing monitoring and review of Plan
List key points and actions required

Responsibility

Due date /
frequency

(2) Maintain register of injuries

2) Register of injuries is located in the main
administrative office

All staff

Ongoing

(3) Record of first aid treatment

3) Record of first aid treatment is located in
the first aid room and maintained by the First
Aid Officer.

First Aid Officer

Ongoing

4) The register of medications is maintained
by the First Aid Officer who is authorised to
administer medications.

First Aid Officer

Ongoing

Key points

(4) Other?

List emergency contacts and other key contacts
Emergency 000

Medical Centre

Hospital

Buronga 5021 1002

Mildura Base
Hospital 5022 3333

Poison Info Centre
131 126

Other:
Name: Jodie Treverrow

Signed:
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