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ES08B: Evacuation Plan and Emergency Procedures
Applicable to Community Language Schools SA and all member schools.

 Directions for Schools: 
Read and implement ES08 Emergency and Critical Incident Policy
Community Language Schools will need to specify:
· Evacuation procedures
· Invacuation procedures
· Assembly area
· Emergency contact phone numbers
Red text will need to be replaced with specific details for each Community Language School.  
Below is a SAMPLE of the Evacuation and Invacuation Procedure. 
A school can use existing evacuation or invacuation procedures
Print and make 2 – 3 of ES08B Evacuation Plan and Emergency Procedures accessible for everyone to peruse. 
 









	Evacuation Procedures

	Alert
	Insert method of informing, e.g. continuous siren blast, whistle blown, or ringing of a bell (at least one minute) 

	Action
	1. Close ALL windows and doors

	
	2. Principal, Safety Officer or delegate to take visitors book, staff sign-in book and Evacuation kit

	
	3. Leave the buildings by the <specify how people will exit all classrooms and buildings> and go to the assembly area

	
	4. ALL STAFF MUST MOVE OUT OF THE BUILDINGS

	
	5. Rolls to be marked and report any absences to the Principal, Safety Officer or delegate

	
	6. Do not return to the building until the Principal, Safety Officer or delegate has declared it safe to return to the building

	Location of Evacuation kit
	Specify the location of the evacuation kit


		Invacuation Procedures

	Alert
	insert method of informing, e.g. continuous siren blast, whistle blown, or ringing of a bell (at least one minute) 

	Action
	1. If inside a room, stay where you are

	
	2.  If outside, or in a corridor, move into the nearest room or office. 

	
	3.  If safe to do so, lock external doors

	
	4.  If safe to do so, shut all windows and close all blinds

	
	5.  If possible, congregate away from windows and doors

	
	6.  Remain inside until a message is brought to the room, or until the Evacuation Alert sounds (Insert method of informing, e.g. continuous siren blast, whistle blown, or ringing of a bell (at least one minute))

	
	7.  Follow evacuation procedures 

	Do not send anyone to investigate what is happening!






	Assembly Areas

	Location
	State the location of the assembly e.g. school oval, park across the road
Note to community languageethn schools: Avoid car parks as assembly areas as these may be areas for potential car bombs. The evacuation area should be an open space away from buildings.

	Map

	Insert map with routes from all teaching and learning areas to the evacuation assembly area.












.


	Emergency Contacts

	Agency
	Type of Emergency
	Contact Details

	Emergency Services
	Medical
Accident
Fire
Intruder
Bomb Threat
Gas Leaks 
Poisons 

	000

	South Australian State Emergency Services
	Natural Disasters
Floods
Storms
	132 500

	South Australia Police (SAPOL)
	Non-urgent police assistance
	13 14 44

	Child Abuse Report Line
	Child Abuse and/or Neglect
	13 14 78

	DECD Bushfire and Emergency Hotline
	Bushfire
	1800 000 279

	Electricity Power Network Faults 
	Electricity emergencies and power interruptions 
	13 13 66

	Gas Leaks
	Gas outages, leaks and emergencies 
	1800 GAS LEAKS
1800 427 532

	Fire bans and restrictions 
	Total fire bans, fire danger season and restrictions 
	1300 362 361

	Poison Information Centre
	Poisoning or suspected poisoning
	13 11 26

	National Security Hotline
	Information relating to National Security criminal activity, ethical standards, suspicious behaviour, vehicles or residences, reporting online terrorist/extremist content and other activities.
	1800 123 400

	Local Hospital
	Minor injuries
	insert local number

	insert other emergency contacts
	Insert type of emergency
	Insert contact number

	insert other emergency contacts
	Insert type of emergency
	Insert contact number

	School Principal
	The Principal must be informed of all Emergencies
	Insert mobile phone number 

	School Safety Officer
	The School Administrator must be informed of all Emergencies
	Insert mobile phone number 
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