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By 1 October 2026, and after any emergency/critical incident
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This EMP is written to meet the Victorian Registration and Qualifications Authority
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Emergency & Critical Incident Management Planning. It also references AS
3745:2010 Planning for emergencies in facilities for evacuation diagrams and

emergency planning elements.
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Purpose

To establish a whole school framework for preventing, preparing for, responding to and
recovering from emergencies and critical incidents that may impact the Daylesford
Dharma School (DDS) community, in accordance with VRQA Minimum Standards and
aligned to the Department of Education Victoria policy. This EMP defines roles,
responsibilities, site-specific risks, procedures and training.

Scope
This plan applies to all DDS students, staff, contractors, volunteers and visitors at:

e Daylesford Dharma School Campus: 90 Daylesford-Trentham Rd, Daylesford
VIC 3460. Nearest cross-streets/access: Lyman St & Daylesford-Trentham Rd

It covers school hours, out-of-hours programs and events including and not limited to:
Bush School at Cornish Hill site, incursions/excursions, camps, sporting events and any
shared-site arrangements.

In Case of Emergency

If life-threatening: Call Triple Zero (000) - request Police / Fire /| Ambulance.

e Provide: school name, exact location, nature of incident, hazards, number of
people involved, best access points.
Activate the Incident Management Team (IMT).
Follow the relevant procedure: (Evacuation, Shelter-in-Place, Lockdown, Lockout).
Notify parents/carers only via approved school channels once immediate safety
actions are underway.
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Emergency numbers and key contacts
External emergency services

Triple Zero (000): Life-threatening emergencies (Police/Fire/Ambulance)
VICSES 132 500: Flood, storm, landslide, earthquake support
(non-life-threatening)
VicEmergency Hotline 1800 226 226
CFA Emergency 1800 226 226
Daylesford CFA Captain Webster 0428 381 125
Daylesford Police Station Non emergency 5348 2342
Independent Schools Victoria 9825 7200
o Sarah Dunn School Services Advisor
Local Council Hepburn Shire 5348 2306
Poisons Information Centre 13 11 26
WorkSafe Victoria 132 360 (notifiable incidents)
Hepburn Shire LPHU (Public Health Unit): 5348 2306 Option 1 then 3

Critical school contacts

Role Name Phone No (Daytime) Phone No Days of Work
(Mobile)

Principal Andrea Furness 5348 3112 0434 482 480 Monday
Tuesday

Incident Manager principal@dharmaschool.com.au Thursday
Friday

Learning Manager Tanya Wiggins 5348 3112 0408 503 786 Wednesdays

Incident Manager fanya.wiggins@dharmaschool.com.au Remote Fridays

Deputy IM ) 5348 3112 0488 181 537 Monday

Eirst id Officer Rosie i ool J\L/Jedsdayd

ogistics ; rosie@dharmaschool.com.au ednesday

Warden Berenyi-Mansell Thursday
Friday

Year leaders Catherine 5348 3112 0435460 713 Monday

F-Y2 Meadows Tuesday

Logistics Warden Wednesday
Thursday
Friday

F-Y2 Wednesday Liz Dunn 5348 3112 0466 339 266 Wednesdays

Leader

Year leaders Rachel Taylor 5348 3112 0421 753 866 Monday

Y 3-6 Tuesday

Logistics Warden Wednesday
Thursday
Friday

Eg;% X\'{ednesday Annshar Wolfs 0432 505 463 Wednesdays
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Critical school contacts - continued

Principal (Management Team / IM): Andrea Furness, 0434 482 480
Learning Manager (Management Team / IM): Tanya Wiggins, 0408 503 786
Administration Manager (Management Team / Deputy IM):
Rosie B-M, 0488 181 537
e Administration Manager (Deputy IM, Logistics Warden, First Aid Officer):
Rosie B-M
IM Team: All Leadership
F-Y2 teachers: Logistics Wardens, Wednesday Leaders
Y3-6 teachers: Logistics Wardens, Wednesday Leaders
Media/Comms Officer: Andrea Furness, Principal, 0434 482 480
First Aid (Level 2+): All leadership, all classroom teachers
OHS/Facilities Manager: Andrea Furness, Principal, 0434 482 480
IT/Systems: Rosie Berenyi-Mansell, Administration Manager, 0488 181 537

Maintain this page as a quick-grab sheet near phones, reception, staffroom and in each
Emergency Kit.
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School emergency contact information

School name: Daylesford Dharma School (DDS)

Postal address: 90 Daylesford-Trentham Rd, Daylesford, VIC, 3460.

Main phone: 5348 3112

After-hours emergency phone: Andrea Furness 0434 482 480, Tanya Wiggins
0408 503 786

Email: principal@dharmaschool.com.au

e Daylesford campus: 90 Daylesford-Trentham Rd, Daylesford VIC 3460
Nearest cross-streets/access: Lyman St & Daylesford-Trentham Rd

e Emergency access gate(s): Main entrance on Daylesford-Trentham Rd, Lower
gate access east of main entrance. ‘Owl Gate’ pedestrian access west of main
entrance.

e Designated Assembly Areas: Primary/Secondary (on-site), Off-site location:
Off-site Safer Area at Dayleford CFA Bridport Street Daylesford.
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Communication trees

Purpose: Timely, consistent messaging to staff, parents/carers, emergency services, and
external authorities and services.

Channels: SMS school phone alert system, email lists via Compass, SMS via Compass,
school website banner, social media (official FB & Insta), classroom lists, First Aid packs

lists.

Activation: Comms Officer (IM) to DIM on direction after safety actions commence.

Trees:

e Staff cascade: IM — IMT — Logistics Wardens/Classroom teacher —
CRTs/Volunteers — Students

e Parent/Carer cascade: IM — Deputy IM — Parent Carer Lists —
(privacy-compliant)

e External notifications: IM — Emergency services — VicEmergency watch zones
— VRQA/sector authority (if required) — Independent Schools Victoria — Board of
Governance — WorkSafe (if notifiable) — Insurer.

Incident Manager (IM) -
Communicates with
emergency servies & External
services

Deputy IM

- Tasks as directed by IM
Sends evacuation
notifications, coordinates with

teachers to communicate with
families

Additional Staff (such as
Specialist Staff)

- Tasks as directed by IM & DIM

Logistics Warden
Years 3-6
- Tasks as directed by IM & DIM

communicate with their
students and families

Logisitcs Warden
Years Foundation-2

- Tasks as directed by IM & DIM
communicate with their
students and families
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School profile

Staffing T1 2026

Leadership:

Andrea Furness 0.8 Principal (absent Wednesdays,
remote Fridays)

Tanya Wiggins 0.2 Learning Manager
(Wednesdays)

Rosie Berenyi-Mansell 1.0 Administration Manager

Classroom Teachers:

Catherine Meadows F- Y2 1.0 M/Tu/WITh/F

Rachel Taylor Y3 - Y6 1.0 M/Tu/W/Th/F

Annshar Wolfs Y3 - Y4 0.3 M/Tu/Th

Specialist / Sessional Teachers:

Annshar Wolfs : Chinese 0.1 Wednesday am

Liz Dunn : Perf Arts & HPE 0.2 Wednesday

Patsy Taylor : Studio Arts 0.1 Wednesday pm

Terri Oprean : Tutoring 0.1 M/Tu/Th

Support Staff:

McAvic Lay : Bookkeeper 0.2 Tuesday from 12pm

Annshar Wolfs: Wellbeing Leader 0.3 Wednesday pm & Fridays

Patsy Taylor: Resources Manager 0.2 Fridays
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Class

Eating Time

Lunch

Class

Wisdom

Garden
(Grades p/1/2)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Friends &

Guides
(Grades 3/4/5/6)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Tuesday

Wisdom

Garden
(Grades P/1/2)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Friends &

Guides
(Grates 3/4/5/6)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Wednesday

Wisdom

Garden
(Grades P/1/2)

9:20-10:10
- Chinese

10:10-11:00
-PE

11:00-11:30

11:30-12:05
- Awareness

12:05-1:05
- Perf Arts

1:05-1:15

1:15-1:55PM

1:55-2:05
- Noble Silence

1:55-2:55PM
- Art

3:05-3:20 Karma Yoga

Friends &

Guides
(Grades 3/4/5/6)

9:20-10:10
-PE

10:10-11:00
- Chinese

11:00-11:30

11:30-12:05
- Awareness

12:05-1:05
-Art

1:05-1:15

1:15-1:55PM

1:55-2:05
- Noble Silence

1:55-2:55PM
- Perf Arts

3:05-3:20 Karma Yoga

Thursday

Wisdom

Garden
(Grades P/1/2)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Friends &

Guides
orades 375760

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Friday

Wisdom

Garden
(srades P/3/2)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM

Friends &

Guides
(Grades 3/4/5/6)

9:00-11:00

11:00-11:30

11:30-1:10

1:10-1:20

1:20-2:00PM

2:00PM-3:20PM
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Facilities Map:

Midland
Highway

Mobbs y
Property x % Cameron’s
. property

Mobbs
Property
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On Site Hazards

Eco water-based paint in locked external cleaners’ cupboard. No
solvents on property policy.

Bulk non-toxic and non-flammable supplies in external locked
storage cupboards adjacent to the toilet block.

Non-toxic products in small volumes at all sinks.

Alcohol based hand sanitizer at all doorway entries.

Heightened risk around water source (the Creek area)

Grass is kept short and students are supervised outside

The ornamental creek is 6cm at its deepest part

Students are supervised at all times during outside play

Speed signs displayed, reminders communicated and traffic moves
in a clockwise direction around the roundabout. Students are not
allowed into the carpark and drop off/pick up times are supervised

In Bodhi verandah entrance next to BBQ

Garden shed

No agricultural chemicals are used on neighbouring land: cattle
grazing and hay baling only

At times when tractors are grass slashing for baling,, we monitor
hay fever prone students. May preemptively move them indoors

- DDS - Emergency Management Plan - Version: Jan 2026 Page. 11 l
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Risk assessment

Method: Likelihood x Consequence = Risk rating. Controls use the hierarchy (eliminate
— substitute — engineer — admin — PPE). Reviewed annually and after

incidents/near-misses.

Hazard/Threat Example Existing Further Controls Risk (pre
Triggers Controls (Actions/Owner) Ipost)

Fire EMP, seasonal Bushfire H/Med
danger bushfire preparedness audit;, —
days, readiness, evacuation, shelter Med/Low
nearby vegetation in place & off-site
ignition, maintenance, relocation plan
burnoffs.  green zone checks & drills,

maintenance, parent comms

shelter-in-place  templates in draft

room allocated, form on

CFA advice, Compass/Mobile.

VicEmerg watch

zone.
VicEmerg Drainage Annual buildings Med —
warnings, checks, tree inspection; drill Low
intense inspections, scenarios for
rain/'wind, secure grounds  buildings flood
BoM furniture/equipm  ingress & wind
maps. ent, SES 132 damage.

500, indoor

shelter areas.
On-site or Lockdown Lock  Child Safety plans, Med—
nearby out procedures,  monitor risks & Low
violence. drills, police adapt monitoring,

liaison, staff perimeter checks,

training. staff refresher.
Student/  First-aiders Whole-school Med —
staff rostered, anaphylaxis drill; Low
condition  anaphylaxis first aid kit audits.
exposure. training, ASCIA

plans, 2026: no
defib.

DDS - Emergency Management Plan - Version: Jan 2026
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Excursions/Camp/ Travel, Risk Spot audits; Med —
Transport water, assessments, contractor checks, Low
bikes. ratios, staff inductions,
helmets/PPE, weather monitoring.
Bike Ed
procedures.
Hazardous Power Utilities map, Annual service tags; Med —
Materials/Utility failure outage utility contact list, backup lighting. Low
evacuation.
Playground/Construction  Works, Contractor Daily site Med —
deliveries inductions, walk-through during  Low
exclusion zones, works.
whole school
inductions.

Maintain a detailed risk register per campus; attach as an Appendix if it
exceeds this table.
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Incident management team structure

(Model: Based on AS 3745/ICS principles; scaled for small-to-medium school. Roles may
be combined in small staffing periods.)

Incident Manager (IM): Principal, Andrea (or delegate Learning Manager Tanya Wiggins)
Deputy IM: Administration Manager, Rosie

Wardens: Classroom Wardens, Classroom teacher of the day

Evacuation Supervisors: Classroom teachers

Planning/Intel: IM Leadership team

Logistics
First Aid: First Aid Officer, Rosie B-M; Classroom teachers
Traffic/Access: IM or delegate

Communications/Media: IM (or delegate); DIM (parent carer comms)

Incident
Manager
(IM)

Deputy M

Logisitics
Wardens

DDS - Emergency Mcmag(?ment Plan - Version: Jan 2026 Page: 14
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Incident Management Team responsibilities

e |IM: Assess, decide procedure, liaise with emergency services, reassess, authorise
messaging, approve evacuees, manage complexities, declare all-clear.
Deputy IM: Supports IM, shares management duties, first aid, relief for IM.
Wardens: Sweep zones, account for students, support evacuation/shelter, first aid,
status reports.
Planning/Intel: Roll checks; maintain event log, maps, timings; forward planning.
Logistics: First aid triage, utilities isolation, traffic control, hose reel and sprinkler
operation, site security/keys, emergency Kits.

e Comms/Media: Prepare and release approved updates; share Emergency
Services updates, maintain phone/email/SMS trees; manage media via ISV &
Emergency Services guidance.

- DDS - Emergency Management Plan - Version: Jan 2026 Page. 15 I
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Evacuation diagrams
*Requirement: Provide AS 3745:2010-compliant diagrams at exits and key locations for each building and each
campus showing:

“You are here” location, primary/secondary exit routes, assembly areas, fire equipment, first-aid/defib,

[ ]
emergency phone numbers, legend, diagram version/date and preparer.

Daylesford Dharma School

Evacuation Route A

To Emergency Assembly Point
Version: 2026

t = Fire Hydrant
B3 = Frist Aid Kit
= Fire Exfinguisher

m = Fire Hose

SHELTER-IN PLACE.
 ASSEMBLY AREA B

ASSEMBLY AREA A
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Daylesford Dharma School
Evacuation Route B
Shelter in Place

Version: 2026
. i = Fire Hydrant

[] = FristAid Kit
= Fire Extinguisher

= Fire Hose

SHELTER-IN PLACE.
ASSEMBLY AREA B

ASSEMBLY AREA A
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Area map

Insert campus area maps showing: buildings, gates, hydrants, gas/electrical shut-offs, driveways/turning circles, on-site
and off-site assembly/relocation points, bush interface, water bodies, nearest safe refuge buildings, and
ambulance/police access routes.

Midland
Highway

Mobbs y
Property x : Cameron’s
’ property
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Evacuation procedure

IM decision and alarm is triggered on each verandah.

IM sweeps zones behind the evacuation.

IM liaises with emergency services.

Classroom Wardens direct students to assemble via the safest route to the
Emergency Assembly Area. Bring the class list, first-aid kit with critical meds/EpiPens,
establish classroom lines at the emergency assembly area and take the roll.

DIM brings visitor sign in, family and student contact lists, computer & school mobile.
Report incident status to IM: missing/injured/extra students, account for all persons on
site.

IM approves communication update to school community via SMS & Compass.

Do not re-enter until emergency services or IM declares all clear.

Relocation if the assembly area is compromised.

0 IM creates and enacts the post-incident community wellbeing plan.

o~

o o

A@'.O".\‘

Shelter-In-Place procedure

Used for Grass Fire, Extreme Weather, Smoke, External HAZMAT threat.

1. IM declares a shelter in place emergency and raises the alarm.

2. Classroom Wardens move classes to Building B. Close the windows & doors.

3. IM sweeps zones behind the evacuation

4. DIM brings visitor sign in, family and student contact lists, computer & school mobile.

5. Classroom Wardens account for all persons with roll call.

6. DIM sets up a command desk.

7. First-aid as needed.

8. Report status to IM.

9. Teachers engage students in calm activities.

10.DIM monitors VicEmergency/SES/CFA channel 15; prepares for escalation to
evacuation if required.

11.IM liaises with emergency services.

12.IM approves communication updates to school community via SMS & Compass.

13. All-clear by IM via emergency services.

14.IM directs return to classes or family reunification.

15.1IM approves external communications to families.

16.IM creates and enacts the post-incident community wellbeing plan.

DDS - Emergency Management Plan - Version: Jan 2026 Page; 19
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Lockdown procedure
Used when there is a threat from an intruder/violence.
1. IM orders Lockdown in classroom
Code Phrase: “It’s time for Charlie, Charlie here”.

2. Classroom Wardens move people out of sight; lock/secure doors; lights off,
silence phone.

3. Account for students via roll when safe; record any other people; do not open
doors until identity verified and police/IM authorise.

4. Controlled release by police/IM; reunification protocol activated.

IM approves external communications to families and staff.

6. IM creates and enacts the post-incident community wellbeing plan.

o

Lockout procedure

Used when threat is outside buildings (e.g., threat in carpark, police operation nearby).
Code phrase “You need to go to Charlie, Charlie”.

1. IM secures the perimeter; IM communicates with Emergency Services.

2. DIM evacuates people to Building B; DIM locks external doors; Wardens set up
business-as-usual in classrooms out of window sight.

3. DIM restricts entry/exit; sets up a command desk; takes the roll and accounts for

students; verifies ID for late arrivals.

Incident status update to and from IMT.

IM monitors with emergency services until all-clear.

IM approves external communications to families.

IM approves reunification plan with families.

IM creates and enacts the post-incident community wellbeing plan.

© N Ok
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Emergency response procedures for specific emergencies

Building Fire (internal/external)

[J Report the outbreak of fire immediately to the Incident Manager (IM).
[J IM activates the fire alarm on each verandah.
[J IM phone 000 to notify the fire brigade.

[J Extinguish the fire (only if safe to do so) using the fire extinguishers or the fire

hose reels located behind each building.

[J If a threat exists, Classroom Wardens instructed to evacuate, collect First Aid bags
and evacuate the classrooms to the Emergency Assembly Area via Evacuation
Route A .

[J IM or DIM will collect school mobile phone, classroom rolls, visitor sign in, family
contact lists and First Aid Kit if safe to do so.

[J IM makes a building sweep, checks for all clear, closing all doors and windows if
safe to do so.

[J Classroom Wardens check student rolls when lined up at the emergency
assembly area, notates staff, visitors and contractors are accounted for.

[J IM manages the incident with emergency services.

[J IM approves external communications to families.

[J IMT coordinates:
[J family reunification
[J evacuation to Off-site Safer Area at Dayleford CFA Bridport
Street Daylesford or

[J return to classes.
[J IM facilitates incident staff debrief.

[J IM creates and enacts the post-incident community wellbeing plan.
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Bushfire Possible Threat

The School is situated in CFA District 15, the Central zone but shares the weather
of North Central zone. These 3 zones are referenced to monitor emergency
notifications.

In the event of a possible bushfire, under advice from the Daylesford CFA, the IMT will
activate shelter in place with reunification and/or evacuate to Off-site Safer Area at
Dayleford CFA Bridport Street Daylesford.

[J IM Team checks: VicEmergency App, live stream CFA Channel District 15.

[J IM calls CFA Captain Webster for confirmation status and follows advice.

[J IM responds appropriately to instructions from Emergency Services and enacts the
EMP.

[J IM dons tabard, EM folder and raises the evacuation alarm on each verandah.

[J Classroom Wardens evacuate students to Building B with their back packs and
shoes.

[J DIM dons tabard, collects school mobile phone, radio, contact lists and rolls,
computer, visitor sign in and First Aid Kit. DIM sets up a command desk in Building
B.

[J IM places signs advising of evacuation at the designated school areas.

[J IM makes a building sweep closing doors and windows.

[J DIM sends SMS family reunification message.

This is the start time of the reunification stage to last max 20 minutes.

[J IM manages the traffic line up in the carpark, signals to the DIM for individual
student release to family, Classroom Warden releases student, IM collects
signature at family reunification.

A student is only released to their approved carer or emergency contact.

[J The IM releases any visitors and contractors who sign out with the DIM and their
time of leaving.

[J When family reunification is considered complete and while it is still considered
safe by Emergency Services to evacuate, any uncollected students are evacuated
to the Off-site Safer Area at Daylesford CFA in Bridport St.

[J DIM sends SMS advising of the evacuation of remaining students to the Off-site
Safer Area on Bridport Street with an ETA.

[J Classroom Wardens supervise evacuation to the school bus, check the roll as
students board the school bus and then provide roll to the IM.

[J Classroom Wardens may be released from duty and signed out if there are less
than 10 students remaining.
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Continued

[J IM drives the school bus via Midland Hwy, turns left to travel South on East street
and turns right to travel west down Central Springs Rd to turn right into Bridport
Street.

At the Off-site Safer Area at Dayleford CFA Bridport Street, students are
disembarked with the Bushfire Equipment bag to the grassy protected area.
The school bus is parked adjacent.

[J IM team instructs students in the use of the emergency equipment while sheltering
in place.

[J IM manages parent/carer reunification at the Off-site Safer Area Bridport Street.

[J Families are again advised via SMS emergency of arrival at the destination.

[J The IM approves and signs out any remaining staff at the Off-site Safer Area under
incident updates from Emergency Services.

[J The IM will remain at this Off-site Safer Area supervising under guidance from
Emergency Services until all students have been reunited and signed out only to
their approved parent/carer/emergency contact.

[J IM approves external communications to families at close of incident.

[J IM creates and enacts the post-incident community wellbeing plan.
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Bushfire Imminent Threat

The School is situated in CFA District 15, the Central zone but shares the weather
of North Central zone. These 3 zones are referenced to monitor emergency
notifications.

The trigger to consider an immediate whole school evacuation will be any visible plume of
smoke situated to the North or West.
(This is not to be confused with a smoke haze.)
Advice of a fire in the Central or North Central zone may also trigger an evacuation if
instructed to do so in consultation with emergency services:

e Family reunification will commence immediately or

e Evacuation to Off-site Safer Area at Dayleford CFA Bridport Street.

In the event of an approaching bushfire and if emergency services advise it is unsafe to
evacuate, the entire school will assemble immediately at the onsite Shelter-In-Place at
Building B and remain there until approved safe to evacuate.

The Shelter-in-Place procedure will be followed.
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Grassfire Threat - Shelter in place

The School is situated in CFA District 15, the Central zone but shares the weather
of North Central zone. These 3 zones are referenced to monitor emergency
notifications.

In the event of a grassfire, upon advice from Daylesford Country Fire Authority, the school
will not evacuate unless advised by emergency services but will shelter in place.

The School will enact an evacuation to shelter in place at Building B and remain there in
contact with Emergency Services until approved safe to evacuate or when the threat has
passed.

[J IM declares a shelter in place Grassfire threat emergency and sounds the alarm.

[J IM collects school mobile phone, radio, contact lists and rolls, computer, visitor
sign in and First Aid Kit to Building B. Sets up a command desk in Building B.

[J DIM assembles sprinkler at Building A.

[J Classroom Wardens move classes to Building B taking First Aid kit.

[J Classroom Wardens account for all persons with roll call.

[J Teachers engage students in calm activity.

[J IM sweeps buildings and closes windows/doors.

[J IM/DIM commence wetting down verandah of Building B and prepare sprinkler to
North of Building B if safe to do so.
Once verandah is soaked, sprinklers are connected to run throughout the
emergency.

[J IM collects a fire evacuation kit from school bus and relocates it to Building B.

[J Report the roll call status to IM and account for all students, staff, visitors and
contractors.

[J IM/DIM monitors VicEmergency/SES/CFA channel 15; prepares for escalation to
evacuation if required.

[J All-clear by IM/emergency services.

[J IM directs return to classes or family reunification.

[J IM approves external communications to families.

[J IM facilitates incident staff debrief.

[J Classroom Wardens prepare student wellbeing post incident response.

[J IM creates and enacts the post-incident community wellbeing plan.

- DDS - Emergency Management Plan - Version: Jan 2026 Page: 25 I




BEAY LiE S F O RD

DharmaSchool

Emergency Management Plan (EMP)

Extreme Weather Warning

When an Extreme Weather Warning is issued by VicEmergency, including Total Fire Ban
Days declared for both the Central and Northern Central regions and broadcast on the
VicEmergency app, the IMT will monitor the conditions using BoM site information, the
VicEmergency app, CFA advice and implement guidance from DoE via ISV.

This may result in:

the cancellation and postponement of offsite activities.

restriction to the onsite activities at school.

the preemptive closure of the whole school.

the cancellation of the school’s private Bus Service to Castlemaine.

The IMT of that day will make the management decisions. The trigger points for decision
making include:

e winds above 60kms with gusts exceeding this.
e storms with high rainfall resulting in potential flooding.
e storm predictions with tree falls and road closures.

Extreme Weather Warning procedure

The IM team will be responsible for making a decision using the available information and
inform those concerned:

[J  Notify Staff and Families the evening prior to the Extreme Weather warning day or
before 7.30am on the day of the warning via SMS and Compass, according to the
most recent update from VicEmergency. Include:

Preemptive School Closure arrangements.

Cancellation notification to the school’s private Bus Service users via the Dharma
School Bus Coordinator using WhatsApp notification and SMS to parents
concerned.

[J  Cancellation of any off-site activity with the alternate arrangements for learning.

O
O

A late notification by VicEmergency may result in a notification after 7.30am.

Once operations are cancelled we will not revoke this if the weather conditions change. This will
minimise communication disruptions and streamline our emergency responses to be clear and
predictable.
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Extreme Wind Events procedure

On declared days of Extreme weather - wind above 60kms per hour with gusts
exceeding this:

[J The school’s private Bus Service will be cancelled and parents informed of their duty to
provide their own transport to and from the school if they deem it is safe. The Dharma
School Bus Coordinator and the IM will use Compass, SMS & WhatsApp to advise
parents.

[ Off-site activities will be cancelled or recalled.

Student supervision:

[J Outside play will be restricted to classroom activities.

[J Any student access to the outdoors will be limited to being accompanied by a
supervising adult.

The IM team will be responsible for:
[J securing playground furniture
[J securing play equipment
[J clearing any loose items from the verandahs
[J retracting verandah blinds
[J identifying any other items to be secured

Storms and Lightning Events procedure

During sudden storms or under threat of lightning, outdoor play will be restricted
to classroom activities. This will be monitored using the BoM, VicEmergency and at
the IM’s discretion to ensure community safety. Staff will be instructed that:

[J Outdoor classes will be cancelled.
[J Any necessary student access to the outdoors, including travelling across to toilets from
Building B requires adult supervision.

Storms and Flooding threats procedure

In significant storms with continuous rainfall in excess of 7mm per hour or
notification of risk of flooding, off-site activities will be cancelled or recalled.
The School may consider preemptive closure and family reunification through a timely
school evacuation. This will be enacted through monitoring of the VicEmergency app,
BoM site, and at the IM’s discretion to ensure community safety prior to the flooding
event.

[J The IM enacts the EMP family reunification and evacuation plan.

[J The school’s private bus service will be cancelled and parents informed of their duty to
provide their own transport to and from the school if they deem it is safe. The Dharma
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School Bus Coordinator and the IM will use Compass, SMS & WhatsApp to advise
parents.

Response to Off-Site Activities on days of Extreme Fire Danger

and Extreme Weather Warning for the Central and North Central
Districts

The safety of students and staff is paramount and off-site activities will be cancelled,
postponed or relocated on days of Extreme Fire Danger, Extreme Weather Warning, or
Total Fire Ban broadcast by VicEmergency. The School IMT will remain on high alert.

This includes:
. Camps
. Excursions
. Field trips
. Sporting activities
. Outside play

Training or conferences for staff

[J IM to notify teaching staff the evening prior to the Extreme Weather warning day or
before 7.30am via email and SMS message advising of cancellation.

[J IM to notify the school community the evening prior to the Extreme Weather
warning day or before 7.30am of cancellation of off-site activities via Compass and
SMS.
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School Private Bus Service cancellation

e Bus routes passing through high-risk areas may be cancelled on Extreme Fire Danger
or Extreme Weather Warning days.

e The school’s private Bus Service will be cancelled if it has to pass through an area
affected by fire or an extreme weather event, even if our school remains open.

e The school will liaise with the Bus Coordinator at Daylesford Secondary College (the
regional bus coordination terminal), for any changes or cancellation to services:
Shannon, Daylesford Secondary College, 5348 2367.

Bus Route Closures: www.education.vic.gov.au.

e If a bus route is threatened by unexpected fire, the Bus driver will enact the

Emergency Management Plan for Bushfire.

Cancellation procedure:

J IM will liaise with the Secondary College regional Bus Coordinator.

[J IM will communicate any changes to public bus routes or a cancellation to
the school’s private Bus Service to parent/carers as soon as practicable via
the Compass platform and by SMS.

[J The Dharma School Bus Coordinator will notify a service cancellation via
WhatsApp notification. They will also notify the bus driver of the day.

[J IM will record the alternate arrangements made by families for transporting
students or their non-attendance, in the school diary in the office.
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Missing Child Response (on-site & off-site)

This response plan outlines the actions to be taken when a child is suspected or confirmed
missing from the school site (or during a school-activity).

Trigger the response when:

e A child’s whereabouts cannot be established and “the circumstances are out of
character or the context suggests the child may be at risk of harm”.

e A child registered as being at school is not present at a scheduled check, break,
class, or at pick-up time with no explanation.

e During an off-site activity when the child cannot be located after immediate
account-checking and a search.

Roles & Responsibilities

Role Responsibility

Incident Lead (e.g., Principal Makes the decision to activate the full missing-child

or most senior staff response; escalates to Leadership; liaises with emergency
available) services/authorities; communicates with parents/carers;

briefs the post-incident review.

Search Coordinator Directs staff search of building, grounds, and situation of
missing child; ensures area is locked down if required;
obtains last known location and timeline.

Communication Officer Maintains log of actions, staff involved, time stamps; contacts
parents/carers, and external agencies if required; manages
media enquiries (if applicable).

Classroom Warden Ensures all other students are safely supervised, attends to
emotional needs of staff and students; ensures registers and
sign-in/out records are checked.

Incident Manager Assesses whether the missing event has safeguarding
implications, ensures records are made, triggers child
protection procedures if needed.

Immediate Response (First 0-15 minutes)

1. Ensure safe supervision of remaining students

o The classroom teacher notices the child missing: immediately ensures their own
group is safe, stabilised and accounted for.
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o A second staff member takes responsibility for supervision of that group while
classroom teacher helps with response.

2. Confirm the child is missing

o Check roll/attendance for day: confirm child was present (or was expected) and
note when/where they were last seen.

o Ask teacher/students: where was the child last observed? What were they doing?
Who were they with?

o Check outdoor areas, toilets, behind buildings and sheds, under verandahs, any
usual “hidden” places or unsupervised access points.

3. Alert key staff / Incident Lead

o The teacher or staff member raises a "Missing Child Alert" to the Incident Lead and
Search Coordinator.

o Secure the area: ensure external doors are locked or monitored to prevent child
leaving campus unnoticed.

4. Begin a structured search
o The Search Coordinator allocates staff to search building, grounds, playgrounds,
toilets, out-of-bounds areas, carpark cars, containers, and any relevant off-site

area.

o One staff member remains at the last-known location waiting to intercept the child if
they return.

o Use mobile phones to keep communication between search teams.
5. Communication with Administration

o Admin checks sign-in/out books, visitor logs, to establish whether the child left the
site or was escorted away.

o Communication Officer begins log of times, staff deployed, venues searched,
outcome of those searches.

Secondary Response (15-30 minutes)

e Notify parents/carers
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o If the child has not been found within 15 minutes, the Communication Officer or
Incident Lead calls parents/carers: advise that the child is missing, describe steps
taken so far, asks for any additional information (recent travel, special needs,
clothing, last known mood/behaviour).

e Consider external assistance
o If the child remains missing at approx. 30 minutes: Incident Lead decides to
contact external agencies:
e call Daylesford local police,
e consider 000
e Report to Child Protection.

e Widen search area

o Extend the search off-site if there is reason to believe the child may have left
campus: check neighbouring zones, vehicles, roads, bus stops, parks

o Staff remain visible and identifiable (via high-visibility vests) and avoid putting
students at risk.

e Continue to supervise all remaining students
o Allocate additional staff as necessary. Ensure lines of sight, maintain calm.
e Manage communications internally and externally

o Communication Officer keeps the staff informed via internal channels: search
continuing, next steps, any restrictions to access.

o Avoid speculation; only release confirmed information to parents or media. If media

contact arises, direct to Incident Lead. Manage media communication via ISV
media support.

Recovery / Once Child Found

6. Safe reunification
o Ensure the child is returned to a safe, supervised environment.

o The Safeguarding Lead meets with the child to establish what happened, assess
any trauma, and check on wellbeing.
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o The Incident Lead or Communication Officer contacts parents/carers to confirm the
child has been found and is safe.

7. Debrief and support
o Principal to prepare a post incident school wellbeing plan:
Conduct a debrief with all involved staff: what happened, when, how child was

located, what worked/what didn’t.

o Provide wellbeing support to the child and any affected students or staff
(counselling if needed).

8. Documentation and investigation

o Complete incident log: time found, location, actions taken, who led search, how the
child went missing, why they re-appeared or were discovered.

o Investigate root causes: e.g., supervision lapse, access point failure, unclear
boundaries, child vulnerability.

9. Communication to whole school community
o Provide a brief summary to staff and to parents (via newsletter or letter): that
incident occurred, child is safe, and school is reviewing procedures. Avoid naming
the child publicly unless parental consent and appropriate.

10. Review and revise procedures

o Use the “lessons learnt” to update the policy: revise supervision timetables, access
control, student briefing, staff training.

o Schedule a refresher training for staff and simulate this scenario in a drill.
Guidance emphasises the importance of regular review of plans.
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Bomb / Substance Threat Checklist

This checklist should be held by persons who regularly accept incoming telephone

calls.
Keep calm.
Call Taker Call Taken
Name Date / Time
Contact Number Duration of Call
Signature Caller Contact
Number

Complete the following for a BOMB THREAT.

When is the bomb going to explode?

Where did you put the bomb?

\What does the bomb look like?

\What kind of bomb is it?

What will make the bomb explode?

Did you place the bomb?

What is your name?

\Where are you going?

What is your address?
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Complete the following for a SUBSTANCE THREAT.

Questions Responses
\When will the substance be released?

\Where is it?

\What does it look like?

\When did you put it there?

How will the substance be released?

Is the substance a liquid, powder or gas?

Did you put it there?

* Abusive * Taped voice recording
* Well Spoken ® Irrational
* Incoherent * Message read by caller

® Other (specify)
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Characteristics of the Caller

Gender of caller

Estimated age

Accent if any

Speech impediments

\Voice (loud, soft, etc)

Speech (fast, slow etc)

Dictation (clear, muffled, etc)

Manner (calm, emotional, etc)

Did you recognise the voice?

If so, who do you think it was?

\Was the caller familiar with the area?

Exact Wording of Threat
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Report call to

Actions
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ANAPHYLAXIS EMERGENCY RESPONSE PROCEDURE

Purpose

This procedure outlines the school’s response if a student, staff member, or visitor
experiences a suspected anaphylactic reaction on-site or during a school activity. This
procedure is consistent with Ministerial Order 706, the Department of Education
Anaphylaxis Guidelines, and ASCIA Action Plans.

Identification of Anaphylaxis
Anaphylaxis may present with one or more of the following:

Difficulty or noisy breathing

Swelling of the tongue and/or throat

Difficulty talking or hoarse voice

Wheeze or persistent cough

Dizziness, collapse, or becoming unresponsive
Pale/floppy (young children)

Hives, welts, abdominal pain or vomiting

If uncertain, treat as anaphylaxis.
Immediate Actions (On-Site)
e Stay with the student and provide reassurance.
o Do not allow the student to walk or stand.
o Alert staff immediately.
o Activate: “Anaphylaxis Emergency Response”.
e Administer Adrenaline Without Delay.
Use the student’s own adrenaline autoinjector (EpiPen/EpiPen Jr or Anapen).
If unavailable, administer a school general-use autoinjector.
Remember to: uncap and “blue to the sky, orange to the thigh”, secure the leg

and inject holding the pen in place for 3 seconds.

e Call 000 and state: “Anaphylaxis - Adrenaline Administered”.
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o Do not hang up until instructed.
e Positioning:

o Lay the student flat.
o If breathing is difficult, allow them to sit but do not stand or walk.
o If unconscious, place in recovery position and monitor airway.

e Monitor and Support:

o Stay with the student and monitor continuously until paramedics arrive.
o A second staff member brings the student’'s ASCIA Action Plan and notifies the
parent/carer.

If Symptoms Do Not Improve or Return

e Administer a second adrenaline autoinjector after 5 minutes.

Off-Site, Camps and Excursions

e The student’s prescribed autoinjector and a general-use autoinjector must
accompany the group.
A trained staff member is designated as First Aid Lead.
Follow the same response steps: administer adrenaline, call 000, position
correctly, monitor continuously.

Post-Incident Procedures

Notify the Principal and First Aid Officer immediately.
Record the incident in the Compass First Aid Incidents.
Debrief with involved staff and support the student as required.
Review:

Individual Anaphylaxis Management Plan
ASCIA Action Plan

Staff training needs

Risk minimisation strategies

Storage and maintenance of autoinjectors

o O O O O
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ascila FIRST AID PLAN FOR

australasian society of clinical immunology and allergy

www.allergy.org.au A n a p h y I a x i S

For use with adrenaline (epinephrine) injectors - refer to the device label for instructions
Translated versions of this document are on the ASCIA website i

MILD TO MODERATE ALLERGIC REACTIONS

SIGNS ACTION

e * For insect allergy flick out sting if visible
* For tick allergy seek medical help or freeze tick and let it drop off

Swelling of lips, Hives or welts = Stay with person, call for help and locate adrenaline injector
face eyes « Phone family/emergency contact

Mild to moderate allergic reactions (such as hives or swelling) may

) Abdominal pain, not always occur before severe allergic reactions (anaphylaxis
Tingling mouth vomiting (these are ¥ g (anaphy )
signs of anaphylaxis

for insect alllergy)

ANAPHYLAXIS (SEVERE ALLERGIC REACTIONS)

WATCH FOR ANY ONE OF
THE FOLLOWING SIGNS

1 LAY PERSON FLAT - do NOT allow them to stand or walk

@ * If unconscious or pregnant, place in recovery position - on left side if pregnant
= If breathing is difficult allow them to sit with legs outstretched
* Hold young children flat, not upright

Difficult or noisy Swelling of tongue

restng v .
v g %f /i" |

Q) Hso

2 GIVE ADRENALINE INJECTOR as shown on the device label

Swelling or Wheeze or / / / /
tightness in throat persistent cough
o=

— O==
(=)

Phone ambulance - 000 (AU) or 111 (NZ) (())
Difficulty talking or  Persistent dizziness

Phone family/emergency contact
Further adrenaline may be given if no response after 5 minutes

o 0 s~ W

hoarse voice or collapse Transfer person to hospital for at least 4 hours of observation ale
‘d
Pale and floppy Abdoriinal pai, IF IN DOUBT GIVE ADRENALINE INJECTOR e
(young children) v_rémitinfg (“‘e;el are Commence CPR at any time if person is unresponsive and not v
signs of anaphylaxis ; z
for st aliig) breathing normally e
Adrenaline inject i follows: : e o ;
il s i ALWAYS give adrenaline injector FIRST, if someone has SEVERE AND SUDDEN
* 300 mcg for children over 20kg and adults BREATHING DIFFICULTY (including wheeze, persistent cough or hoarse voice),
: :Sgrggigm 500 meg for children and adults even if there are no skin symptoms. THEN SEEK MEDICAL HELP.
Note: If ad line is identally injected (e.g. into a thumb) phone your local poisons information centre. Continue to follow this first ald plan for the person with the allergic reaction.

© ASCIA 2021 This document has been developed for use as a poster, or to be stored with general use adrenaline injectors.
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ASTHMA - EMERGENCY FIRST AID PROCEDURE

To outline the required response when any person at school displays signs of an asthma
flare-up or asthma emergency. This procedure aligns with the National Asthma Council
Australia Asthma First Aid (4 Step Plan).

Common Signs of Asthma Symptoms

Persistent cough (especially at night or after exercise)
Wheezing or whistling sound when breathing
Shortness of breath or difficulty breathing

Chest tightness or discomfort

Signs of a Severe or Life-Threatening Asthma Emergency

Gasping for breath

Severe chest tightness

Difficulty speaking more than one or two words
Blue/grey colouring of lips

Becoming pale, tired, exhausted or collapsing

If unsure whether it is asthma, treat as asthma.

IMMEDIATE FIRST AID RESPONSE (4 STEP PLAN)

1. Sit the person upright.

o Stay calm and reassure them.
o Do not leave them alone.

2. Give 4 separate puffs of a reliever medication (e.g., Ventolin).
o Use a spacer if available.
o Shake the inhaler, give 1 puff, then ask the person to take 4 breaths.
o Repeat until 4 puffs have been given.
3. Wait 4 minutes.
o If breathing is not improving or symptoms worsen — proceed to Step 4.

4. Give 4 more puffs.

o If still not improving — call 000 immediately.
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o Continue to give 4 puffs every 4 minutes until medical care arrives.

Call 000 Immediately If:

The person is not improving after Step 2 or Step 4

The person is unable to speak normally
The person’s lips appear blue or grey
The person is collapsing, exhausted, or you are unsure

When calling 000, say: “Asthma Emergency — Reliever Given.

If the Person Becomes Unconscious

e Place in recovery position.
e Check airway and breathing.
e Begin CPR if breathing stops.

Post-Incident Actions

Notify the Principal and First Aid Coordinator.
Contact the parent/carer as soon as practicable.
Record incident in Compass First Aid register

e Review:
o Individual Asthma Action Plans
o Medication storage and expiry dates
o Staff training requirements
o Risk minimisation strategies
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ASTHMA FIRST AID

Blue/Grey Reliever
Airomir, Asmol, Ventolin or Zempreon and Bricanyl
Blue/grey reliever medication is unlikely to harm, even if the person does not have asthma

- >
® is not breathing
DIAL TRIPLE ] :sudde‘nly becomes worse or is not improving .
ZERO (000) FOR ® is having an asthma attack and a reliever is not available
® is unsure if it is asthma
B IAh':MAEth?E]I-'EALhY"iE = has a known allergy to food, insects or medication and
THE PERSON: has SUDDEN BREATHING DIFFICULTY, GIVE ADRENALINE
5 AUTOINJECTOR FIRST (if available), even if there are no
skin changes, then use a reliever
N 7
N
: ggRg%i = Be calm and reassuring
I_h UPRIGHT = Do not leave them alone
.
Y
= Shake puffer
= Put 1 puff into spacer
GIVE 4 = Take 4 breaths from spacer
SEPARATE - Repeat until 4 puffs have been taken
PUFFS OF P , -
RELIEVER || If using Bricanyl, give 2 separate inhalations (5 years or older)
PUFFER
If you don't have a spacer handy in an emergency, take 1 puff
as you take 1 slow, deep breath and hold breath for as long
as comfortable. Repeat until all puffs are given
N >,
e E
= |f breathing does not return to normal, give
WAIT 4 4 more separate puffs of reliever as above
B MINUTES 0 e _
Bricanyl: Give 1 more inhalation
J

IF BREATHING DOES NOT RETURN TO NORMAL

N
= Say ‘ambulance’ and that someone is having
an asthma attack
= Keep giving 4 separate puffs every
DIAL TRIPLE 4 minutes until emergency assistance arrives
ZERO (000)
. Bricanyl: Give 1 more inhalation every & minutes

= until emergency assistance arrives

a Supported by:
1800 ASTHMA
ASTHMA (1800 278 462) WHITE Translating and
AUSTHAI.IA MAGIC Interpreting Service
M whitemagic.biz

131450 ©Asthma Australia 2022
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SNAKE BITE — EMERGENCY FIRST AID PROCEDURE

Ensure an immediate and consistent response to any suspected snake bite on school
grounds or during school activities, using the Pressure Immobilisation Technique (PIT)

recommended in Australia.

Recognition of a Snake Bite
A snake bite may present with:

Immediate or delayed pain at bite site

Puncture marks, scratches or no visible marks
Nausea, vomiting or abdominal pain

Headache or blurred vision

Drooping eyelids or difficulty speaking/swallowing
Dizziness, collapse, or unconsciousness

If a snake is seen near a student, assume contact is possible and check for
symptoms.

If in doubt: treat as a snake bite.

IMMEDIATE RESPONSE

1. Call 000 immediately.
Advise: “Suspected snake bite — ambulance required.”
Do not allow the person to walk or move.

2. Keep the person still and calm.

o Do not wash the bite site.
o Do not apply ice, cut, suck or tourniquet.

3. Apply a Pressure Immobilisation Bandage (PIT).
Apply a broad, firm bandage directly over the bite site.
Then bandage the entire limb from the toes/fingers up to the
groin/armpit.

o The bandage should be firm but not cutting off circulation.

4. Immobilise the limb.
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o Use a splint or sling to keep the limb still.
o Keep the person lying down and still until paramedics arrive.

5. Monitor and support.

o Watch airway, breathing, and level of consciousness.
o Be prepared to commence CPR if the person becomes unresponsive and is
not breathing normally.

Important Do Nots

Do not remove bandage once applied (even if symptoms improve).

Do not allow the person to walk or attempt to go to the ambulance.

Do not wash the bite site (venom detection requires residue on skin/bandage).
Do not try to catch or kill the snake.

Response During Off-Site Activities / Bush School

Staff must carry a first aid kit including snake bite bandage and splint.
Ensure mobile phone reception or emergency communication device.
Keep students in groups and away from long grass, logs, rock piles, or water
edges where visibility is reduced.

e If a snake is sighted, stop movement, group students together, calmly leave the
area.

e Do not allow chasing, handling or photographing.
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Emergency drills / training schedule

e Frequency: Minimum 1 drill per term with a spread across Evacuate & Assemble,
Lockdown, Shelter-in-Place and Safer Off-site Area relocation.

e Records: Use Appendix A observer form + debrief notes; track completion by
campus/term.

e Training: Annual staff briefing (Term 4 and Term 1), Warden training refreshers, Annual
First Aid/CPR/Anaphylaxis refresher in May, induction for new staff/volunteers,
age-appropriate student education.

e External liaison: Daylesford CFA/Daylesford Police/Ballarat SES invited to one exercise

per year.
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Appendices

Appendix A: Emergency drill/exercise observers’ record

Insert the drill observer template (observer names, scenario, timings, what worked,
improvements, actions/owners/due dates).

https://docs.google.com/document/d/1aEd11BX9bXOKnePYetDzi8 CKiZO2kHCO0/edit?usp=sharing&ouid=10
112 185496114721 f=tr =tri

Evacuation - Checklist

Sound the air horn - 3 blasts
Visit each classroom to ensure they heard the horn sound

Start a timer to track the length of time since evacuation procedure started

2.

Building Sweep Tick when completed
Prep to Grade 3 - Classroom
Grade 4-6 Classroom

All access Toilet Block
Offices

Library

Staff Toilets

Girls Toilets

Boys Toilets

Creek & Playground

Gathered at Emergency Assembly Point - Carpark area next to school buses:

4.

Class Rolls Checked by teachers Tick when completed
Prep/1/2/3

Grade4/5/6

4.1

Conduct search for missing persons if applicable

5.

Record length of time since horn sounded, for all persons to be assembled and accounted for:
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6. Release visitors, volunteers or non essential staff

Staff/Visitors list Signature & Time of departure

6.

Record length of time since horn sounded, for all persons to be assembled and accounted for:

Send parent/carer communications using the template on the school mobile phone

Initiate Evacuation on the school buses to
Evacuation point (CFA Daylesford front lawn)

Drill:
Observer name: Scenario:
What worked: Improvements:

Actions/owners/due dates:

Daylesford CFA Captain Glen: 0428 381 125

000 emergency services

Daylesford Dharma School 90 Daylesford-Trentham Road Daylesford
School Number 22058 P:5348 3112 M: 0452 185 739
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Shelter in place - Checklist

1.

Sound the air horn - 3 blasts
Visit each classroom to ensure they heard the horn sound

Start a timer to track the length of time since evacuation procedure started

2.

Building Sweep Tick when completed
Prep to Grade 3 - Classroom
Grade 4-6 Classroom

All access Toilet Block
Offices

Library

Staff Toilets

Girls Toilets

Boys Toilets

Creek & Playground

Gathered in the schools designated shelter in place room - The breakout space in the Grade 4/5/6
classroom

4,

Class Rolls Checked by teachers Tick when completed
Prep/1/2/3

Grade4/5/6

4.1

Conduct search for missing persons if applicable

5.

Record length of time since horn sounded, for all persons to be assembled and accounted for:
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6. Release visitors, volunteers or non essential staff

Staff/Visitors list Signature & Time of departure

6.

Record length of time since horn sounded, for all persons to be assembled and accounted for:

7. Initiate parent/student reunification

Send parent/carer communications using the template on the school mobile phone

IM (Incident Manager)
in carpark with Hi Vis Vest monitoring cars
calling out to DIM who is next in line to collect their child/ren

DIM (Deputy Incident Manager)
on veranda outside classroom receives message from IM, collects child/ren, and sends them down to IM

LW’s (Logistics Warden)
keep children calm on the carpet with reading stories etc

Drill:
Observer name: Scenario:
What worked: Improvements:

Actions/owners/due dates:

Daylesford CFA Captain Glen: 0428 381 125

000 emergency services

Daylesford Dharma School 90 Daylesford-Trentham Road Daylesford
School Number 22058 P:53483112 M: 0452 185739
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Appendix B: Emergency Fire kit checklist

Kits located at: School Buses.
Include: Current EMP, contact lists, student rolls, visitor logs, First-aid (incl. EpiPens, Ventolin),
hi-vis vests, whistles, torches, spare batteries, portable radio, pens/clipboard, masking tape, basic
PPE, hand sanitiser, water, snacks, fire blankets, USB with digital copies, mobile chargers.

https://docs.google.com/spreadsheets/d/1Ae3SOQfc85Mx8PcomU2P3-IHsX20w9IxgOsa3a

MyK7s/edit?usp=sharing

Whole School First Aid Kit - Located in the P-3 Classroom

Quantity

Snake bite bandage

Notes

Condition - Clean and sealed packaging for preservation of
sterile equipment

Quantity - Are the consumables running low or completely used

Crape bandage

Equipment - are the required items present and not lost.

Safety pin

Use By - Are consumables within date, if not replace with in date
products.

Saline

Scissors

Tweezers

Gloves

Thermometer

Bandaids

Waterproof adhesive dress

ing

Wound dressing small

Wound dressing medium

Wound dressing large

Triangular bandage

Tape

Sterile eye pads

Alcohol swabs

CPR mask

Rubbish bag

Sick bag

Burn aid cream

Anticeptic Cream

Aloe Vera

Rescue Remedy

X1 Asthma puffer
X1 Spacer
X1 Auto Adrenaline injector

DDS - Emergency Management Plan - Version: Jan 2026
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Incident Manager Kit - Located in the Office

Remeber to check condition of items - operationa
Quantity Item and batteries charged
Quantity - Are the consumables running low or
1/School Mobile Phone completely used
Equipment - are the required items present and
2|FM/AM Portable Battery Radio not lost.
Use By - Are consumables within date, if not
1|/Portable Power Bank replace with in date products.
4/Hi Vis Vests
1/Contact List - printed
1/Current EMP - printed
1|Classroom Student Rolls
4|Spare Batteries AA
4|Spare Batteries AAA
4|\Whistles
1| Torch
1/Mobile charging cord multi option type|
1/Hi Vis Traffic Cone |

Bushfire Evacuation kit - Located in the buses.

Remeber to check condition of items -

Quantity Item operational and not expired
Quantity - Are the consumables
4 |Hi Vis Vests running low or completely used
Equipment - are the required items
1|Evacuation First Aid kit present and not lost.
Use By - Are consumables within date,
40| Smoke Goggles if not replace with in date products.

72{P2 Respirator Masks
12|Woollen Fire Blankets
40|300ml Bottled Water
10|Snacks

Current EMP - printed
Classroom Student Rolls

—

—
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Appendix C: Post-emergency record

Template to record: incident summary, timeline, decisions, responders attended, injuries/damage,
notifications made (WorkSafe, VRQA/sector authority, parents), supports provided, lessons
learned, corrective actions, sign-off.

https://docs.google.com/document/d/17PPZIzdsX-41dcCch0bhvSfy8 Rn6wy-5nB9EQcjWOO0/edit?
usp=sharing

DAY LES FO RD
DharmaSchool

Live to be kind. Learn to be wise.

Incident Summary Record

1. Incident Details

Date of Incident
Time of Incident
Location

Type of Incident (LJ Injury [J Near Miss
[] Property Damage [ Behavioural []
Other: )

Reported by
Role/Position
Date Reported

2. Summary of Incident

Provide a brief description of what occurred, including key events and immediate impact.

DDS - Emergency Management Plan - Version: Jan 2026
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Live to be kind. Learn to be wise.

3. Timeline of Events

Time Description of Events/Actions

4. Decisions Made / Immediate Actions Taken
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5. Responders / Staff Involved

Name Role Response / Action Taken

6. Injuries or Damage

Person / Iltem Affected Nature of Injury or Damage Treatment / Action Taken
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7. Notifications Made
Authority / Party Date / Time Notified By
Notified
WorkSafe
VRQA / Sector
Authority

Parents / Guardians
Emergency Services

Internal Leadership /
OHS Officer

Board of
Governance

8. Supports Provided

Reference / Report Number
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DAYLESFORD

DharmaSchooI

Live to be kind. Learn to be wis

9. Lessons Learned

10. Corrective and Preventive Actions

Action Required Responsible Person | Target Date Status / Date
Completed
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11. Sign-Off

Prepared by Role Signature Date
Reviewed by Role Signature Date
/Principal
OHS Representative ' Role Signature Date
/ Manager
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Appendix D: Pandemic actions

Refer to current DH/DET health advice. Maintain hygiene supplies, enhance cleaning, cohorting if
required, ventilation/air-purifiers, outbreak management (notify PHU), isolation areas, rapid
antigen protocols, remote learning continuity, communication templates, return-to-school plans.

https://docs.google.com/document/d/1H2rRO3b2Fv9z15LS7kYYdPBAdy2KPAvG/edit?usp=drive
link&ouid=108112666185496114721&rtpof=true&sd=true

AP~

Dhar'm'ahSchool

Covid Safety Plan

Purpose: The purpose of this plan is to ensure that our school environment and infection
management control practices support the health, safety and wellbeing of all our
students, teachers, staff, visitors, volunteers and contractors. In this pandemic
environment, we acknowledge additional precautions are required and that these
are outlined in this COVID Safety Plan. This plan provides all community members
with the guidance to operate in a COVID-safe way, and helps identify and mitigate
risks during the ongoing pandemic. The Principal will be responsible for managing
this Safety Plan and delegating responsibilities, training and record keeping.

1. School access and student numbers flow

To control the volume of people entering and being in the school , we will:

e discourage face-to-face parent-teacher meetings but instead use Zoom and telephone
meeting platforms.

e discourage parent/carer access to the classrooms by ensuring staff are rostered each
morning to meet students in the carpark and support their entry into the school. Parents
are encouraged to remain in the carpark.

e encourage admin staff to work from home if experiencing any respiratory symptoms.

o check the temperature of a student with upper respiratory symptoms or with suspected
fever symptoms. If the temperature registers >37.5°C the student will be required to don
a face mask, escorted to the Gonpa room to isolate, and continue their learning with a
clear supervision view by the office staff until a parent/carer can collect them.

e follow the management plan for students presenting with symptoms suggestive of
COVID-19 that requires immediate isolation of the student and the donning of a surgical
face mask to reduce risk of transmission.

® limit student movement to their classrooms and outdoor covered areas to reduce risk of
transmission.

o define foot traffic through the school using floor markings and signage to support clear
social distancing.

2. Infection management control
display information at the school entrance and ensure clear messaging on the website
reminding parents/carers to notify the school if a student displays any symptoms
suggestive of COVID-19 that requires exclusion from school until a negative Covid test is
obtained and to enable appropriate actions and reporting.

I o0s-POL-026 Covid Safety version Jan 2022
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e display information at doorway entrances outlining the requirements of entry to wear a
mask, use hand sanitiser before entering any room and to correctly cover coughs and
sneezes.

e display correct handwashing signage at all basins.

e provide access to alcohol-based sanitiser upon entry and exit (and at appropriate
locations throughout the school), as well as hand-washing facilities in classrooms.

o regularly update all community members regarding the public health advice for mask
wearing, social distancing, correct hand washing and how to minimise the spread of
bacteria.

e ensure students and staff wear face masks as much as possible unless engaged in explicit
teaching or where facial expressions are essential to convey meaning.

3. Physical distancing

While acknowledging that the nature of education means maintaining a physical distance of
1.5 m with students is not always possible, our school will put in place physical distancing
measures by:

e providing training to all members of staff
e taping a line on the floor 1.5 m from all people’s chair/desk as a physical indicator
® minimising student congestion entering and exiting classrooms by
® managing the number of people on the premises at any one time
e having parents wait in their cars in the car park to drop and collect their children
® spacing furniture and seating in classrooms
® encouraging parent/carers to call administration to book an appointment to speak
to a teacher rather than approach in person

4. Infection-control training

All teachers and staff members will undertake infection-control training using the Department of
Health online module and be inducted into the Covid safety plan.

All training will be documented and include:

_ DDS-POL-026 Covid Safety version Jan 2022
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e completion of Department of Health COVID-19 infection control fraining
e ensure all school staff are aware of their role when managing a student presenting with
or exhibiting symptoms suggestive of COVID-19.

5. Use of personal protective equipment

Appropriate use of personal protective equipment (PPE) is critical in limiting the spread of
COVID-19. All school staff will:

e ensure standard precautions, including hand hygiene, cough etiquette and appropriate
waste-management techniques, are maintained

e be trained in donning and doffing facial masks

e wear a facial mask appropriate to the level of student engagement in line with advice
from DET and the Chief Health Officer

e dispose of all used PPE in accordance with standard precautions.

6. School environmental management and cleaning

The Daylesford Dharma School will regularly clean and disinfect shared spaces, surfaces and
communal items. The School will increase its contracted cleaning service to 2 hours per day
during the pandemic. Our school will:

e enhance airflow by opening windows and doors in shared spaces (where and when
appropriate) and optimising fresh air flow in air conditioning systems (by maximising the
intake of outside air and reducing or avoiding recirculation of air)

® manage the amount of education materials in classrooms to reduce the cleaning burden
and risk of transmission, including reducing shared equipment between students

® minimise the sharing of administrative equipment between staff

e adhere to strict environmental cleaning as per the most current advice from the

hitps://www?2.education.vic.gov.au/pal/covid-19-school-operations/advice

e clean and disinfect frequently touched surfaces with detergent and disinfectant
wipe/solution

_ DDS-POL-026 Covid Safety version Jan 2022
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e provide training to all staff members on environmental cleaning requirements

® engage additional school cleaning services to provide 10 hours weekly of documented
Covid safe cleaning

® maintain a cleaning log

7. Record-keeping

To aid contact tracing in the event a school community member or any visitor to the school
testing positive for COVID-19, our school will:

® maintain a record of all visitors including staff and students including entry and exit times
in the school

e utilise a contactless electronic system (QR code) to record contact details, ensuring data is
stored confidentially and securely and is only used for the purpose for which it was
intended

e maintain these records for a minimum of 28 days

e maintain the Primary Close Contacts Register in line with the Chief Health Officer’s
published Covid safe mandates for the current definition of a primary close contact and
their isolation requirements

® maintain the confidential Vaccination Register

® have the Principal monitor the confidential@dharmaschool.com.au email for registering
and managing private health information regarding vaccinations

8. School staff management and limiting interactions in closed spaces

To reduce the risk of COVID-19 transmission between staff members, we will:

o regularly communicate with all school community members regarding the requirement to
not attend work if they have any symptoms consistent with COVID-19, regardless of how
mild, and will encourage testing in line with the Chief Health Officer advice

® support any school community member who tests positive for COVID-19, or is identified
as a close contact or is required to self-isolate — including by making them aware of their
leave entitlements

® encourage physical distancing in common areas such as the staff room, through
organisation of furniture, floor markings and signage

_ DDS-POL-026 Covid Safety version Jan 2022
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® encourage tea breaks/lunch breaks to be taken outside in covered areas

® encourage all staff to provide their own drinking vessels and cutlery

e require all staff to thoroughly clean communal items (eg cutlery) immediately after use by
washing with hot water and detergent

® cease the practice of sharing of food on site during the pandemic

9. Responding to a positive case, or close contact, in the school

If a member of the staff tests positive to COVID-19, our school will:

e implement ‘close contact’ requirements as outline by the Victorian Health department,

including contact tracing and recording if any staff member meets the criteria for being a
‘close contact’

e ensure the staff member does not return to school until they meet the criteria for release
from isolation, and as per local requirements

e have the Principal manage with delegation these responsibilities

Plan review

This plan will be reviewed regularly to ensure it reflects the current processes and procedures of
the current legislation requirements and public health directives. The plan will be reviewed and
communicated before the commencement of each term.

Resources

® COVID-19 infection control training

https://www.coronavirus.vic.gov.au/health-advice-schools

https://www?2.education.vic.gov.au/pal/covid-19-school-operations/advice
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Appendix E: Staff and Student Confidential Medical/Needs Register

Maintain a confidential register (hard copy in First Aid & Fire Emergency Kits and secure digital
copy) detailing:

e Name, location/room, condition/needs, PEEP (Personal Emergency Evacuation Plan),
equipment/medications, support person(s), transport notes.
Update each term or as needs change.

This sensitive medical details of staff and students should be removed from the copy of the EMP
that is distributed to the public & VRQA.

First Name Surname Staffor Room / Condition Assistance Responsible

Student Area Required During Person
Emergency
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Compliance Cross-References (internal use)

e VRQA Minimum Standards — Safe environment / Emergency & Critical Incident
Management: EMP current, signed, reviewed annually by 1 October and after any
incident; site-specific risks; roles; training; record-keeping.

e DET Policy — Emergency & Critical Incident Management Planning: risk assessment,
IMT, procedures, drills, templates, VicEmergency watch zones, recovery.

e AS 3745:2010: evacuation diagrams requirements; warden structure; training and
exercises.

Key compliance anchors:
e VRQA Minimum Standards & guidelines for school registration. VRQA

e DET policy: Emergency & Critical Incident Management Planning — requires an EMP
reviewed annually by 1 September and after any incident; provides templates (IMT,
comms tree, area/evacuation map). Department of Education, Victoria+2Department of
Education, Victoria+2

e AS 3745:2010 guidance for evacuation diagrams and planning elements.
Multiscreensite+2Activate Safety+2

e VICSES hotline (132 500) and VicEmergency hotline (1800 226 226) included in contacts.
Victoria State Emergency Service+1

e WorkSafe notifiable incident reporting (132 360) included. Department of Education.,
Victoria

Version Control & Distribution

e Version history: vDec 2025 for 2026 - created
e Distribution: Principal; Admin; All staff; Wardens; stored in Emergency Kits; uploaded to
website; printed copies at strategic locations.
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