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1. Purpose

The purpose of this Emergency Management Plan (EMP) is to provide details of how
Lady Forster Kindergarten will prepare for and respond to emergency situations.

2. Scope

This EMP applies to all educators, staff, children, visitors, contractors and volunteers at

Lady Forster Kindergarten.

3. Distribution

A copy of our plan has been distributed to:

Name Position Title and Date Email Address or
Organisation Name Sent Postal Address
LOCALFIRE ~ Commander Community 26/10/20  SEMRcommres@mfb.vic.gov.au
Resilience — Southern B
Officer In Charge, . : o L
LOCAL POLICE | St Kilda Police Station, 26/10/20 :,th‘f'g’;;ga;'ggé“”"""’@po"Ce""c'qo"'a“
92 Chapel St, St Kilda '
, central@ses.vic.gov.au
LOCAL SES SES Head Office 26/10/20 Ph: 9256 9000
Services Development Officer, o
Wendy Veber  Family, Youth & Children, City | 26/10/20  ‘endy.Veber@portphiliip.vic.gov.au
of Port Phillip
Coordinator Children’s .
. . . Wendy.Morris-
Wendy Morris- Services Family, Youth & nendy.viors-
Smith Children 26/10/20 | Smith@portphillip.vic.gov.au
City of Port Phillip
. Asset Planner ESM, . S
ézr:bes Asset Management 26/10/20 Jim.Forbes@portphillip.vic.gov.au
City of Port Phillip
. President, Committee of .
Tammy Rip Management, LFK 26/10/20 | Info removed for privacy reasons
Erin Summers Secretary, Committee of 26/10/20 | Info removed for privacy reasons

Management, LFK

Please note:

Printed copies of the EMP are held in:

e the office on site

e each of two kindergarten rooms

o the ‘evacuation trolley’ and ‘beach trolley’

In addition to the above individuals, copies of the EMP have been emailed to all LFK staff and members
of the LFK Committee of Management.

Emergency Management information is also included in the Induction Program for new/casual staff.

Lady Forster Kindergarten
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PART 1- EMERGENCY RESPONSE

Lady Forster Kindergarten Page 5 of 72 Emergency Management Plan



4. In case of emergency

In an Emergency

Call 000

Police,
Ambulance,
Fire Services

For Advice call your

LFK Dlrector Allison Prasser

(Nominated Supervisor) Director. LFK

Ph: 9531 6812

M: 0401 851 666
and 040

" Tammy Rip
PreSIdent President, LFK
LFK Committee of (Off-site)

M: 0466 842 712
Management
(Approved Provider)

Convene your
Incident Management Team
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5. Emergency contacts

5.1. Emergency services

In an emergency requiring Police, Ambulance and Fire Brigade attendance call 000.

5.2. Lady Forster Kindergarten contacts

Key Roles

Approved Provider Representative

Responsible Person/Primary Nominee

Lady Forster Kindergarten Manager

First Aid Officer

OHS Representative

LFK Staff:
Director

Manager

Kindergarten Teacher
Kindergarten Teacher
Activity Group Leader
Diploma Qualified Educator
Diploma Qualified Educator
Diploma Qualified Educator
Co-Educator

Co Educator

Co Educator

Lady Forster Kindergarten

Name

Phone Mobile

Tammy Rip

President

Committee of Management
2019-21

(Off-site)

Allison Prasser
Director

Info removed

- Info removed for
for privacy

privacy reasons

Julie Bergantino
Manager

reasons

Kristie O’'Shea (Staff)
(Helen Killeen relieving while
Kristie on maternity leave)

Julie Bergantino (Staff)

Allison Prasser

Julie Bergantino

Liza Taylor

Erin Heapes

Isabella Hurn

Kristie O’'Shea

Info removed for
rivacy reasons

Helen Killeen

Annabelle Pierce

Saara Bite

Adric Small

Mary Jane Glasson
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5.3. Key organisational/regional contacts

Name Phone Mobile
Quality Assessment and Regulation Southern
Division (QARD) Area Team Metropolitan Area 87655787 N/A

Regional Department of Education and
Training (DET) Manager, Operations and  South Eastern:

Emergency Management Glen Tarrant 89042406 0438 018 269

5.4. Local/other organisations contacts

Police Station: St Kilda Police Station, 92 Chapel St, St Kilda 9536 2666

Non-Emergency Police: 131 444

Non-Emergency (nearest) Fire Station:
Station 32 (Ormond) 9665 4332
311 Ormond Rd, South Caulfield

State Emergency Services (flood, storm and earthquake): 132 500
Hospitals: Royal Children’s Hospital Melb, 50 Flemington Rd, 9345 5522
Parkville
9076 2000
The Alfred Hospital, 55 Commercial Rd, Prahran
9594 6666
Monash Medical Centre, 246 Clayton Rd, Clayton
Poisons Information Centre (24 hrs): 131 126
Gas: Leaks and Emergencies (Multinet Gas) 132 691
Electricity: Emergencies (United Energy) 132 099
Water: Leaks and Emergencies (South East Water) 132 812
WorkSafe Victoria: 1800 136 089

Phone 9209 6168
and follow the
prompts.

City of Port Phillip: Building Maintenance: Business Hours
A/H Emergencies

City of Port Phillip: Security Contractor (National Protective Services) 1300 659 800
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5.5. Bus emergency contacts

Please note that there are not currently any children at Lady Forster Kindergarten who use a bus service to attend
Lady Forster Kindergarten.

5.6. Education & care services & children’s services notifying the regulatory
authority

Education and care services and children’s services are reminded that they must report
serious incidents to the relevant DET QARD Area Team in accordance with relevant
regulatory requirements.

Service agreements also require approved providers or licensees to notify DET in the event
of a serious incident.

¢ Education and care services operating under the National Quality Framework (NQF)
refer to the fact sheet Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets.aspx
Notifications of serious incidents, incidents and complaints must be submitted online
via the National Quality Agenda IT System (NQA ITS)
www.acecqga.gov.au/national-quality-agenda-it-system

¢ Children’s services operating under the Children's Services Act 1996 (Children’s
Services Act) refer to the practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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6. Incident Management Team

6.1. Incident Management Team (IMT) structure

Lady Forster Kindergarten IMT Structure

Chief Warden

Area Warden

Extended Hours
Room

Area Warden

Chief Warden performs the roles of
Communications Officer,
Planning Officer and
Operations Officer (Area Warden)

Sessional Room

6.2. Incident Management Team contact details

IMT Role/Activities Primary Contact Back Up Contact
Name Allison Prasser Name Julie Bergantino
R . Info removed for . Info removed for
Mobile . Mobile .
privacy reasons privacy reasons
Extended Hours Name Erin Heapes Name Isabella Hurn
Room
Area Wardens Mobile Info removed for |\, Info removed for
privacy reasons privacy reasons
Name Liza Taylor Name Saara Bite
Sessional Room
Area Wardens: Mobile Info removed for | wopile Imfo removed for
privacy reasons privacy reasons

Any educational staff member can administer first aid wherever required.

Al EE STl All educational staff hold current first aid, CPR, anaphylaxis and asthma management

performed by:

qualifications at all times.

Lady Forster Kindergarten
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7. Incident Management Team responsibilities

71.

Chief Warden

(LFK Director or Nominated Supervisor if Director not present)

Pre-emergency
Maintain current contact details of IMT members.
The Manager will:

O

ensure ‘Children/educators/staff with additional needs’ list and ‘Staff trained in first aid
lists are up to date.

Organise regular exercises/drills (quarterly).

Ensure our emergency response and recovery procedures are kept up to date.
Ensure staff on the Incident Management Team (IMT) are aware of their
responsibilities.

Identify resources required.

Regularly check and report on deficiencies of emergency equipment and kits.
Coordinate safety practices (for example, clear egress paths, access to first attack
equipment such as fire extinguishers and disposal of rubbish) by Wardens throughout
their areas.

Maintain records and logbooks and make them available for emergency response.
Ensure emergency and parent contact details are up to date.

During emergency

Attend the emergency control point.

Ascertain the nature and scope of the emergency.

Ensure that the emergency services have been notified.

Plan for contingencies.

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.
Direct the Area Wardens to check the floor or area for any abnormal situation.
Provide instruction and information to staff, children and parents as required.

Keep a log of events that occurred during the emergency

Control the movement of people.

Co-opt persons as required to assist during an emergency.

Confirm that the Area Warden’s 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.

Brief the incoming emergency services and respond to their requests.

Post- emergency

When the incident is rendered safe or the emergency services return control, notify the
IMT members to have staff and children return to normal operations.

Organise debrief with the IMT and, where appropriate, with any attending emergency
service.

Ensure recovery activities are considered and implemented as required.

Collect and evaluate information relating to the emergency.

Identify recovery needs and develop a recover plan (if needed)

Contact parents as required.

Collate logs of events completed by all IMT members during the emergency for the
debrief and ensure they are secured for future reference

Complete the Post Emergency Record.
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. Early childhood services are reminded that they must report serious incidents to the
relevant DET QARD Area Team in accordance with relevant regulatory requirements.
Service agreements also require approved providers or licensees to notify DET in the
event of a serious incident.

o Education and care services operating under the National Quality Framework
(NQF) refer to the fact sheet Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets.aspx

o Children’s services operating under the Children's Services Act 1996 (Children’s
Services Act) refer to the practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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7.2. Area Wardens (Extended Hours Room and Sessional Room)

Pre- emergency

. Ensure staff are aware of the emergency response procedures.

. Carry out safety practices (e.g. clear egress paths, access to first attack
equipment, for example, fire extinguishers and disposal of rubbish).

. Participate in emergency exercises/drills.

During emergency
Persons selected to perform as Area Wardens will carry out activities as set out in the
emergency response procedures and as directed by the Chief Warden.

Activities may include the following:
. Attend the emergency control point.

. Operate the communication system in place.

. Check that any fire doors and smoke doors are properly closed.

. 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 Chief Warden on their completion.
. Act as directed by the Chief Warden.

Post- emergency
. Compile report of the actions taken during the emergency for the debrief.
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8. Communication tree

Approved Provider

LFK Director

000 Emergency

Tammy Rip Allison Prasser Services
M: 0422 013 014 0401 851 666
Manager Area Warden Area Warden Regional DET
Ext Hours Room Sessional Room Manager, Operations
Julie Bergantino ) and Emergency
0437 387 018 Erin Heapes Liza Taylor Management
0410 195 837 0423 762 074 Glen Tarrant
0438 018 269
Staff Members Staff Members
Ext Hrs Room Sessional
Isabella Hurn Saara Bite
0431 125 507 0418 523 587

Parents (or persons with
lawful authority) of
children in
Extended Hours
Program

Parents of children (or
persons with lawful
authority) in
Sessional Kindergarten
Program

9. Staff trained in first aid

Note:

Education and care services must comply with the requirements set out in regulation 136
(first aid qualifications) of the Education and Care Services National Regulations 2011
(National Regulations) and children’s services must comply with the requirements set out in
regulation 63 (Staff members to have first aid and anaphylaxis management training) of the
Children’s Services Regulations 2009.

Staff Member

Training

Date Qualified To

Note:

All LFK staff working directly with children hold current compliant qualifications in
First Aid, CPR, Anaphylaxis and Asthma Management.
Details of current qualifications held in register on site.

Lady Forster Kindergarten
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10.

10.1.

Emergency response procedures

On-site evacuation/relocation procedure

When it is unsafe for children, educators, staff and visitors to remain inside the facility, the
Chief Warden will take charge and activate the Incident Management Team if necessary.

Call 000 and inform emergency services of the nature of the emergency.
Determine which of your facility’s pre-identified on-site evacuation points is most
appropriate to use.

Assemble children, educators, staff and visitors at assembly point:

Primary Evacuation On-Site Assembly Point:
At driveway gates next to LFK Office.

Take the child attendance list, staff & visitor sign in books, your emergency trolley or
First Aid Kit, emergency phone + charger, child enrolment forms, and a copy of this
Emergency Management Plan.

Once at the assembly point, check all children, educators, staff and visitors are
accounted for.

Ensure communications with emergency services are maintained.

Wait for emergency services to arrive or provide further information.

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

Seek advice from LFK President or LFK Director if required.

Maintain a record of actions/decisions undertaken and times.

Contact parents as required or as per service policy.

Actions after on-site evacuation/relocation procedure

Ensure any children, educators, staff or visitors with medical or other needs are
supported.

Determine whether to activate your parent reunification process.

Determine if there is any specific information educators, staff, children and visitors
need to know (e.g. parent reunification process or areas of the facility to avoid).
Print and issue pre-prepared parent letters as appropriate.

Undertake operational debrief with educators, staff and Incident Management Team
to identify any on-site evacuation and procedural changes that may be required.
Complete your Post Emergency Record form in Appendix 3.

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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10.2. Off-site evacuation procedure

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

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

¢ Determine which off-site assembly point you will evacuate children, educators, staff
and visitors to (Hill in reserve or Elwood Life Saving Club)

¢ Assemble children, educators, staff and visitors at your nominated on-site evacuation
assembly points:

Primary Evacuation Off-Site Assembly Point:
Hill in reserve accessed through gates next to Office.

Secondary Evacuation Off-Site Assembly Point:
Surf Life Saving Club accessed through doors at rear of Long Day Room

o Take the child attendance list, staff & visitor sign in books, your emergency trolley or
First Aid Kit, emergency phone + charger, child enrolment forms, and a copy of this
Emergency Management Plan.

¢ Once at assembly point, check all children, educators, staff and visitors are
accounted for.

e Ensure communications with emergency services are maintained.

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

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

Seek advice from the LFK President or Director if required.
e Maintain a record of actions/decisions undertaken and times.
e Contact parents as required or as per service policy.

Actions after off-site evacuation procedure

e Ensure any children, staff or visitors with medical or other needs are supported.

¢ Determine whether to activate your parent reunification process.

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

e Print and issue pre-prepared parent letters as appropriate.

e Undertake operational debrief with staff and IMT to identify any off-site and
procedural changes that may be required.

e Complete your Post Emergency Record form (refer Appendix 3)

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqgffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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10.3. Lock-down procedure

When an external and immediate danger is identified, and it is determined that the children
should be kept securely inside the building the Chief Warden on-site will take charge and
activate the Incident Management Team if necessary.

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

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

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

¢ If available, allocate educators/staff to be posted at locked doors to allow children,
educators, staff and visitors to enter if locked out.

o Divert parents and returning groups from the facility if required.

e Ensure a telephone line is kept free.

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

e As appropriate, ascertain that all children, educators, staff and visitors are accounted
for.

e Ifitis safe to do so, have an educator/staff member wait at the main entry to the
facility to guide emergency services personnel.

e Ifitis safe to do so, gather the child attendance list, staff & visitor sign in books, your
emergency trolley or First Aid Kit, emergency phone + charger, child enrolment forms
and a copy of this Emergency Management Plan.

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

e Seek advice from the LFK President or Director if required.

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

¢ Contact parents as required or as per service policy.

Actions after lock-down procedure

e Ensure any children, educators, staff or visitors with medical or other needs are
supported.

¢ Determine whether to activate your parent reunification process.

o Determine if there is any specific information educators, staff, children and visitors
need to know (e.g. parent reunification process or areas of the facility to avoid).

e Print and issue pre-prepared parent letters as appropriate.

e Undertake operational debrief with educators and staff and IMT to identify any lock-
down and procedural changes that may be required.

e Complete your Post Emergency Record form (refer Appendix 3)

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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10.4. Lock-out procedure

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

e Call 000 for emergency services and seek and follow advice.
e Announce lock-out with instructions about what is required. Instructions may include
nominating staff to:
e Lock doors to prevent entry
e Check the premises for anyone left inside
e Ifitis safe to do so, gather the child attendance list, staff & visitor sign in books, your
emergency trolley or First Aid Kit, emergency phone + charger, child enrolment forms
and a copy of this Emergency Management Plan.
e Determine which of your facility’s pre-identified on-site evacuation point/s is most
appropriate to use.
¢ Assemble children, educators, staff and visitors at your nominated on-site assembly
point.
Primary Evacuation On-Site Assembly Point:
Gates next to Office.

¢ Check that children, educators, staff and visitors are all accounted for.

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

e Seek advice from LFK President or Director if required.

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

e Contact parents as required or as per service policy.

Actions after lock-out procedure

e Ensure any children, educators, staff or visitors with medical or other needs are
supported.

¢ Determine whether to activate your parent reunification process.

o Determine if there is any specific information educators, staff, children and visitors
need to know (e.g. parent reunification process or areas of the facility to avoid).

e Print and issue pre-prepared parent letters as appropriate.

e Undertake operational debrief with staff and IMT to identify any lock-out and
procedural changes that may be required.

e Complete your Post Emergency Record form (refer Appendix 3)

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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10.5.

Shelter-in-place procedure

When an incident occurs outside the Kindergarten and emergency services or the Chief
Warden determines the safest course of action is to keep children, educators and staff inside
the Kindergarten (as evacuation might reasonably expose people to a greater level of
danger), the Chief Warden on-site will take charge and activate the IMT if necessary.

Call 000 for emergency services and seek and follow advice.
Move all children, educators, staff and visitors to your pre-determined shelter-in-place
location

The primary ‘shelter-in-place’ location at LFK at the rear of the two
Kindergarten Rooms (Sessional Kindergarten Room)

Note:
If sheltering-in place from an approaching fire, use the assembly point at the grass
area adjacent to the Life Saving Club on the beach.

If it is safe to do so, gather the child attendance list, staff & visitor sign in books, your

emergency trolley or First Aid Kit, emergency phone + charger, child enrolment forms
and a copy of this Emergency Management Plan.

Check that all children, educators, staff and visitors are accounted for.

Ensure communications with emergency services is maintained. Wait for emergency
services to arrive or provide further information.

Where appropriate, confirm with emergency services personnel that it is safe to return
to

Maintain a record of actions/decisions undertaken and times.

Seek advice from LFK President or Director if required.

Contact parents as required or as per service policy.

Actions after shelter-in-place procedure

Ensure any children, educators, staff or visitors with medical or other needs are
supported.

Determine whether to activate your parent reunification process.

Determine if there is any specific information educators, staff, children and visitors
need to know (e.g. parent reunification process or areas of the facility to avoid).
Print and issue pre-prepared parent letters as appropriate.

Undertake operational debrief with staff and IMT to identify any shelter-in-place and
procedural changes that may be required.

Complete your Post Emergency Record form (refer Appendix 3)

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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11.

Response procedures for specific emergencies

This section addresses any specific emergencies identified in LFK’s risk assessment.

11.1.

Building Fire

Call 000 for emergency services and seek and follow advice.

Activate the fire alarm. NOTE: The fire system is not connected to the fire brigade. A
staff member must phone 000 to summon the fire services to site.

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

Report the emergency immediately to the Chief Warden who will convene your IMT if
necessary.

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

Determine which of your facility’s pre-identified on-site evacuation point/s is most
appropriate to use.

Take the child attendance list, staff & visitor sign in books, your emergency trolley or
First Aid Kit, emergency phone + charger, child enrolment forms and a copy of this
Emergency Management Plan.

Assemble children, educators, staff and visitors at your nominated on-site

Primary Evacuation On-Site Assembly Point:
At gates next to Office.

Evacuate to the gates next to the Office. closing all doors and windows.

Check that all areas have been cleared and notify the Chief Warden.

Check that all children, educators, staff, visitors and contractors are accounted for.
Seek advice from your President or Director if required.

Contact parents as required or as per service policy.

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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11.2. Building Fire/Bushfire

e Call 000 for emergency services and seek and follow advice.
¢ Report the emergency immediately to the Chief Warden who will convene your
Incident Management Team if necessary.
e Determine appropriate response strategy (evacuate or shelter-in-place) in
consultation with emergency services, if possible.
e |If evacuation is required and time permits before you leave:
o Make sure you close all doors and windows
o Turn off power.
o Take the child attendance list, staff & visitor sign in books, your emergency
trolley or First Aid Kit, emergency phone + charger, child enrolment forms and
a copy of this Emergency Management Plan.
o Check that all children, educators, staff, visitors and contractors are
accounted for.
o Listento TV or local radio on battery-powered sets for bushfire/weather
warnings and advice.
o Ensure staff and children do not hinder emergency services or put
themselves at risk by going near damaged buildings or trees.
o Select an assembly point that allows for direct access to the beach in the
event of a local fire near/in LFK buildings.
e Seek advice from your President or Director if required.
e Contact parents as required or as per service policy.

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx

More information about managing bushfire risks in education and care services is available in
the fact sheet Managing bushfire risks in centre-based services available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets.aspx

Lady Forster Kindergarten Page 22 of 72 Emergency Management Plan



11.3. Air Quality — Air pollution/smoke from bushfire

Air Quality during a smoke event is variable, and the measurements at your nearest
monitoring site may not accurately reflect conditions at your location.

Use your best judgement, if you can see or smell smoke, limit or prevent outdoor
activities including planned excursions (beach walk etc). For any children or staff with
known health issues, enact Medical Action Plans e.g an Asthma Plan.

Check air quality daily and record at entrance to kindergarten.
Use the Air Quality monitoring records at https://www.epa.vic.gov.au/EPAAirWatch
Use the Outdoor Activity Guidance in the table below to amend activities accordingly.

EPA AirWatch uses five categories to describe the overall air quality at each of our
monitoring sites across Victoria. Below is EPA VIC’s general health advice for each
category including steps to take to protect children and adults from the short-term effects
of air pollution.

Air quality categories and general health advice

Good

It's a good day to be outside.

Moderate

The air quality is okay, but it could change soon.

It's okay to be outside but watch for changes in air quality around you.

Poor
The air is probably dusty or smoky. Sensitive groups may experience symptoms like
coughing or shortness of breath.
e If you are sensitive to air pollution, spend less time outside in the smoke or dust
and follow your treatment plan. Reduce prolonged or heavy physical activity.
e If you are coughing or short of breath, avoid being outside in the smoke or dust.
e Close your windows and doors to keep smoke and dust out of your home.
e If you are worried about your symptoms, see your doctor or call Nurse On
Call on 1300 606 024.
o Seek urgent medical help if anyone has trouble breathing or tightness in the
chest. Call 000 for an ambulance.

Very poor
The air is probably very dusty or smoky. Everyone could be experiencing symptoms like
coughing or shortness of breath.
o Listen to your local emergency radio station or visit Emergency Vic for advice.
e Avoid being outside in the smoke or dust. Reduce prolonged or heavy physical
activity.
e If you are sensitive to air pollution, follow your treatment plan. Avoid physical
activity outdoors.
e Close your windows and doors to keep smoke and dust out of your home.
e If you think the air in your home is uncomfortable, consider going to an air-
conditioned building like a library or shopping centre for a break if it's safe to do
SO.
e If you are worried about your symptoms, see your doctor or call Nurse On
Call on 1300 606 024.
o Seek urgent medical help if anyone has trouble breathing or tightness in the
chest. Call 000 for an ambulance.

Hazardous
The air is probably extremely dusty or smoky. Everyone could be experiencing symptoms
like coughing or shortness of breath.
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o Listen to your local emergency radio station or visit Emergency Vic for advice

e Stay indoors away from smoke and dust.

o If you are sensitive to air pollution, follow your treatment plan. If you can,
remain indoors and keep physical activity levels as low as possible.

e Close your windows and doors to keep smoke and dust out of your home.

e If you think the air in your home is uncomfortable, consider going to an air-
conditioned building like a library or shopping centre for a break if it's safe to do
So.

e If you are worried about your symptoms, see your doctor or call Nurse On
Call on 1300 606 024.

o Seek urgent medical help if anyone has trouble breathing or tightness in the
chest. Call 000 for an ambulance.

Air quality
category

Outdoor activity guidance

Good It's a good time to be outside.

It's okay to be outside but watch for changes in air quality around you.

Shorter and less strenuous activities, such as recess, are okay to hold outside.
Longer activities such as physical education or sports training should be avoided outdoors.
Watch for symptoms* and take action as needed.

Anyone with asthma should follow their asthma action plans and keep their quick-relief
medicine handy.

Anyone with concerns about their health should seek medical advice or call
NURSE-ON-CALL on 1300 60 60 24.

Move all activities indoors or reschedule them to another day.
Avoid being outdoors.

Excessive smoke levels can not only aggravate existing lung conditions, but may also
irntate eyes, coughing or wheezing.

Anyone with asthma should follow their asthma action plans and keep their quick-relief
medicine handy.

Anyone with concerns about their health should seek medical advice or call
NURSE-ON-CALL on 1300 60 60 24.

Reschedule all physical activities to another day.
Avoid being outdoors.

Excessive smoke levels can not only aggravate existing lung conditions, but may also

Hazardous iritate eyes, coughing or wheezing.

Anyone with asthma should follow their asthma action plans and keep their quick-relief
medicine handy.

Anyone with concerns about their health should seek medical advice or call
NURSE-ON-CALL on 1300 60 60 24.

Managing air pollution on site

At times when air quality is ‘Very Poor’ or ‘Hazardous’, check air quality more frequently
through the day.

The reverse cycle air conditioning systems in both kindergarten rooms recycle internal

air in the rooms. They do not draw air from the outside of the room so are safe to run at
times where of poor outside air quality.
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When air quality is ‘Very Poor’ or ‘Hazardous’, move all activities indoors and close all
doors/windows. If temperature control is needed in rooms, run reverse cycle air
conditioners.

When smoky conditions of air pollution has cleared, or if there is a break in these
conditions, open windows and doors to air out rooms.

Air pollution can make asthma symptoms worse and trigger attacks. Symptoms of
asthma include coughing, wheezing, difficulty breathing, and chest tightness. Even
children and adults who do not have asthma could experience these symptoms.

If symptoms occur, the child or adult might need to take a break, do a less intense
activity, stop all activity, go indoors, or use quick-relief medicine as prescribed. If
symptoms don’t improve, get medical help.

Self-assessing air quality during smoky conditions

A good way to estimate smoke levels and whether they may affect your health is to look
at landmarks. They become harder to see when there’s smoke in the air.

1. When there is no fire or smoke in the area, estimate the distance from you to various
landmarks that you can see from your service or school. Keep a record of these.

2. When there is smoke in the area, use the estimated distances to the landmarks, along
with the table below, to help identify the air quality category. For example, if you can’t
clearly see a building more than 5-10km away, the air quality could be poor.

3. Take any precautions, using the ‘Outdoor Activity Table’ above as a guide.

Air quality category  Visibility

More than 20 km
[10-20 km
I | 5-10 km
'Vory poor ' 1.5-5 km
Hazardous 0.5-1.5 km

Decision to relocate or close kindergarten

Any decision or advice to relocate or close early childhood services will be made by the
Department of Education and Training in consultation with the Chief Health Officer, State
Response Controller and other emergency agencies to ensure alignment with cautionary
health advice/action across the community.
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11.4. Water Quality — local Elwood Beach

Check beach water quality using ‘in season’ reports from the Environment Protection
Agency Victoria (EPA) website here:
https://www.epa.vic.gov.au/for-community/summer-water-quality/water-quality-across-
victoria

Beach Report keeps LFK informed of the recreational water quality at beaches around
Port Phillip Bay through daily forecasts in summer. The forecasts mean LFK can make
informed decisions about when to restrict children paddling in the water during beach
walks at times of poor local water quality at Elwood Beach.

This report is checked before each beach excursion during the summer season.

Hazards and emergency conditions are detailed more fully in the risk management
documents for the LFK Beach Curriculum.
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11.5. Major external emissions/spill (includes gas leaks)

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

Report the emergency immediately to the Chief Warden who will convene your
Incident Management Team if necessary.

e Determine which of your facility’s pre-identified on-site evacuation points is most
appropriate to use.

e Take the child attendance list, staff & visitor sign in books, your emergency trolley or
First Aid Kit, emergency phone + charger, child enrolment forms and a copy of this
Emergency Management Plan.

o If safe to do so, evacuate educators, staff, children, visitors and contractors to the

Primary Evacuation On-Site Assembly Point:
At gates next to Office.

Evacuation may be to an off-site location.

Check children, educators, staff, visitors and contractors are accounted for.

Seek advice from the LFK President or Director if required.

Await ‘all clear’ advice from emergency services or further advice before resuming
normal service activities.

e Contact parents as required or as per service policy.

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqgffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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11.6.

Intruder

Call 000 for emergency services and seek and follow advice.

Report the emergency immediately to the Chief Warden.

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, lock-down or shelter-in-place is required in
consultation with police where possible. Evacuation only should be considered if safe
to do so.

If safe to do so, gather the child attendance list, staff & visitor sign in books, your
emergency trolley or First Aid Kit, emergency phone + charger, child enrolment forms
and a copy of this Emergency Management Plan.

Seek advice from the LFK President or Director if required.

Contact parents as required.

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact sheet
Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets
.aspx

o Children’s services operating under the Children’s Services Act refer to the
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes

.aspx
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11.7. Bomb/substance threat

If a suspicious object is found or the threat identifies the location of a bomb

Immediate response
¢ Immediately clear and cordon off the area in the vicinity of the object.
e Call 000 for police and seek and follow advice.
¢ Report the threat to the Chief Warden.
e Do not approach, touch, tilt or tamper with the object.

Evacuation
e Evacuate the facility and:
o Ensure children, educators and staff are not directed past the object
o Alert any other services co-located at the facility site
o Check that all children, educators, staff and visitors are accounted for
o Restrict all access to the site and ensure there are no barriers inhibiting
access by police or emergency services

Communication

e Provide police with details of the situation and actions you have taken and intend
to take. Follow any advice provided by police.

¢ Contact parents when evacuation is complete and it is safe to do so.

¢ Notify your approved provider/licensee or licensee representative and seek
advice if necessary.

¢ Await 'all clear' advice from police before returning to buildings to resume normal
activities.

e Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
the relevant regulatory requirements. This can be submitted on-line via the
NQAIT portal. Service agreements also require approved providers or licensees
to notify DET in the event of a serious incident.

o Education and care services operating under the NQF, refer to the
fact sheet Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/n
gffactsheets.aspx

o Services operating under the Children’s Services Act 1996 refer to
practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/reqgulation/Pages/vc
spracnotes.aspx
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If a bomb/substance threat is received by telephone

e DO NOT HANG UP

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

e Without alerting the caller, signal a co-worker to:

o call 000 for emergency services on a separate phone
o notify the Chief Warden.

o Fill out the bomb threat checklist provided on the next page to record the following
details while you are on the phone to the caller. The checklist should be located with
staff who normally answer in-coming phone calls. Listen carefully for a full
description and take note of:

o gender of caller

age of caller

accents or speech impediments

background noises

words/voices of people in the background (gender, age, accents,

speech impediments)

key phrases used

o whether the threat is automated/robotic/taped/recorded

o
o
o
o

o

o Ask the caller:
o where exactly is the bomb/substance located?
o what time will the bomb explode/the substance be released?
o what will make the bomb explode/how will the substance be
released?
what does the bomb look like?
what kind of device/substance is it?
who put the bomb/substance there? Why was it put there?
what kind of substance is it (gas, powder, liquid)? How much is there?
where are you? Where do you live?
what is your name? What are your contact details?

O O O O O O

o Once the call is finished:
o Immediately:
o inform the Chief Warden if this has not yet been done
o call 000 to report the threat to police if this has not yet
been done — use a different telephone line or mobile
phone
o clear and cordon off the area if the caller identified the
location of the object. Do not approach, touch, tilt or
tamper with the object.
o Implement evacuation and communication procedures as
indicated in section 11.5.1 above
o Ensure all of the caller information has been written down and
provided to police on arrival
o Notify the LFK President or Director.
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If a bomb/substance threat is received by mail

Place the letter in a clear bag or sleeve and store in a secure place

Avoid any further handling of the letter or envelope

Call 000 for police and seek and follow advice

Notify the Chief Warden

If the letter identifies the location of a device, immediately clear and cordon off the
nominated area. Do not approach, touch, tilt or tamper with the object.

¢ Implement evacuation and communication procedures as indicated in the
Evacuation section above.

If a bomb/substance threat is received electronically via email or website

o DO NOT DELETE THE MESSAGE
o Call 000 for police and seek and follow advice
o Notify the Chief Warden
o If the email identifies the location of a device, immediately clear and cordon off
the area. Do not approach, touch, tilt or tamper with the object.
o Implement evacuation and communication procedures as indicated in the
Evacuation section above.

If you are at the immediate site of an explosion

¢ Direct educators and staff to shelter children under sturdy tables or desks if
objects are falling around you.

¢ Implement evacuation and communication procedures as indicated in the
Evacuation section above. Do not retrieve personal belongings or make phone
calls when evacuating.

¢ Help others to leave the area. Use stairs instead of elevators.

o Be aware of weakened floors and stairways and watch for falling debris.
Once out of the affected building:

o Move children away from windows and glass doors or other potentially

hazardous areas

Use caution to avoid debris that could be hot or sharp

Call 000 for emergency services and seek and follow advice

Be aware of any potential secondary explosions

Limit use of phones as communications systems may become congested.

o O O O
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TELEPHONE BOMB THREAT CHECKLIST
STAY CALM

Date call received: /| Time of call: Time call ended:

EXACT WORDING OF THREAT

DON’T HANG UP
KEEP THE CALLER TALKING
ASK THE CALLER:

When is the bomb going to explode?

DON’T HANG UP
(the call may be traceable if the phone line is kept open, even if the caller hangs up!)

CALL DETAILS (where possible to obtain)
Did you recognise the caller? ............

If so, who do you think itwas? ..........ccooiiiiiies
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Was the call: [LJRobotic/Automated LlIn-Person
LIPre-Recorded

Estimated age of caller? ..................

Did the caller seem familiar with the site? ...,

Characteristics of the call:
VOICE SPEEECH MANNER BACKGROUND

NOISES

L1 Man L] Fast L] Hesitant L1 Music
[0 Woman 1 Slow (1 Calm (] Talk/voices
01 Child L] Well spoken L1 Angry L] Typing
] Muffled [J Impeded [J Emotional (] Children
L1 Unknown 0] Stutter U] Loud O] Traffic/street
Accent: [J Nasal ] Soft [J Machinery
TELEPHONE L] Uneducated L] Pleasant O Aircraft
L] Mobile L] Lisp [J Raspy [ Trains
L] Landline L] Incoherent L] Intoxicated L] Railway crossing
] Overseas O Slurred: L] Irrational ] Construction
L1 Unknown O] Other: O] Other: O] Other:

Phone number call receivedon: ..............c.......

Who did you report the threatening call to? .....................

Date: /

/

Time: ..ooeii.

YOURNAME: ...
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11.8.

Internal emission/spill

Call 000 for emergency services and seek and follow advice.

Report the emergency immediately to the Chief Warden who will convene your
Incident Management Team if necessary.

Move educators, staff and children away from the spill to a safe area and isolate
the affected area.

Seek advice in regard to clean up requirements, and if safe to do so, the spill can
be cleaned up by educators/staff. Personal Protective Equipment should be worn
as per the requirements of the Material Safety Data Sheet and Safety Work
Procedure (located in MSDS folder in office for all chemicals on site)

Seek advice from your President or Director if required.

Contact parents as required or as per service policy.

Notify WorkSafe Victoria if required.

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact
sheet Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsh
eets.aspx

o Children’s services operating under the Children’s Services Act refer to
the practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracn

otes.aspx
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11.9.

Severe weather event

Call 000 if emergency services are needed and seek and follow advice.
Before the storm, store or secure loose items external to the building, such as
play equipment, furniture and rubbish bins.
Secure windows (close curtains & blinds) and external doors. If necessary, tape
windows and glass entrances. Utilise boards and sandbags if required.
During a severe storm:

o Remain in the building and keep away from windows

o Restrict the use of telephone landlines to emergency calls only,

particularly during a thunderstorm.

Report any matter concerning the safety and wellbeing of children, educators,
staff and visitors to the Chief Warden.
Disconnect electrical equipment — cover and/or move this equipment away from
windows.
Listen to local radio or TV on battery-powered sets for weather warnings and
advice.
Seek advice from LFK President or Director if required.

After the severe weather event

After storm passes, evaluate the need to evacuate if uncontrolled fires, gas
leaks, or structural damage has occurred as a result of the storm.
Contact parents as required.

Education and care services and children’s services are reminded that they must
report serious incidents to the relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted on-line via the NQA IT
portal. Service agreements also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact
sheet Serious incidents and complaints available at:
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/ngff
actsheets.aspx

o Children’s services operating under the Children’s Services Act refer to
the practice note Serious incidents available at:
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcs
pracnotes.aspx
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11.10. Earthquake

e Call 000 if emergency services are needed and seek and follow advice.
e Seek advice from LFK President or Director if required.

If outside
Instruct educators, staff and children to:
e Stay outside and move away from buildings, walls, large trees, streetlights and

utility wires.
e DROP, COVER and HOLD
e DROP to the ground
e Take COVER by covering your head and neck with their arms and hands
e HOLD on until the shaking stops.
If inside

Instruct educators, staff and children to:
¢ Move away from windows, heavy objects, shelves etc.
e DROP, COVER and HOLD
e DRORP to the ground.
e Take COVER by getting under a sturdy table or other piece of furniture or go
into the corner of the building covering their faces and head in their arms.
e HOLD on until the shaking stops.

After the earthquake

¢ Evaluate the need to evacuate if there are uncontrolled fires, gas leaks or
structural damage to the building you are in.

¢ [f you evacuate, watch out for fallen trees, power lines, and stay clear of any
structures that may collapse.
Arrange medical assistance where required.

e Report any matter concerning the safety and wellbeing of children, staff and
visitors to the Chief Warden.

¢ Contact parents as required.

e Tune in to ABC Radio if you can and follow any emergency instructions.

e Education and care services and children’s services are reminded that they
must report serious incidents to the relevant DET QARD Area Team in
accordance with relevant regulatory requirements. This can be submitted on-
line via the NQA IT portal. Service agreements also require approved providers
or licensees to notify DET in the event of a serious incident.

o Education and care services operating under the NQF refer to the fact
sheet Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsh
eets.aspx

o Children’s services operating under the Children’s Services Act refer to
the practice note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracn

otes.aspx
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11.11. Influenza and other pandemics

For comprehensive guidelines and information on emergency response procedures to an
influenza pandemic go to: Human Influenza Pandemic Incident Response Procedures

For specific information on Coronavirus COVID-19 management at LFK, refer to the LFK
COVID-19 document pack.

PREPAREDNESS STAGE The scale and nature of

preparedness activities is

Description - No novel strain detected (or emerging strain under initial detection) the same for all possible

Category Key Actions levels of clinical severity
Review e Review your Emergency Management Plan (EMP), Preparedness activities
Emergency including: should be incorporated into
Management o pandemic planning arrangements normal business.

Plan o up to date contact lists of staff, children, o _ .
families, local services — DHHS and Local This includes incorporating
Government Emergency Management a comprehensive risk
Coordinators management strategy that
o communication tree of key staff. takes an ‘all hazards’
i ] . . approach and includes
Influen;a e Promote basic hyglen.e measures mcluldln.g: . influenza pandemic as a
prevention o provide children and staff with information about specific hazard that needs
the importance of hand hygiene (more to be considered.

information is available at Better Health)
o provide convenient access to water and liquid | Regularly review, exercise

soap and alcohol-based hand sanitiser and updates plans.

o educate staff and children about covering their
cough with a tissue or their inner elbow to Communicate pandemic
prevent the spread of germs plans with staff.

o careful disposal of used tissues.

e Appropriate home-based exclusion from education and
care service or children’s service for children, educators
and staff with flu-like illness.

e Encourage staff to seek immunisation for seasonal
influenza.

Communicatio |e  Maintain personal hygiene messages with educators, staff
ns and children.

e Convey seasonal influenza messages as directed by DET.

Travel e Encourage educators, staff and parents/carers to access
advisories the smartraveller website prior to international travel.
Business e Ensure currency of business continuity plan which:
continuity o identifies minimum requirements and key

educators/staff for continued operations
(including planning for the absence of the
director)

o considers workforce strategies to enable
continued operations, if pandemic impacted a
portion of the education and care
services/children’s services workforce.
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RESPONSE STAGE — STANDBY

Description - Sustained community person-to-person transmission detected

overseas

Clinical severity

Category

Key Actions

Low

Med

High

Review
Emergency
Management
Plan

In April, (or at the time of the overseas detection, if
earlier):

o ensure EMP (including emergency numbers
and key contacts) are up to date and
pandemic planning arrangements are included

o ensure contact lists of staff, children, families,
local services — DHHS and Local Government
Emergency Management Coordinators are up
to date

o ensure communication tree of key staff is
circulated to all staff.

Apply

Apply

Apply

Incident
response

In April, (or at the time of the overseas detection if
earlier), prepare to enact pandemic response section of
your EMP with stakeholders and prepare to activate IMT.

Apply

Apply

Apply

Hygiene
measures

Reinforce basic hygiene measures including:

o provide children and staff with information
about the importance of hand hygiene (more
information is available at Better Health)

o provide convenient access to water and liquid
soap and alcohol-based hand sanitiser

o educate staff and children about covering their
cough with tissue or inner elbow to prevent the
spread of germs

o careful disposal of used tissues.

Ensure germicidal wipes are available in stationery
supplies for staff to clean staff administrative area,
telephones etc.

Apply

Recom
mend

Apply

Apply

Apply

Apply

Communicati
ons

In May, (or at the time of the overseas detection, if
earlier), ensure hygiene information/posters are
communicated/ displayed.
In late May, (or at the time of the overseas detection, if
earlier), consider providing information sessions for staff
and parents/carers to communicate:
o the status of the situation
o the risk of influenza and how to identify
pandemic influenza symptoms and cases of
possible influenza based on the current, up to
date case definition by the Chief Health
Officer, DHHS
o best practice hygiene measures
o considerations and measures for vulnerable
children.
Access and follow Chief Health Officer, DHHS/
Commonwealth Chief Medical Officer, Commonwealth
Department of Health advice provided by DET and
distribute consistent messaging to staff, children and
parents/carers.
Encourage staff and parents/carers to obtain seasonal flu
vaccination as appropriate (especially those
people/families at a greater risk of infection).

Apply

Apply

Apply

N/A

Apply
as
require
d

Apply
as

Apply

Apply

Apply

Apply

Apply

Apply
as
require
d

Apply

Apply

Apply

Apply

Apply

Apply
as
require
d
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School Nursing Program nurses may assist with
information dissemination (provided by the DHHS) as
directed by Regional Nurse Managers (based at regional
offices).

Utilise the sample letters developed by DET to inform
parents/carers of current situation.

require
d

Travel
advisories

Encourage staff and parents/carers to access the
smartraveller website prior to international travel.

Apply

Apply

Apply

Business
continuity

Ensure currency of business continuity plan which:

o identifies minimum requirements and key staff
for continued operations (including planning
for the absence of the director)

o considers workforce strategies to enable
continued operations, if pandemic impacted a
portion of the early childhood workforce.

Apply

Apply

Apply

RESPONSE STAGE - INITIAL ACTION

Description — Cases detected in Australia — information about the disease is

Clinical Severity

scarce
Category Key Actions Low Med High
Incident Enact your EMP where necessary. Apply | Apply | Apply
response Activate Incident Management Team to implement the
organisation’s response as appropriate to advice from Not Not Apply
DET. sugges | sugges
ted ted
Hygiene Reinforce basic hygiene measures including: Apply | Apply | Apply
measures o provide children and staff with information
about the importance of hand hygiene (more
information is available at Better Health)
o provide convenient access to water and liquid
soap and alcohol-based hand sanitiser
o educate staff and children about covering their
cough with tissue or inner elbow to prevent the
spread of germs
o careful disposal of used tissues.
Ensure germicidal wipes are available in stationary Apply | Apply | Apply
supplies for staff to clean staff administrative area,
telephones etc.
Communicati Follow and distribute information and advice from DET in | Apply | Apply | Apply
ons accordance with instructions, including information about:
o the status/situation
o personal hygiene measures
o containment measures including any plans for
closure if applicable to staff parents/carers using
templates developed by DET.
Communicate the risk of influenza and how to identify
cases of possible pandemic influenza based on current, Apply | Apply | Apply
up to date case definition by the Chief Health Officer,
DHHS.
School Nursing Program nurses may assist with Apply Apply Apply
information dissemination as directed by Regional Nurse as
Managers (based at regional offices). gre;:ess
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Containment
strategies

The appropriate containment strategy will vary depending
upon the level of clinical severity as determined by the
DHHS.
Management of service workforce
o encourage staff who develop flu-like
symptoms during a pandemic to stay away
from work until completely well
o ensure staff who develop influenza-like iliness
to leave immediately and seek medical
attention.
Follow the advice of the DHHS and DET regarding
service closures and exclusion periods for infectious
diseases.
Identify a designated area to keep sick children
quarantined from others until they can be taken home by
parents/carers.
Following any service closures, notify the relevant DET
QARD officer in your region, as outlined in the
Governance and Reporting sections below.
Inform carers of their obligations regarding early
childhood development during closures.
School Nursing Program nurses may be asked to assist
the DHHS with the distribution of antiviral medication at
the direction of the Regional Nurse Manager (based in
regions).

Not
sugges
ted

Apply

Apply
Apply

Apply

Apply

Apply

Apply

Apply

Apply
Apply

Apply

Apply

Apply

Apply

Apply

Apply
Apply

Apply

Apply

Apply

Travel
advisories

Encourage staff and parents/carers to access the
smartraveller website prior to international travel.

Apply

Apply

Apply

Governance
and reporting
obligations

Education and care services and children’s services are
reminded that they must report serious incidents to the
relevant DET QARD Area Team in accordance with
relevant regulatory requirements. Service agreements
also require approved providers or licensees to notify
DET in the event of a serious incident.

o Education and care services operating under

the NQF refer to the fact sheet Serious

incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation

/Pages/naffactsheets.aspx
o Children’s services operating under the
Children’s Services Act refer to the practice

note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation

[Pages/vcspracnotes.aspx
You will be advised of any additional reporting
requirements by DET and/or the DHHS.

Apply

Apply

Apply

Apply

Apply

Apply

Lady Forster Kindergarten Page 40 of 72

Emergency Management Plan




Business
continuity

Implement business continuity plan to promote adequate | Apply | Apply
workforce supply and capacity to continue service, by:

o prioritising work functions to ensure adequate
workforce availability to deliver education and
care service/children’s service

o implementing contingency strategy, which may
include employing replacement educators/staff
and/or modifying programs

In the event that service closure cannot be avoided: Apply Apply

o contact your DET QARD Area Team regarding
service closure policy.

o following any closures, notify the relevant DET
QARD Area Team as outlined in the
Governance and Reporting sections above.

Inform staff of their obligations during service closures. Apply Apply

Apply

Apply

Apply
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RESPONSE STAGE — TARGETTED ACTION

Description — Cases detected in Australia - enough is known about the disease
to tailor measures to specific needs

Clinical Severity

Category Key Actions

Low Med

High

Incident e Enact your EMP.

response e Activate IMT to implement the organisation’s response as
appropriate to advice from DET.

e School Nursing Program nurses may be asked to assist
the DHHS with the distribution of antiviral medication at
the direction of the Regional Nurse Manager (based in
regions).

Apply | Apply
Apply | Apply

Seek Seek
advice | advice

Apply
Apply

Seek
advice

Hygiene e Reinforce basic hygiene measures including:
measures o provide children, educators and staff with
information about the importance of hand
hygiene (more information is available at
Better Health)
o provide convenient access to water and liquid
soap and/or alcohol-based hand sanitiser
o educate children, educators and staff about
covering their cough to prevent the spread of
germs
o careful disposal of used tissues.
e Ensure germicidal wipes are available in stationary
supplies for educators and staff to clean staff
administrative area, telephones etc.

Apply | Apply

Apply | Apply

Apply

Apply

Communicati | e Follow and distribute information and advice from DET in
ons accordance with instructions, including information about:
o the status/situation
o personal hygiene measures
o containment measures including any plans for
closure if applicable to staff parents/carers
using templates developed by DET.

e Communicate the risk of influenza and how to identify
cases of possible pandemic influenza based on current,
up to date case definition by the Chief Health Officer,
DHHS.

e School Nursing Program nurses may assist with
information dissemination as directed by Regional Nurse
Managers (based at regional offices).

Apply | Apply

Apply | Apply

Apply | Apply

Apply

Apply

Apply

Containment | ¢ The appropriate containment strategy will vary depending
strategies upon the level of clinical severity as determined by the
DHHS. In particular, the:
o need to restrict public access to the premises,
and the need for social distancing measures
(e.g. cancelling kindergarten fetes or like
events) will be communicated to services by
DET, if the clinical severity requires this
o state controller will provide advice about the
appropriate use of PPE according to clinical
severity.
e Management of service workforce by:
o encouraging educators/staff who develop flu-
like symptoms during a pandemic to stay away
from work until completely well

Apply | Apply

Apply | Apply

Apply | Apply

Apply | Apply

Apply

Apply

Apply

Apply
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o ensuring educators/staff who develop
influenza-like iliness to leave immediately and
seek medical attention.

Follow the advice of the DHHS and DET regarding
service closures and exclusion periods for infectious
diseases.

Identify a designated area to keep sick children
quarantined from others until they can be taken home by
parents/carers.

Following any service closures, notify the relevant DET
QARD Area Team, as outlined in the Governance and
Reporting sections below.

School Nursing Program nurses may be asked to assist
the DHHS with the distribution of antiviral medication at
the direction of the Regional Nurse Manager (based in
regions).

Apply

As
require
d

Apply

As
require
d

Apply

As
require
d

Travel
advisories

Encourage educators, staff and parents/carers to access
the smartraveller website prior to international travel.

Apply

Apply

Apply

Governance
and reporting
obligations

Notify the relevant DET QARD Area Team about any
service closures or any serious incidents and
circumstances that pose risk to the health, safety or
wellbeing of a child attending the service.

O services operating under the NQF, refer to the fact sheet
regarding serious incidents and complaints

O services operating under the Children’s Services Act
1996 refer to practice note regarding serious incidents.
You will be advised of any additional reporting
requirements by DET and/or the DHHS.

Apply

Apply

Apply

Apply

Apply

Apply

Business
continuity

Implement business continuity plan to promote adequate
workforce supply and capacity to continue service, by:

o prioritising work functions to ensure adequate
workforce availability to deliver early childhood
service

o implementing contingency strategy, which may
include employing replacement staff and/or
modifying programs

Education and care services and children’s services are
reminded that they must report serious incidents to the
relevant DET QARD Area Team in accordance with
relevant regulatory requirements. This can be submitted
on-line via the NQA IT portal. Service agreements also
require approved providers or licensees to notify DET in
the event of a serious incident.

o Education and care services operating under
the NQF refer to the fact sheet Serious

incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/
Pages/ngffactsheets.aspx

o Children’s services operating under the
Children’s Services Act refer to the practice
note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/
Paqes/vcspracnotes.aspx

Inform staff of their early childhood development
obligations during service closures.

Apply

Apply

Apply

Apply

Apply

Apply

Apply

Apply

Apply
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RESPONSE STAGE — STAND DOWN

Description — The public health threat can be managed within normal
arrangements and monitoring for change is in place

Clinical Severity

Category Key Actions Low Med High
Containment e Be aware that multiple waves of the virus may occur. Apply  |Apply | Apply
strategies e Replenish PPE (if required).

N/A As As
required |required
Business e Implement business continuity plans for resumption of full | N/A Apply | Apply
continuity business capacity which may involve:
o restoring workforce capacity
o following procedures for re-opening of service
(if applicable)
o providing supports, including counselling (if
required)
o monitoring cumulative effects of pandemic N/A Apply  |Apply
and identifying and supporting those who may
need assistance. Apply  |Apply | Apply
e Chief Warden to de-activate Incident Management Team
and conduct final debrief(s).
e Utilise the sample letters developed by DET to Apply | Apply Apply
communicate status of situation to staff and
parents/carers, including supports that may be available.
e Review effectiveness of your EMP and update as
appropriate — involving relevant staff and others,
particularly as multiple waves of the virus may occur.
Communications|e  Communicate the updated status to educators, staff and |Apply  |Apply  |Apply
parents/carers including supports that may be available
Travel e Continue to encourage educators, staff and Apply  |Apply | Apply

parents/carers to access the smartraveller website prior to
international travel.
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12. Area map — Lady Forster Kindergarten

Il at rear of ’ ‘

Hi
; Kilnderganen
Distance to Primary off-site assembly point:
Approx. time to reach Primary off-site assembly | 2 mins
point:
Distance to Secondary off-site assembly point:
Approx. time to reach Secondary off-site 3 mins
assembly point:
Legend
Primary off-site assembly point *
Route to Primary off-site assembly point p—
Secondary off-site assembly point *
Route to Secondary off-site assembly point o
Emergency services access point
—
| Date Area Map Validated: | 2 October 2017 |
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13.

Evacuation diagram

EVACUATION DIAGRAM
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Date Evacuation Diagram Validated: | 2 October 2017
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Evacuation Procedure

Instructions for staff:

Close windows, switch off power, lights etc if safe to
do so

Direct children to leave activites and to walk briskly in
a calm, orderly manner to the instructed assembly
area (refer also to emergency map located in
classroom)

Do not allow any children to leave the class group
during an evacuation/lockdown situation

Collect emergency backpacks, sign in sheets
(children, staff, visitors) and emergency kit

Once at the assembly area, check all children and
staff are accounted for and follow instruction of the
Chief Warden

Focus on safety and well-being of staff and children

REMEMBER!!

YOU ARE IN CHARGE

CHILDREN FOLLOW YOUR INSTRUCTIONS

In Case of Fire

A

[l

'™y

000

~alle

E
@

Remove persons fromimmediatedanger.

Alert nearby personnel and the Chief Warden, call 000.

Confine fire and smoke. Closewindows and doors (if safe).
Keep low, underthe smoke.

Extinguish or control the fire (if safe to do so).
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14. Assembly Areas and Evacuation Points

Primary Evacuation
On-Site Assembly Point

Driveway gates next to Office

Secondary Evacuation
On-Site Assembly Point
+

“Shelter-in-place” location

Inside the larger Kindergarten
Room near rear doors

Primary Evacuation
Off-Site Assembly Point

Hill in reserve accessed
through gates next to Office

Secondary Evacuation
Off-Site Assembly Point

Elwood
Surf Life Saving Club
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15. Parent / family contact information

Note: To ensure adherence to the provisions of the Information Privacy Act 2000, please
remove this section before distributing copies of your EMP to organisations or individuals
outside your workplace.

A hard copy of the list of
enrolled children is kept
in a section of each EMP
folder on site.

This list is updated Tammy Rip Mobile:
quarterly. 0466 842 712
A copy of the list is
emailed to the President
who can access this list
off site.

tammyrip@outlook.com
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16. Children, educators and staff with additional needs

Note: To ensure adherence to the provisions of the Information Privacy Act 2000, please remove child, educator and staff identifying details from this
section before distributing copies of your EMP to organisations or individuals outside your workplace.

CHILDREN

> For details of children with medical conditions or additional needs, please refer to the section in the
Emergency Plan folder on site.

Staff

Additional Needs Summary

Additional Needs Category Number of Number of
Students Educators/Staff
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PART 2 - EMERGENCY PREPAREDNESS
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18. Early childhood service facility profile

Lady Forster Kindergarten is a small community-based kindergarten with a children’s service
population of 9 staff (8 x full-time and 1 x part-time) and 49 children.

At any point in time, there may be additional people on site including:

Family/carers of children

Members of Committee of Management
Volunteers and placement/student staff
Relief/casual staff

Disability/specialist support staff
Maintenance workers/contractors/inspectors
Visitors

The Kindergarten is located on Elwood Foreshore at the rear of the Wellness Clinic/Cafe that
fronts on to the main beach carpark. (Access to the Kindergarten is via a pedestrian gate at the
right of this building)

The Kindergarten boundaries are:

Northern Boundary: Main road — Ormond Esplanade and Elwood community.
Southern Boundary: Small beach/bush internal access road to beachfront
properties including Elwood Sailing Club, Rowing club etc

Eastern Boundary: Elwood PlaySpace and beyond to carpark and foreshore
recreational parks extending through to Brighton

Western Boundary: Native bushland/foreshore extending to St Kilda

Facility resources include:

52

Main building comprising:

» Large Kindergarten Room
Small Kindergarten Room
Kitchen
Office + rear store room
Store Room
Disabled/adult toilet
Shed at rear of storage room
Shed in grounds



16.1 General Information

Early Childhood Service Name

Lady Forster Kindergarten

Physical Address

63B Ormond Esplanade, Elwood VIC 3184

(Located adjacent to Elwood Play Space on Elwood Beach)
Front entrance — pedestrian gate at left from Elwood Beach
carpark

Rear entrance via driveway

Operating Days

Monday to Friday inclusive

Operating Hours

7:30 am to 6:00 pm

Phone 03 9531 6812
Email info@Ifk.org.au
Website www.Ifk.org.au

Number of buildings

One building enclosing 2 x kindergarten rooms, 2 x store
rooms, adult/disabled toilet, children’s toilets and office.

Is the facility a designated
Neighbourhood Safer Place?

No

Shelter-In-Place Location

Rear of smaller Kindergarten Room, adjacent to Kitchen

Number of Children (or approved
places)

49

Total Number of Educators/Staff

9

Methods used for
communications to our service’s
community

Landline telephone, mobile phone and email

16.3 Building information summary

Telephones (Landlines)

Location

Number

The kindergarten has a single landline phone number and

5 x handsets (office, kitchen and 2 x kindergarten rooms)

Some staff may also have their personal mobile phones on them —
list of contact numbers at front of EMP.

03 9531 6812

Alarms Location Monitoring Location of Shut-off Instructions
Company
Fire: At fire panel on **The fire alarm is | Fire Panel instructions are
outside wall of not monitored — in | located at the fire panel and
veranda a fire event ring included in appendices of this
000 to summon the | EMP.
brigade**

Intrusion: Security system is Nationwide Security | Contact security contractors to
set to operate Services (managed | facilitate shut-off of alarm.
whenever site is by City of Port
unoccupied. Phillip)
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Utilities

Location

Service provider

Location of Shut-off Instructions

Gas / Propane:

No gas services to
LFK buildings

At boundary of property with main
road inside timber box (furthest

United Energy

Water: City West Water L
point in yard away from the
buildings near main road)
Switchboard located on wall at
Electricity: left of main pedestrian gate entry

at street/main carpark.

54




19.

Risk assessment

This table lists the identified hazards and threats to our early childhood service, assessment of the risks associated with those hazards and how we
reduce their impact.
*Please note that under regulation 168(2)(e) of the National Regulations, services operating under the NQF must have emergency procedures that
are based on a risk assessment that is conducted to identify potential emergencies that are relevant to the service.

5. Treatments to be Implemented | 6. Revised Risk Rating
4. Risk Rating Measures to be taken by our After implementing
1.identified |, ol e 3. Current Risk Control service to eliminate or reduce Treatments
Hazard or | -eScription of RIS Measures Implemented at impact of the risk
Threat our Service .
Consequence Likelihood E:VI;' Consequence Likelihood Risk Level
BUILDING Probable Cause: Regular essential services testing by Moderate Likely 1. Practice scenario-specific Moderate Likely
FIRE/BUSH 1. Fire spreading from commercial City of Port Phillip contractors to evacuations focussed on fires in
FIRE kitchen in adjacent Wellness ensure fire protection services fully kitchen locations.
Centre/Cafe or from LFK kitchen. | operational (fire alarm panel,
2.  Fire spreading from large area of | fire/smoke detectors, fire 2. Monitor plant/bush growth in
natural coastal bush outside extinguishers, exit/emergency lighting paths of travel to major
boundaries of LFK. and fire blankets. evacuation point on hill at rear of
kindergarten. Contact CoPP to
Probable Consequences: Conduct scenario drills. trim trees/shrubs during high
Serious injury from burns/smoke summer if overgrown.
inhalation and severe stress requiring | Ensure staff are aware at all times
extensive clinical support for multiple how to operate the fire panel break
individuals. glass alarm and conduct regular
Risk of fatality or permanent disability. | refresher training.
Probable Cause: Monitor weather events for forecast Severe Rare Liaise with SES/CoPP to identify Major Rare
SEVERE There is a risk of injury due to a severe weather warnings. m potential hazards.
WEATHER severe weather event causing: Ensure regular and ongoing
EVENT - Flying debris maintenance program of grounds and Develop contingency for storage of
- Flooding buildings. equipment/materials if necessary.
- Falling objects Review lockdown procedures.
- Falling trees Ensure CoPP regularly clear Relocation of electrical items and IT

Probable Consequence:

Injury requiring medical attention or
hospitalisation or stress event
requiring extensive clinical support for
multiple individuals.

roofs/gutters/drains.

Check battery levels in emergency
phone, torches and radio.

Secure any items outdoors that are
unsafe in high winds or bring indoors.
Relocate children inside rooms, away
from windows in high winds.

Test communications.

equipment.

Limbs of eucalyptus and large trees
checked for weight and structural
integrity.
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Ensure a business continuity plan is in
place, in relation to staff availability in
the event of a severe weather event.
Ensure a Communications Plan is in
place for families if closure of
Kindergarten required due to a severe
weather event.

Review any change if flood plan
information available from CoPP and
update Appendix 6 of this EMP.

Probable Cause: Ensure staff are aware of the Bomb Moderate Rare Moderate Rare
BOMB THREAT | A bomb threat direct to LFK or an Threat Checklist in EMP.
adjacent organisation. Ensure all phones have a Bomb
Threat Checklist and pen/pencil next
Probable Consequences: to them.
Stress event requiring extensive Schedule and practice off site
clinical support for multiple emergency drills on a regular basis.
individuals. In the event of a bomb threat,
implement and follow response
procedure in EMP.
Follow chemical management Major Rare All educators with first aid training are Moderate Rare
CHEMICALS procedures. made aware of MSDS sheets in folder
Probable causes: Ensure children do not have any in Office and first aid procedures listed
Unauthorised access to chemicals access to rear store room behind in sheet for each chemical.
used by cleaning staff. office where cleaning chemicals are
located.
Probable consequences: Ensure supply cupboard outside adult
Poisoning requiring hospitalisation toilet is kept locked at all times to
and significant health effects. prevent access by children.
Stress event requiring extensive Obtain Material Safety Data Sheets
clinical support for multiple (MSDS) for all Dangerous Goods and
individuals. Hazardous Substances onsite from
the manufacturer/supplier or
Chemwatch.
Major Possible | High e The kindergarten will provide M
INTRUDER Probable Cause: e Visitors are identified at gate training for staff in managing o
Unknown/known person entering the entry while gate is closed and aggressive people/diffusing tense d
facility and demonstrating threatening only admitted to site when situations. e
behaviour due to: identified by staff. o Staff will share information on a r
¢ Police operation/siege, pursuit e Visitors must sign in using the ‘need to know’ basis concerning a
of an offender Visitor Register and provide ID if parent issues. t
e

¢ Drug affected or mentally
unstable person

e Armed intruder

o Custodial/Parent dispute

Probable Consequences:

a current Working With Children
check is not available.

e Visitors are required to wear and
display visitor pass/badge.

e Parents must make an
appointment to meet with
teachers/director for specific

e The kindergarten will develop a
process and pre-determined
actions to discretely alert others of
an intruder.

e For parent meetings where staff
feel a need for support:

o two staff will attend
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Physical and/or psychological harm
to staff and/or children

matters that are not addressed at
pick up/drop off times..
Lockdown/lockout/ evacuation
procedures are regularly
practiced.

Values of mutual respect and
acceptable parent behaviour
policy are communicated and
regularly reinforced e.g. at parent
forums and in newsletters.
Engagement of parents in
kindergarten activities is
encouraged..

In relation to court orders /
custody papers:

o the kindergarten maintains a
current documents with
enrolment forms and all staff
are briefed on the nature of
these documents.

o staff will use a signal to obtain
support from another staff
member if required

o an appropriate room for
meeting will be selected e.g.
one with two exit points.

Procedures for responding to an
intruder are readily accessible to
staff.

If there is an escalation of Intruder
incidents, the school will consider:

o issuing yard duty staff with two-
way radios linked to an office
base station

o installing panic/distress button
in reception, principal office
and/or meeting room

o liaising with local police to
arrange a prompt response to
any call for assistance

o seeking advice from the
auspice body and police, and
in exceptional circumstances,
on engaging a security guard
as required

installing CCTV.
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20. Emergency kit checklist

Our Emergency Kit Contains:

Children’s data and parent contact information (contained in EMP)

Children, education and staff with additional needs list (contained in EMP) including
any children’s medications

Enrolment records including authorisations and parent contact details
(Held in enrolment folders in office and collected during evacuation)

Education/staff contact information (contained in this Emergency Plan)

Traffic/lemergency safety vest and tabards

Facility keys (worn by staff on lanyards)

Standard portable First Aid Kit. Refer to First Aid Kits Contents Checklist
(Collected from rooms during evacuation)

A charged mobile phone and charger/s (batteries checked and charged)

Torch with replacement batteries or wind up torch (batteries checked and charged)

Whistle

Portable battery powered radio (batteries checked and charged)

Copy of facility site plan and EMP including evacuation routes
(Contained in this EMP)

Bottled water (use by date checked)

Portable non-perishable snacks such as sultanas, dried fruits and energy bars (use
by date checked)

Water

Sunscreen and spare sunhats

Plastic garbage bags and ties

Toiletry supplies

Other
Date Emergency Kit checked: October 2020
Next check date: January 2021
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21. Emergency Management Plan completion checklist

This EMP Completion Checklist has been developed for use as a ‘final check’ to assist you to
confirm that you have completed all the components of your EMP.

Please note that it is your responsibility to identify potential local hazards to your facility, assess
the risks these pose and develop measures to reduce or mitigate the risks to your early childhood

service community.

Final Check Completed by:

Date:

Component v' x| Action Required

Cover page

Approved Provider/Licensee name, service address,

EMP issue date, EMP review date, BARR status and fire v

district have been specified.

Distribution list

Distribution list has been completed. v

Contact numbers and Communications Tree

Appropriate key local community contact numbers have

been added for example Fire, Ambulance, Police, local v

government, nearest hospital.

Key contact numbers for internal staff have been added. | v

LFK President, LFK Director and DET regional contact v

numbers are included.

Communications Tree detailing process for contacting v

emergency services, staff and parents included.

Incident management team

An Incident Control structure has been identified, with

appropriate persons assigned and contact details v

provided.

Responsibilities are clearly defined and back up names v

included for each position on the IMT.

Evacuation, lockdown, lockout and shelter-in-place

procedures

Procedures that are specific to the early childhood

service’s processes have been completed for:
o Evacuation on-site v
¢ Evacuation off-site v
e Lockdown v
e Lockout v
e Shelter-in-place v

Emergency response procedures

Localised emergency response procedures have been

developed for specific emergencies in-line with the v

hazards/threat identified in the risk assessment.

Staff trained in first aid

Staff trained in first aid list has been updated.

N/A — All LFK educators are first aid
trained
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Area map

The area map is clear and easy to follow.

The area map has:
e two evacuation assembly areas on-site

e external evacuation routes

e surrounding streets and safe exit points marked

e emergency services access points marked

Evacuation diagram

The evacuation diagram is clear and easy to follow

The evacuation diagram has:
e a pictorial diagram of the floor or area (at
least 200mm x 150mm in size, A3)

e atitle, for example EVACUATION DIAGRAM

e the ‘YOU ARE HERE' location

o the designated exits, which shall be in green

e hose reels, marked in red

e hydrants, marked in red

e extinguishers, marked in red

o designated shelter-in-place location

e date plan was validated

e location of primary and secondary assembly
areas

e alegend.

AVERNEINE NANENANENE R NI N NN NN NEANEA

Parent contact information

Parent contact information has been obtained and is up
to date.

<

Children, educators and staff with additional needs list

Children, educators and staff with additional needs have
been identified and strategies put in place for these
persons where they require assistance in the event of an
emergency.

A list of adults/children with medical conditions is in each
Emergency Plan folder, in a separate section.

Site Profile

Profile has been populated and reflects the service’s
buildings, utilities etc.

Risk assessment

Potential local hazards have been identified.

Risks have been rated and risk assessments included.

Local mitigations/controls have been specified.

AVRNRN

Emergency drill schedule

Drills have been scheduled once per term (quarterly) for
different types of emergencies

Emergency kit checklist

Emergency Kit Checklist has been developed with early
childhood service’s requirements.
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22. Appendix 1: Useful links

e CFA fire districts: www.cfa.vic.gov.au/warnings-restrictions/find-your-fire-district/

e DET emergency management planning resources:
www.education.vic.gov.au/childhood/providers/support/Pages/emergency.aspx

e DET emergencies and natural disasters resources:
www.education.vic.gov.au/about/programs/health/Pages/emergencies.aspx

e Managing pandemics:
www.education.vic.gov.au/childhood/providers/support/Pages/emergency.aspx

e Student activity locator for schools:
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/excursions.aspx

e Early childhood services (NQF) fact sheets:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets.aspx

¢ Reporting serious incidents requirements for early childhood services:

o Education and care services operating under the National Quality Framework (NQF)
can refer to the fact sheet Serious incidents and complaints available at:
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/incidents _compla

ints.aspx

o Notifications of serious incidents, incidents and complaints must be submitted online
via the National Quality Agenda IT System (NQA ITS)
www.acecqa.gov.au/national-quality-agenda-it-system

o Children’s services operating under the Children’s Services Act refer to the practice
note Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx

e VicEmergency: www.emergency.vic.gov.au/

¢ Australian Broadcasting Corporation (ABC) emergency:
www.abc.net.au/news/emergency/state/vic/

¢ VRQA Minimum Requirements:
edugate.eduweb.vic.gov.au/sc/sites/schoolreorganisation/minimumregistrationrequir
ements

e Chief Health Officer, health alerts: https://www?2.health.vic.gov.au/about/key-
staff/chief-health-officer

e CFA Total fire bans and ratings: http://www.cfa.vic.gov.au/warnings-
restrictions/total-fire-bans-and-ratings/

1. For the latest weather forecast:
http://www.bom.gov.aul/vic/forecasts
2. Bureau of Meteorology current warnings for Victoria
www.bom.gov.au/vic/warnings
3. Local Flood Plans and Information from State Emergency Services (includes Elwood
plan)https://www.ses.vic.gov.au/get-ready/your-local-flood-information
4. Current Emergency Information is available at https://emergency.vic.gov.au
For emergency assistance contact the SES on 132 500.
5. Current Road and Traffic Information is available at the VicRoads website:
http://traffic.vicroads.vic.gov.au/
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Do you need to submit your EMP?

Early childhood services

If your service is on the Bushfire at-Risk Register (BARR) you are required to submit your EMP by
21 November each year. There are different processes for National Quality Framework (NQF)
Services and Licensed Children’s Services. Each process is available at:
http://www.education.vic.gov.au/childhood/providers/support/Pages/emergency.aspx

Services approved under the Education and Care Services National Law Act 2010 submit their

EMP either:

1. By emailing a copy to their QAR Regional Office

2. Uploading on the National IT system (NQA ITS) by completing a Notification of Change to
Information About an Approved Service (SA12) form.

Services licensed under the Children’s Services Act 1996 can submit their EMP to their QAR
Regional Office.

Before submitting your EMP, please remember to:

e remove the parent/family contact information and children, students, educators and staff
with additional needs information

e complete and include the Emergency Management Plan Completion Checklist with your
Plan.

Contact details of the regional QARD offices are available at:
www.education.vic.gov.au/childhood/providers/requlation/Pages/ngf.aspx

Services not listed on the BARR are encouraged to submit their EMP to their QAR Regional Office.
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23. Appendix 2: Emergency Response Drill Observer’s Record

Drill Conducted: Drill Date:
Drill Address: Location:
Observer Name:
Objective of Drill

Depending on the type of drill conducted, it is recommended you advise emergency
services and members of the community who may be affected ahead of the exercise.

It Yes No N/A
el v v v

Did the designated or replacement Chief Warden/Education Commander
take charge?

Was the (simulated) call to emergency services done promptly?

Was the (simulated) call to the region done promptly?

Was someone appointed to liaise with the emergency service/s?

Was someone appointed to liaise with the parents/community?

Were instructions given by the Chief Warden followed by
children/students, educators/staff, visitors and contractors?

Were floor areas checked / isolated areas searched by Wardens?

Was a roll call conducted for:

e children/students?

e educators/staff?

e visitors, contractors and volunteers?

e people with additional needs?

Was the Emergency Kit readily available?

Did the Emergency Kit contain all the items listed in the EMP template
checklist?

Did anyone re-enter/leave the premises before the “all clear” was given?

Did anyone refuse to leave the building/site?

Was the relevant procedure in our EMP followed?

Was the EMP communication tree followed?

Time
Evacuation Drill Sequence Checklist
Hour Minute

Alarm sounded

Warden/s respond

Wardens check floor/area

Evacuation commenced

Wardens report floor/area clear

All persons accounted for

Arrive at assembly area/safe place

Wardens check all present

Evacuation completed

Exercise terminated

Comments/Issues for follow up by the EMP Planning Team:

Note: Incident Management Team (IMT) operational/outcomes evaluation should be held
immediately after each drill; the session should go through the Emergency Drill Observer’s
Record and discuss actions to improve procedures, the EMP or address identified issues.
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24. Appendix 3: Post Emergency Record

Facility Name Lady Forster Kindergarten

Emergency Event

Date and Time of
Emergency

Description/Details Of
Emergency

Immediate Actions Taken Chief Warden/LFK Director Notified: YES/NO
Time

Other staff Notified: YES/NO Time

Emergency Services Notified: YES/NO Time

Key Actions Taken

Issues
Operational Debriefing Required:
YES / NO Date/Time

Person Responsible to Organise: LFK Director

Confirmation of Operational Debriefing: Date/Time:

Issues for Follow Up Action:

This Record Completed By:

Position Title:

Telephone Number:

Signature and Date:

e Report serious incidents to the regulatory authority in accordance with relevant
regulatory requirements.

¢ For guidelines on incidents that must be notified to the Victorian WorkCover
Authority (formerly WorkSafe) go to:

www.education.vic.gov.au/school/principals/spag/management/Pages/worksafe.aspx

Early Childhood Services:
e Approved providers or licensees must notify QARD in the event of a serious
incident:
e Services operating under the National Quality Framework, refer to the fact sheet

Serious incidents and complaints available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/ngffactsheets.aspx
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e Services operating under the Children's Services Act 1996 refer to practice note

Serious incidents available at:
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx

25. Appendix 4  Fire Panel Operating Instructions

To operate the alarms for an evacuation drill:

- Open cabinet door with key
- Press EVACUATE button (alarms will sound)

At conclusion of drill:

- Press DISABLE
-  Press RESET
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26. Appendix 5 City of Port Phillip — Local Flood Guide

s Local Flood Guide

54 Port Phillip

Flood information for Baladava and St Kilda

(%‘ FloodSafe
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HO0D STORM For more Rfcemation vist
EMEM&NCY1 32 5m www.ses.vic.gov.au
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Your Local Flood Information

The Port Phillip local area

The Tty of Port PHIER covers the sutnrhs of Port Mekbogrne, South
Melhoume, Albert Park, Middle Park, St Kida East, Baladawe, St ida
West, Mipponies and Bwood. It 15 approcmately 20 square kigmetres
in arca with 11 Wiometres of fareshane and a pooulation of 85000

The major waterway theough the Jity of Port Phillip is w Elwood
Toraal It has & hatorcal, smtnete secial and 3 vechoologcal
sigritizance to the Cly of Fort Preliip. The Gty of Port Plip &
#lso home to 2 number of major stormmaater drars inclusding the
Shakepesre Geowe Main Draim (hat carrley stormwater tunoff fom
S1 Kiikda to Part Philp Bay.

The rmap ce page two shows the impact of a 1% Nood along
Shakespears Geoee Main Orain i the suburios of Bafaclve and
S1Kikda, A 1% flood means that there Is a 1% chance of 3 lood this
wore happening in any gren year, This mep is provided as s guide 1o
postble Nooding 2l0ng the Shakespeare Grove Maie Drain arca.

Are you at risk of Rood?

The suburbe of St €ids se0 Nalaciees are located just & kiometnes
south of Medboumes CBD. Ntnocgh nd open wateyways o channeis
1un through these aneas, they are serviond by the Shakespeare Grove
drainage network Theee are many aneas within the Gty of Port Phillip
at risk of fooding end n particular lash Booding cnned by beavy
fanfak,

S and Sxaclava Gan fiood Gwe
B Fah fiooding from heavy raintall over 2 short peried of tme
overwhelming the drarage yystem leading 1o fioocing Hlash
foading occurs guickly and is only arcund for a short period of
tme

Rooding fam prolonged aintall events.

5t Kilda 5 located adidcene to Port Pilip 32y and both St
Kixia and Dafactoen s on flat land, which mesns That oved st
Nooding can sptead over the area.

Tida fiows from Port Fhilla Say may also have an impact en flooding
3 1hery ey imib 3he abilty of the dralnage network to releme the
stanm wanes Into the bay,

When the capacity of the drainage system s excended by the
srrount of rainfall experenced an sree may flood As drarmage
systems ave only designed and constructod up 10 a certain capacty,
there aew times when the rainfall will excend the capacity of the
dranage systen

Whist fioochwater o the $1 0ids srd Ralacleva ares b expecied to
fise Rirly quickly, it will generally last anly a rumber of hours before
rececng,

Know your risk

Areas affected by flash fiooding
Areas That may be impecied by flash flooding ncuce:

B The S Xikda Libravy ang Saladiang traie Station may bocore
nolsted dorng ash loodng

Cadige Streg

The 51 kds Police Saatinn may become lsclated f Chaped
Staect floocs.

Canterbury Boad between Fitzroy Street and Langridge
Strewt

Nare Fasade between Cavell Sreet and Gien Huntly Road
Azland Strewt Detwren The Eyplanache and Sarkly Street

St Kica Road betwoen mkerman Street and Carfige Street
Carllyle Street Detween Brghton Boed and Haothem Sreet
nkerman Street between Bightor Road and Orong Road
Chapey Sreet between Sisighton floed and inkerman Street
=otham Stree? between Gien i Road and Inkerman
Steewt

Nightingale, Bossrmced and Marlborough Streets noar
Salaclava i Batice

B NMartmand Pakington Streets.

Other minos raads may alvo be sfected in the suburbs of
Sxaciava and 5t Kida

ﬂll dﬂ“ﬂﬂw
s L M w‘:‘ seversdy impactnd
<atehvment recsived m“mm
memmummu ythat
the witer levels in Shakesprste Grove Mar Il o b
Impacted.

the Ewood Canal hat
e

mmmmmmﬁyh 1.
rwmatwuum&hm:

uwuumuumuamughp :

w&mmmmam
mumm:wm
City of Port Phillp contact detalls:

2 “tore Kais205407)

" Vel wwwaonprilipoicgovau
Intarpreter services:

2 Cintonese 95799330

® Mandarin 96799558

B Greek %79 981

® Polsh 96799817

® Sasin AT KT

2 Othe 4875 94
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About Flood Warnings

What warnings maan

Flood Watches 2nd Flood Warnings are Haued by the Buresw of
Meteoroiogy (BoM) to tel people sbout possble faodng,

A Flood Watch means there 1S & deveoping westter patiem that
might case foods in one of two days.

Flood Warnings moan fcoding is about 10 hapoen oe is aveady
happening. Thems gre mnce, modersts and major food wamings

A Minor Flood Warning means flocdwater canc

Reach the w00 of the niver harks

Come up theough draira in neacby sireets

Cover low lying acoas includng rversice camping a'oas
Affect some low-lying carmmn parks.

Cerepe minor r0ads, tracks and ‘ow level bridges

Spread scros bnd or go into buddings on some properies
and fams,

A Modente Fiood Waming means floodwatar cani

B Spil over cver Banis and spread across low iyng anes

B Start to theeeten huldings, soady, 1ol porwer oo other
developments

B Reguite evatuation in some sreas
8 Jover main ueds,

Cause widepresd floodng

Theeaoen many houtes dnd busnesias

Cause propertes snd whole srees 1o e solated by water
DRsrupt major r0acs and transport routes

RBeguine mary evacations

The Victoris State Emergency Service [SE5) will gve information
about how the Acodwater might affect peopie and propetties
This Inchodes safety messages 1o remind you what 1o do.

Severe Thunderstonm Warnings

Thundersiarms are tleysifad as severs, dus to ther potential 1o
cause signihcant localbed damage thiough: wind gusts Qrge hal,
turnacioes or flash ficoding Severs thundersiom warnings ame
Issued 10 the communty by the Buseau of Vietearclogy

Severe Weather Warnings

These wamings ame fcued bo the cormmunity by the Bunesu of
Metooriogy WHen Severy wealies B cxpoctod that 15 st directly
related 10 severe thundentorms or bnhfires. Examples of severe
wedther include damaging winds and fash Nlooding.

Listen 10 Severe Thunderssanm and Severe Weather wirnings fot
your area. It you hear 2 warning, check the Sureau of Meteorciogy
and Victoria State Imesgency Servics for information snd advioe

Nk flooding cocurs becamae raln fals faster than the ground
has the stlity Lo absorb, causing water run-off g low-lying
ares a0 ko locl daindge systems uoable 10 cope with the
volume of water, This resuts in water raing rapkly and flowing
powerfully and culcky.

Fash flooding:

B Coours 50 fast that it is often JIROUL Lo provide 3 detailed
warring, Gfben & arthes without waming

B Uscaly resuls from heavy rainfall GlEng dureg severe
storms gwer 3 short Sevw

femamber, you may not recetve any official warning.
Be aware of what ks happening around you to stay safe.
Naver wait for » warning to act.

Emergency Alert

SES may prorncke alerty 30 the Port Philip comeramily theough
e Notioral Energency Alert tefe chond winning system

Nl Emergency Services can use Emergency Alect 1o wam
communtties about dengerous stustions by vaioe message tn
landiine tiedhones of text Messae 10 mobile phones.

If you recere an Emergency Alert, make sure that ot famiy
merioers, peapie st work snd your neghbours are sware of the
situation.

If you receive an Emergency Alert you should pay sttention
and act. It could mean life or duath,

1f you nsed help 30 undeestond s Ememgency Alert ank o frieng,
neghbour of famiy member.

WM»EMWMW
happens 10 quitkly there Iy wurly 1o time for specfic Iz
Wamings 10 e asued.

When flash flooding is Heely, ¥ you decico to leae, o so wall
R Sy o s A e M |
be swean awey. NEVER Grive, ricke of wak shiough foodwater.

¥ you me Bying 0 3 cravan of tompany dwilliog, move 10

Lady Forster Kindergarten
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Preparing for Floods

NOW - before a flood

B Check 4 your home or business |3 sublect to ficoding For
more informason, contact the Cty of Rort Phiip on
0 92086777

Check ¥ you could be cut off by Noodwater.

B Know the safest way to 9o f you decide to leave your propesty
and plan an akernative route.

B Check your horme and conterty imurance. Many properties
&0 NOt covered f0r ficod damage.

B Keep a list of emergency numbers near the telephore
Devedop an Emergency #an,
Put 1ogether sn Emergency Xt

When a flood is likely

Tk action. Follow your Emergency Plan,
Listen 00 your rdo for infarmation and 20vice,

Check your neighbours am safe and know about the food

Sk poasessions on benches 300 e with clectrical goods
In the Nighest places

Arvcher chjecty that pee thely 10 fost and cone damage

Mave robbish bing chemica’s and poisons to the highest
place

B Putimporant papers, valuabiles, photos and other spocy
persural tems inlo your Emergency Kit,

B Business omners should rase stock, business records and
equprent onko benches and tables

B 1P you are Fely 10 be isalted. rave enough food, danking
water, medicire, fusd and other nescy 50 Lt ot least three
days

B Do rot forge pet foud and stock fees

The tire for me to evacusate by before:

Lady Forster Kindergarten
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Your Emergency Plan

Emergencies can happen ot any time, with ittls warning.
Peopie whe plan and grepare 10r emegencies can reduce the
impact and recover faster whan they occur,

laking the time 10 Think about emergercies g make your own
plan heips you think Chearty and have maoce contml o make beter
CRTisons When an amergency ooours

Your Emengency Plan thoukd idersdy;

The types of pmergencies that might affect you
How thase emargencies might affoct you.
What you wiltl do before. during ind after a0 swrgency.

When to get more information

Where you will QO I you svacusate and the best way 10 Qo in
o frererst Crormmtances

& Alis: of phone numbers you will need, Inciuding emengoncy
JeTviceq, your insurance compeny, frends and famly,

Visit www, ses vic.gov.au 1o abtan a copy of yout Home
Emergenty Pl workbook

Evacuation

Victora Poloe 1y respansble for coordinating an evecuston n
an emergency. Duilng a Slood, Police, SES and other energency
servioes may advise you 10 evacuste 1o keen your ssfe It IS
Impormant that you foliow this advice.

There 210 twa Dypes of evacuation notices that may De issuea viz

yorr emergercy brosdeamters during a flood

B Propare 1o evacuate - meand you should act quickly and take
immechate sction to protect your e and property. Be ready
o e your progerty.

¥ Evacuate imenediately  you must leave immedatey & then
i arakioives

Remember you can leave at any time ¥ yeu fee) unsale. You do not
w10 walt 1n be fokd to evatuate,
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During and After a Flood

During a floo
‘When finoding has begur:

Never drive, ride or walk throegh Soodwater
Floodwater can be deep and damage roads and bridges.

Da not let your chiidren play or swim In floodwater, It 5
dirty, dangercas and deady

8 Tune o to your emergency beosdasters ABC Local Hadic,
Cormemmercldl Satdia, detgnated Comrmenity Racko Statinny
and SKY NEWS Teevsion

" :lru!""-,v‘,mng emergendes, call 000 (tripke rero)

For emergency help from the SES in floeds and stoems call
1332 500,

B Stay away feom o waterways induding draing and cudverts.

Stay away fom fallen power lines - elecincity travels easiy
through water.

B Beawere (het anrmaly, snekes, 1oty s ders and other pests
My De an the mowe during 2 1100d - they can come nto
hovses and ather Baldings or Ride sound sencbags

B Keep In contact with neighboon

Be prepamd to sct graickoy

Whan you leave early of evacusts

B Loawving cary is dwarys the safess cpdon, oave wel before
raads are cosed by focowates

B Take your emesgency ki and thyee days supply of dathing
with yoo
Fum off the electricity, Gas 2nd wdter 3t you leave
Take your pets with you. Do not leave them Debind. Dogs
ihauld be mezzied

8 Goto o relef contre or 10 stay with Eends or family in higher
aned.

If activated, relief centres can felp you with
B Temporary sccommadistion
Francial help

Pyryoral suppart

i

<

B Creks g mean
8 Basc dothing and personal neccs
<

M 1o camtact famiy aned friends

¥ you choone to shefter with o frend or relative, tell authontes
whtre yOu e Sty

Lady Forster Kindergarten Page

After a flood

Hood dergen do not enc when the water hegins to fall
T Makee Sure yoo sty safe

B Yeed lsening to local emesgency Leoadcasions
B Do not sstum home ues| adviees that it s safe

Once yuu return to your home:
B Dvink bottled water ot Dol all drinking water utl adwvised that
the wirler swpply 5 wafe

B Thvow away 20y 100d of medcnes that may have been I
coeriact with Soodwater Or effected by power oulages

B When entenng the buiding we a torch 10 lighs your
way - ever use matches, ciginetie Shien or amy cther flame o
thete may be gas indide

B Mewp the eleciricity and gas off cenl chwcked and tested try 4
professional

Take phatogeeptn of ol damage for lvwrance
Clean your home 25 000 35 pOssiDie 1O sty Mty

CONtact your InSunce Company 10 ieok xdvice in relation 20
yourciaim

How SES helps the community

The Victons Sste Emergercy Servioe (505] 1y a valuntesr
organisation that heips during Noods, stoma, canthgquakes. 1sunac
g other pmerpencies

SES elp mwry Include

Civing flcod advice

sratecting essentisl servion
rwipng 10 protect Piastruciue

FesUiIng poopie hram Noodwater

Anvising of an evazustcn

n large scae eventy, 555 help 1 your ares may be limited, 1t &
MEOrtant 10 beo propaced and dsten 1o davice
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Emergency Checklist
NOW: Flood preparation

[T] Ohetht yeurimunance poticies cower floottng.

[] Kewmthis byt of ermapency romisers nesy the telephore

[ 7] Pt together an Emesgency Kit and propane 2 home or busness
EMergency FAn 00 WWwSeRvicqov.au.

When you hear a Flood Watch or weather waming
[] Listen 10 racho and check the SES website for mare infor=etion
o vz

[ G0 cmor your Evergency Plan. Fack dothing and other exrd
B into your Emergency X1 and take tha with you dyoy
aTiste

[T] Uisten o severe weathey warmings for flash ficod.

When flooding may happen soon (2 Flood Waming)
[T Make sire your tamdy members 2nd néighbiows 2ie aware of
what s huppening,

[7] Bereacy o evorune. Acteedy condions dharge rapicly, roads
and ecaoe routes G e arvered or bloced. Dont fenget 1o
tador perty antd medicine with you

| Tum off wanet 035 and electiicty o the mains.,

| tecure cbjects Hasly 10 flowt andd coune clrmage. Raive
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