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INTRODUCTION
Note: A school Fire Drill or practice should be held in October each year to familiarise children and
staff as to what is to happen in the event of a fire either in a building or in the surrounding bush.
Record of that drill must be kept.
The Fire Management and Evacuation Procedure has been developed with the assistance of
Bushfire Safety Consulting and is in line with 




Occupational Safety and Health Act 1984
Occupational Safety and Health Regulation 1996
AS 3745 - 2010 Planning for emergencies in facilities'
Australian National Competency Standard CS-FP-001 - 1995 Fire Emergency Response

Bush fires occur regularly in Western Australia often with little warning. Depending on a number
of circumstances and conditions a bushfire may pose a threat to school property and more
seriously staff and students.
Typically Western Australia’s (WA) bushfire season in the south west starts in November and
continues through to April, while in the Kimberley the season runs from June through to late
October. As climate and seasonal conditions change, bushfires in WA are becoming more common
and the risks are increasing.
As stated in Department of Education Services (DES) ‘Non-Government Schools In Western
Australia Registration Standards 2012’, non-government schools are required to have:
“Policies and procedures related to student safety which include emergency management plans
such as catastrophic weather warnings, bushfire and evacuation (if appropriate); lockdown
procedures; critical incident plans; on-site water-based activities (if applicable); and supervision of
off-site activities - including school excursions, water safety, workplace learning, vocational
education and training.”.
The safety and survival of students and staff should always be a School’s main priority.

Government schools in a high bushfire risk area that has a declared Catastrophic Fire Danger Rating
will be required to close (Refer to “The Principal’s Guide to Bushfire”,
http://www.det.wa.edu.au/policies). The Association for Independent Schools WA (AISWA)
strongly advises Principals of Non-Government Schools to also adopt this procedure/policy.
AISWA will contact schools in a declared area to warn them when the conditions for pre-emptive
closure of their school exist or are likely to exist in the immediate future.
AISWA will use the emergency contact details the Silver Tree Steiner School has recorded on the
AISWA web site and will attempt to make contact through the MGM Wireless Outreach
Programme by SMS, email and text to voice. The School must ensure these details are kept up to
date.
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AISWA is not able to guarantee that it will be able to contact all schools in all circumstances.
Ultimately, school principals are responsible for keeping up with all developments regarding
weather conditions that may put the safety of their students and schools at risk. Principals should
understand that it will be difficult to obtain timely advice on the location, direction and speed of a
bushfire and whether or not their school could be impacted. The school should therefore monitor
weather conditions as outlined in this procedure.
The Department of Fire and Emergency Services can also provide essential information and advice
to assist schools to Prepare, Act, Survive on the day (www.dfes.wa.gov.au).
Prepare
Prepare your school. Know your bushfire risk and develop a bushfire survival strategy.
Act
Act on the fire danger ratings. Put your preparations into action; do not wait and see.
Survive
Survive by monitoring conditions if a fire starts. Know the bushfire warning alert levels and what
you will do if you are caught in a fire.
OBJECTIVES
The objective of these procedures is to ensure, as far as practicable, the safety, health and wellbeing of staff, students, contractors and visitors during emergencies at The Silver Tree Steiner
School.
To comply with relevant Western Australian legislation, codes and guidance materials, emergency
procedures are prepared and distributed and an Emergency Control Organisation (ECO) is
organised and trained for the School.

EMERGENCY PLANNING COMMITTEE (EPC)
The EPC consists of Fire Wardens, Area Wardens and First Aid Officers, as well as outside agencies
such as Fire and Rescue Services.
The role of the EPC is to ensure the safety of the building’s occupants in any emergency.
During emergencies, instructions from EPC personnel (i.e. Wardens and Fire and Rescue Services
personnel) overrule the normal management structure.
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The Chief Warden is the first person on this list who is present:
A. The Administrator
↓
B. Oldest Year Level Class Teacher (hand over class to another teacher)
↓
C. Next Year Level Class Teacher (hand over class to another teacher)
↓
D. Until Youngest Year Level Class Teacher (hand over class to another teacher)
The First Aid Warden is the receptionist (person who holds a full time position and is trained)

PURPOSE AND SCOPE
The purpose of this process is to outline what steps staff are to take in the event of a fire, either
bush or building on campus or within Parkerville and surrounding area and the need to evacuate
or stay and defend.
RESPONSIBILITY
Responsibility for compliance to this process lies with all school staff.
Responsibility for annual process review and update lies with the Administrator and Board of
Governors.
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DEPARTMENT OF FIRE AND EMERGENCY SERVICES (DFES) AND BUREAU OF METEOROLOGY
(BOM) WARNINGS
During a bushfire, emergency services provide as much information as possible through a number
of different channels.
BOM FIRE RATINGS- (Bold = AISWA to try to contact schools)
1.
2.
3.
4.
5.
6.

CATASTROPHIC
EXTREME
SEVERE (in high risk zones only)
VERY HIGH
HIGH
LOW-MODERATE

DFES BUSHFIRE WARNINGS (Bold = AISWA to try to contact schools)
1.
2.
3.
4.
5.

ADVICE
WATCH and ACT
EMERGENCY WARNING
TOTAL FIRE BAN*
ALL CLEAR**

* This is not a Bush Fire warning but schools will be advised of this.
** AISWA may, if the situation requires it, send out the all clear advice. However if schools are
monitoring the DFES website as requested, they will have access to this advice on-line.
The Bushfire Warnings and Fire Ratings may change to reflect the increasing risk to life and the
decreasing amount of time you have until the fire arrives.
ADVICE - An advice message provides you with information on a bushfire that is not threatening
lives or property but may be causing smoke near schools.
WATCH AND ACT - A watch and act message tells you the fire conditions are changing and there
is a possible threat to lives and schools.
EMERGENCY WARNING - An emergency warning is the highest level of warning and tells you of
immediate danger. In some circumstances, it may start with a siren sound called the Standard
Emergency Warning Signal (SEWS) to get your attention as the fire is about to arrive. SEWS is a
distinctive sound that is broadcast immediately prior to major emergency announcements on
radio, television and other communication systems. The signal sounds like ‘whoop, whoop,
whoop’ and is broadcast for up to ten seconds before the broadcast of emergency information.
SEWS tells people ‘you need to listen - there is an emergency in your area and you need to take
action now’. It is used like a siren and is strictly controlled for use by an authorised hazard
management agency only.
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The school should activate their Emergency Critical Incident Management Plan for evacuation.
Consideration will include: location of fire and ability to travel safely to the selected relocation
point; notify DFES Communication Centre of your decision; and relocation point. If it is not safe to
do so, direct all students, staff and visitors to the school’s SAFE BUILDINGS or Safer Location, this
maybe the Evacuation Centres nominated by the Shire.
SEVERE RATING to EXTREME RATING - These are the worst conditions for a bush or grass fire. If
a fire starts and takes hold, it will be extremely difficult to control and will take significant
firefighting resources and cooler conditions to bring it under control. Schools need to get ready
to act.
CATASTROPHIC RATING - Schools need to act now. DFES stresses that survival must be considered
first and people should leave bushfire risk areas the night before or early in the day. When the
Fire Danger Rating is moving from Extreme to Catastrophic for your area it means any fires that
start are likely to be so fierce that even a well prepared, well-constructed and actively defended
structure may not survive a fire. If this sort of weather is expected it is advised that Schools
evacuate (where possible) a day or hours before a fire might threaten as this is the best option
for survival.
When a TOTAL FIRE BAN is declared it prohibits the lighting of any fires in the open air and any
other activities.
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FIRE WEATHER WARNINGS
The Bureau of Meteorology's fire weather services have been developed in close consultation with
the fire authorities in each State and Territory to best cater for local requirements. Fire Weather
Warnings are issued when the rating on the fire danger scale is expected to be Severe, Extreme or
Catastrophic over an area.
The information contained in a fire weather warning will be:
 The office which issued the warning
 The local time, day and date that it was issued
 A description of the relevant meteorological conditions and fire danger
 The area affected
 The time period for which it will be in effect
Schools should refer to the Bureau of Meteorology's website for action statements appropriate
for the Fire Danger Ratings being forecast.
Fire Weather Warnings are available from the Bureau's website and they are also distributed
through the media and to fire agencies and other key emergency services organisations. They are
normally issued in the afternoon for the following day so that they are available in time for the
evening television and radio news services. However, they may be issued at any time that the
need is recognised. They are renewed at regular intervals, generally at major forecast issue times,
and amended immediately if the need is recognised. If there is a Fire Weather Warning current
we will mention this in State/Territory and District weather forecasts for that area.
Fire Weather Warnings refer to the Fire Danger Ratings of Severe, Extreme and Catastrophic (Code
Red). These ratings correspond to the following ranges of Fire Danger Index: Severe 50-74;
Extreme 75-99 and Catastrophic 100+. Note that the Fire Danger Index is a scale from 0 to 100.

Please also refer to p24. Taken from the Bureau of Meteorology:
http://www.bom.gov.au/catalogue/warnings/WarningsInformation_FW.shtml
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FIRE INFORMATION CONTACT DETAILS

1.

Phone the DFES Emergency Information Line on 13 3337

2.

Visit the DFES Website www.dfes.wa.gov.au

3.

Or listen to regular radio updates, 15 minutes after the hour on ABC
Radio if major bush fires threaten lives or property – Frequency:
674.25MHZ

4.

The fire danger rating and weather forecast for Silver Tree Steiner
School is best found at: http://www.bom.gov.au/wa/forecasts/
Look under Lower West area for METRO HILLS

The Emergency Number to Dial for Police, Fire and Ambulance is 000
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EMERGENCY TELEPHONE NUMBERS

AMBULANCE

Emergency

000 or 112 (Mobile)

DFES

Fire / Emergency Info

13 3337

MEDICAL

Emergency
Royal Perth
SJOG Midland Public

000 or 112 (Mobile)
08 9224 2244
08 9462 4000

POLICE

Emergency

000 or 112 (Mobile)

SILVER TREE STEINER SCHOOL FIRST CONTACT – Administrator

0403 049 470

SILVER TREE STEINER SCHOOL SECOND CONTACT – Education Coord. 0438 133 805
SILVER TREE STEINER SCHOOL THIRD CONTACT – Bursar

0474 444 169

SILVER TREE STEINER SCHOOL INFRASTRUCTURE – Maintenance

0412 298 994

AUSTRALIAN PROTECTIVE SERVICES

08 9479 3930

HEALTH DEPARTMENT WA
- Radiation Department

08 9346 3333

HEALTH DEPARTMENT WA
- All DG except Radiation

08 9388 4999

AISWA

08 9441-1600

PSYCHOLOGY SERVICE

08 9208 2204/06
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GENERAL PRINCIPALS REGARDING BUSH FIRES
Bush fires are dangerous and can pose a great threat to lives and property. To help protect yourself
and buildings against bush fire it is important to understand some basic facts.
a. Fuel
During the hot bush fire season, bush land is covered with vegetation that provides fuel for fires –
long grass, parched native shrubs, dead leaves and twigs. Around the buildings dry grasses, leaves,
twigs and bark provide fuel for a fire. This fuel contributes to how hot the fire becomes and how
fast it spreads.
b. Embers
While a fire may not reach the buildings, they can still be damaged by burning embers carried by
strong winds. Embers landing on materials that easily burn are often the cause of small fires around
buildings. Gaps and openings in roofs, walls, evaporative air conditioners, window and doors allow
embers to enter buildings and start a fire. Embers can be of risk for some time after the fire front
has passed.
c. Radiant Heat
Bush fires generate extreme heat. This radiated heat can kill people, plants and animals – it is the
main cause of loss of life in a bush fire.
Radiant heat may not directly ignite buildings, however, it can crack and break windows which will
allow embers to enter.
d. Direct Flame Contact
Direct flame contact can occur when materials close to buildings ignite, resulting in flames
touching the outside of the building. The length of time that direct flame contact lasts depends on
the amount of fuel to be burnt.
e. Wind
Generally, strong winds accompany bush fires. As the wind increases, so too does the fire’s
intensity. The wind pushes flames closer to unburnt fuel, making the fire travel faster. Embers and
other burning materials are also carried by the wind which can have a damaging effect on homes
several hundred metres from the fire front.
f. Smoke and Toxins
By-products from fire are smoke and toxins, affecting the air we breathe. In a smoke filled room,
there will also be invisible poisonous gases that collect close to the ground and 1 metre and
upwards. The safe air to breathe is between 60cm-1metre. Young children will need to crouch to
remain within this range, whilst K6 and upwards and adults will need to crawl when leaving the
building.
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g. Feeding the fire and checking surfaces
Before accessing exits always check heat of doorknobs, doors and other surfaces with back of hand
to avoid burning skin. Opening a doorway exit when a fire is burning in close proximity can create
a rush of air and oxygen which could result in ‘feeding the fire’. Ensure you open the exit door two
finger width’s and stand away from the opening, on the hinge side, turning head slightly to check
if exit way is safe. Ensure children are away from doorway when you check.

GROUNDS PREPARATION
The amount of fuel management required around buildings is related to the predicted Radiant
Heat Flux Exposure and BAL as determined by the Australian Standard. The creation of protection
zones is an important fire protection measure.
The Building Protection Zone (BPZ) is a low fuel area immediately surrounding a building. Nonflammable features such as driveways, footpaths, vegetable patches, lawn or landscaped gardens,
including deciduous trees, can form part of a BPZ. It is suggested in some documentation that
buildings should have a 20m Circle of Safety Protection Zone around them. This figure can vary
depending on the amount and type of fuel in the area. A fuel load of less than 2 tonnes per hectare
is recommended.
The management of vegetation in the BPZ has two main purposes:
 To reduce direct flame contact and radiant heat from igniting the buildings during the
passage of the fire front.
 To reduce ember attack and provide a safer place for people to defend the building during
and after the fire front.
A Hazard Separation Zone (HSZ) is incorporated to minimise building vulnerability by reducing
bushfire intensity adjacent to buildings. It is suggested in some documentation that buildings
should have a 100m HSZ around them.

100m

20m

This figure can vary, depending on the amount and type of fuel in the area. A fuel load of less
than 5 to 8 tonnes per hectare for Jarrah/Marri forest, 12 to 15 tonnes per hectare for Mallee
heath and 15 tonnes per hectare for Karri forest is recommended.
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Hazard reduction includes:
 Screening ember entry points.
 Establishing building protection and hazard separation zones.
 Maintaining fuel levels below 2 tonnes per hectare.
 Removing fine fuels from ember accumulation areas.
Circle of Safety
1.

Do not pile wood against or near school buildings.

2.

If possible place metal fly wire mesh on all windows or vents to keep sparks and embers
out.

3.

If possible block any gaps under floor spaces, in the roof space, under eaves, external vents,
skylights, evaporative air conditioners, chimneys and wall cladding.

4.

Create and maintain a minimum two metre gap between school buildings and tree
branches. Shrubs should be a minimum of three times the height (at maturity) of the shrub
away from the building.

5.

Rake up leaf litter and twigs under trees.

6.

Remove shrubs and small trees under and between larger trees.

7.

Keep garden mulch away from buildings and grass is kept short.

8.

If possible ensure all gaps in external wall claddings are sealed.

9.

Keep roof gutters and valleys clear of leaves and bark.

10.

Keep LP gas cylinders secured and on the side of the school furthest away from the likely
direction of bushfires (where bush is) and placed so they vent away from the building.

11.

If possible block any gaps in the roof space.

12.

Remove flammable materials and store them away from school buildings.

13.

Create a 20 metre circle of safety around your school. This area needs to be cleared of all
rubbish, long dry grass, bark and material that may catch fire.

14.

Prune lower branches (up to two metres off the ground) to stop a ground fire spreading
into the canopy of the trees.

15.

Make sure you meet your local government’s firebreak requirements.

16.

Cut long grass and dense scrub.

17.

Clear obstacles and trees from driveways and access points.
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BUSH FIRE PREVENTION PLAN
Due to the principles mentioned above steps need to be taken to prepare School property for the
potential of a bush fire or fire within the campus.
Prior to the end of October each year, the Administrator is to organise people to carry out the
following tasks:
Preparation of Buildings
• Rubbish and materials that can catch alight are to be cleared around buildings within a minimum
radius of 20 metres
• Close entry points into buildings i.e. spaces between the eaves and areas under the building
• Place metal flywire mesh on all building vents to kept out sparks
• Clear building guttering regularly
Preparation of Grounds
• Cool burning forests and long grass
• Mowing of long grass
• Slashing and creating fire breaks
• Prune overhanging trees close to buildings
• Ensure all flammable substances are kept in one central area
Fire Services during Bush Fires
During a major bush fire, fire fighters will be working to stop the fire from spreading. A fire truck
may not be available to defend every building. If this is the case, the Fire Warden will make an
early decision to evacuate all staff, children, visitors and students from the school campus either
to their homes or designated site according the shire’s evacuation centres.
Evacuation Centres are:
Brown Park
Chidlow Hall
Chidlow Pavilion
Darlington Hall
Glen Forrest Hall
Mount Helena Recreation Centre
Parkerville Hall
Parkerville Pavilion
Wooroloo Hall.
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Fire Information Contact Details
If there is a bush fire in the surrounding area, information is available by calling:

DFES Emergency Public Information Line on 13 3337 or visiting the;

DFES Website as www.dfes.wa.gov.au.

Regular updates are broadcast on ABC Radio if major bush fires threaten lives or
property. The fire danger rating and weather forecast for Silver Tree Steiner School is
best found at: http://www.bom.gov.au/wa/forecasts/
Look under Lower West area for METRO HILLS
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AREA CONTACT STRUCTURE
FIRE ORDERS
Due to the school not having an Early Warning Information System (EWIS) notification and
information will be communicated as shown below.

EMERGENCY CONTROL CENTRE
(Office)
ADMINISTRATOR
SCHOOL RECEPTIONIST
or DESIGNATED ADULTS

Bell/Megaphone/runner
Primary Buildings /
Music Room and play
areas

Megaphone/runner
Kindergarten and
Playgroup buildings
and other areas as
appropriate
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ACTIONS OF CHIEF FIRE WARDENS
The Chief Warden takes control of the situation, he/she will 1. Don vest, white helmet and gather megaphone, bell and FIRE WARDEN folder from top
shelf in office or classroom.
2. Direct School Receptionist (or another adult) to –
- Inform Emergency Services of situation (Dial 000)
- Remain in office to receive and make calls, if safe to do so.
3. Commence ringing the bell and issuing instructions to gather at Assembly point or Take
Shelter in Safer Buildings
4. Wait at the Assembly Point or Safer Buildings for all Fire Wardens to report on status of
their Class Room.
5. Liaise with Emergency Services.

ACTIONS OF FIRE WARDENS
Every Teacher at the school has a duel role as both Teacher and Fire Warden in the event of an
emergency. The Teacher has the responsibility of ensuring their Class Room is cleared and escorting
the children to the Assembly point, where they will check the roll.

1.
2.
3.

Don vest and gather roll.
Have children quietly line up and prepare to evacuate the class room.
Evacuate the class room by following behind children and calmly escort them to the
Assembly Point or the Safer Buildings.

ACTION BY FIRST AID WARDEN
1. Collect First Aid box and first aid vest from office. Take to assembly area.
2. Don vest
3. Attend to casualties
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BUILDING FIRE
“EVACUATION PROCEDURE”
a.
b.
c.
d.

e.
f.
g.
h.
i.

Using Megaphone and continuously ringing hand bell walk around the school.
Say: “Assemble in market square”
Move to the Assembly Area
Send adult runners to check the complete evacuation from these areas:

Kindy and playgroup including playgrounds

Primary Buildings, playgrounds and primary toilets

Office building (School Receptionist or other delegated adult may stay at
desk, if safe to do so)

All Play Areas
Teachers are to report any missing children to fire warden.
If any children missing send adult runners to search and resound the alarms.
Inform Emergency Services when they arrive of any missing children.
Liaise with Emergency Services on arrival.
Do not return children to classes until directed by Emergency Services.
Delegate First Aid warden to collect First Aid box and bottled water from staff
toilet and bring to Assembly Area and set up First Aid Station.
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BUSHFIRE
If a bushfire is judged to be a risk to the school or site, the Administrator/principal will:
1.
2.
3.

Contact the Department of Fire and Emergency Services (DFES), to establish the status of
the fire and degree of risk;
Ascertain the practicality of Taking Shelter in the designated Safer Buildings within the
school site or evacuating the site;
Liaise with parents, if possible.

DECISION TO STAY
1.
2.
3.

4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Chief Fire Warden to communicate the decision calmly to staff and students, sound bell
and megaphone to Take Shelter in Safer Buildings (Lilly Pilly Kindy & Marri Kindy)
Collect class rolls and keep staff and students informed about the bushfire at all times
Move to designated Safer Building and check classroom rolls
Classes 1, 3, 5 & Gumnut kindy Take Shelter to LILLY PILLY KINDY with Administrator (if
present)
Classes 2, 4, 6 & Playgroup Take Shelter to MARRI KINDY with Education Co-ord (if present)
Admin staff, specialist teachers and any parents on site to join evacuation to safer buildings
(Lilly Pilly kindy or Marri depending on most room available)
Maintenance Officer to engage fire sprinkler system to begin. Gardener/Grounds person
responsible if Maintenance Officer not on site. Ensure PPE is worn.
If safe to do so, Maintenance officer to ensure surroundings of safe buildings are as clear
as possible. Ensure hoses are operational and commence wetting down of fences.
Set up Lay Flat hosing and ensure it is operational and ready for use if needed.
Chief Fire Warden to communicate with other kindy to ensure all children and staff are
accounted for and that all is calm in that building. Ensure all accounted for in both buildings.
Keep one telephone line clear. Have mobile telephone as back-up if power is lost for a
landline
If it is possible to do so safely, consider evacuating asthmatics and children with disabilities
or special needs first.
Put into action the system for dealing with parents who want to remove their children
(principal/site manager)
Implement a communication strategy to advise parents and media of the situation.
Close windows and doors, and block draughts to prevent the entry of smoke and embers
Remove combustible materials from walls, including curtains, posters etc;
Keep evaporate air conditioners operating as long as possible before the fire front
approaches to keep filter elements wet. If power is lost, try to damp down the elements.
Turn off all evaporative air conditioners before the fire front arrives
i.
Fill as many containers as possible with water to assist in extinguishing small
spot fires
ii.
Turn on sprinklers to wet area around the safer location
iii.
Block gutters and fill them with water
iv.
Deal with spot fires in roof spaces and around safer location
v.
Maintain contact with emergency services

Version 5 – November 2017
Page 20

SILVER TREE STEINER SCHOOL – FIRE MANAGEMENT & EVACUATION PROCEDURES 2017

As the fire front passes
1.
2.
3.
4.

As this can last up to 10 minutes, it may not be safe outside
Be calm and defuse any signs of panic
Instruct students to remain on the floor, away from windows
Restrict all movements

After the fire front passes
1.
2.
3.
4.
5.
6.
7.
8.

Reassure staff and students
Check buildings for signs of smoke
Check grounds for burning trees and logs, as there is still a risk of injury
Encourage people to drink water
Attend to any injuries
Remain in Safer Buildings until it has been deemed safe to begin releasing children to
parents.
Arrange for parents and caregivers to collect students and formally sign them out
Maintain contact with emergency services

DECISION TO EVACUATE WHOLE SCHOOL
Evacuating the whole school is a much larger task, and so for this reason, the decision to evacuate
will ONLY be made if there is enough time to do so and if it is deemed safe to do so.
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WHOLE SCHOOL EVACUATION PLAN
If a Bush Fire is heading toward the school and the Emergency Services advise evacuation follow
these steps:
1.

2.

Inform all teachers we are Evacuating and for children to have hats and shoes on
and bags ready at desks. Children to remain seated in classroom with teacher.
Check roll – once all accounted for, head to Assembly Area.
Have children remain grouped in classroom order and seated in Assembly Area.
Check Roll again.

IF this is just a Precautionary Evacuation and there is deemed a lot of time:
3.

Registrar (or designated adult/s) to call parents and ask them to collect children
from Assembly Point using the Drop Off/ Pick up gate. Teachers to only release
children to parent and mark child departure on roll. All children to remain at
Assembly point, seated and in classroom order with teacher during the evacuation
to parents. No child is to run off to meet a parent in the carpark. It should remain a
calm and orderly evacuation.
IF a faster Emergency Evacuation is required:
4.
5.
6.
7.

8.
9.
10.

11.

12.
13.
14.

Registrar to inform Emergency Services we are evacuating to evacuation area as
advised by Shire or Emergency Services.
Registrar or delegated adult to phone parents on “CLASS TELEPHONE TREE” to drive
to school and assist with evacuation of children.
Fire warden to delegate Carpark Warden to meet arriving parents and have them
wait in carpark.
Carpark Warden to assign children to cars for evacuation. Write down which
children are in which cars. Use forms provided. The Carpark Warden must check
them off as having left the campus.
UNLESS OTHERWISE DIRECTED ALL CARS ARE TO DRIVE DIRECTLY TO DESIGNATED
EVACUATION AREA.
All other parents to collect children from designated evacuation area.
Fire Warden to designate an Evacuation Coordinator to drive to designated
evacuation area and co-ordinate evacuation from there, releasing children to
parents. The Evacuation Coordinator or delegate must check them off as having
left the designated evacuation area. Use forms provided.
Teachers to remain at school until Fire Warden delegates children with them to be
driven to the designated evacuation area. Take class rolls and parent contact lists
with you.
Fire Warden and Registrar to remain at school until all children evacuated, then to
drive to designated evacuation area.
Fire Warden to liaise with Evacuation Warden at the designated evacuation area.
Both Wardens and Registrar to remain until all children collected.
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CATASTROPHIC FIRE DANGER


In the case of a Catastrophic Fire Danger Warning by DFES for the following day, the
school will be pre-emptively closed the day before by note home or telephone call to all
parents. A notice will be placed on the school gate at the front of the school.



In the case of a Catastrophic Fire Danger Warning by DFES on the same day, the school
will be evacuated as soon as possible if safe to do so by contacting parents or using the
close proximity parent list to bus children to an evacuation centre. The school will follow
advice from DFES.

MEDICAL EMERGENCY
In case of Medical Emergency
I.e. life threatening condition where person has collapsed or is unconscious, in respiratory / cardiac
distress or severe pain:
1.

DO NOT leave the person unattended at any time.

2.

Evaluate (D.R. A.B.C.) and commence lifesaving procedures if necessary

3.

If alone obtain assistance by any means available to you:
a. Yell for help;
b. Phone if able;
c. Send student to seek assistance

4.

Delegate a person to contact the office or use one of the emergency phones and give the
following information
a. condition of patient;
b. location of incident;
c. what assistance is required
THE ABOVE INFORMATION MUST BE CONCISE AND CORRECT
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ACTION BY EMERGENCY CONTROL CENTRE
(School Registrar or other designated adult)










Once evacuation complete keep Emergency Control Centre (ECC) in Office unless under threat
from fire. Stay there as link/liaison.
Keep mobile phone at hand.
Notify Fire warden of situation, giving as much detail as possible i.e. location, size, who is at
fire, any injuries.
On instruction from Fire Warden or if needed notify Emergency Services.
Delegate all tasks, and have adult runners handy.
Keep in touch via phone and internet with FESA and Parkerville Volunteer Fire Brigade
- Check DFES Website - http://www.dfes.wa.gov.au/
- Call DFES 13 3337 or 9395 9300;
- 720 ABC is a source of regular updates on fires that threaten life and property
The fire danger rating and weather forecast for Silver Tree Steiner School is best found at:
http://www.bom.gov.au/wa/forecasts/
Look under Lower West area for METRO HILLS.
Any incoming phone calls to be cancelled if not to do with the emergency situation. (If a fire
drill is underway, say “We are having a fire drill, please call back later.”)
Control the re-location of the ECC as directed or needed. On relocation of ECC, ensure in
possession of mobile phone.
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EVACUATION CENTRES
The Shire does have nominated evacuation centres identified within Local Emergency Management
Plans. The selection of a centre is made at the time of the emergency by the relevant authorities,
this is then advised to residents by DFES, Shire and Police.
A predetermined centre cannot be nominated as the location of such needs to be made taking into
consideration the position of the fire and the characteristics of a specific event. There would be
nothing more dangerous than sending residents to a centre which is in the direct path of a fire.
Should a fire be in a local area residents need to determine if they will stay and defend their
property or leave early? If residents leave early they would be best advised to go to a house of
family or friends outside the district under the treat from the fire.
Evacuation Centres










Brown Park
Chidlow Hall
Chidlow Pavilion
Darlington Hall
Glen Forrest Hall
Mount Helena Recreation Centre
Parkerville Hall
Parkerville Pavilion
Wooroloo Hall

Version 5 – November 2017
Page 25

SILVER TREE STEINER SCHOOL – FIRE MANAGEMENT & EVACUATION PROCEDURES 2017

ISSUES TO CONSIDER IMMEDIATELY FOLLOWING A FIRE
The School will need to consider a number of issues immediately following a bush-fire or any fire
that may cause damage to property. Refer to the DFES ‘After the Fire - A Guide to Bushfire
Recovery’ brochure. (Available: http://www.dfes.wa.gov.au/safetyinformation/fire/bushfire).
1.

First Aid:
An immediate priority is the evacuation of staff and students to a safe clear space. They
may need a drink. In addition, there may need to be provision of first aid to any child or
staff member who has sustained some form of physical injury as a result of the fire. This
may involve the Department of Fire and Emergency Service, the Police or an Ambulance
service. Evacuation of the critically injured should be by helicopter. In general, all relevant
emergency services should be updated on your situation.

2.

Roll Call:
Having accurate class lists and attendance data is essential if schools are to ascertain if all
members of their community are safe and accounted for following a fire. It is
recommended that there is access to this type of data in the event of a total evacuation
and or access to a safe refuge.

3.

Contact with parents:
Contact details and a known emergency number that may be accessed by parents in the
event of a fire may assist schools in advising worried parents of the safety of their child/ren.
Parents also need to know when the Catastrophic FDR has been downgraded and that it is
therefore safe for their children to return to school after a planned closure.

4.

Student and Staff support:
Ensure that there are counselling services available as and when required for both students
and staff.

5.

Returning to the site:
Staff, students and parents need to take extreme care when moving around a fire affected
area, as conditions may change. Trees damaged in the fire will drop branches or fall over.
Burnt stumps and trees may still be smouldering and burnt ground may still be hot. Fires
may also restart from hidden smouldering debris. It is not recommended for any members
of a school community to re-enter a site if there is even the slightest suspicion of fire
damage.
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6.

Building and site safety:
Be aware that some or all of the school buildings may not be structurally sound and going
into any possibly affected building can be very dangerous. Walls, roofs and ceilings can
give way without warning and floors or stairs may not be as stable as they appear. No-one
should enter the school premises until it has been declared safe. A building inspector may
be required to ensure the school buildings are structurally safe before anyone re-enters
the campus. The school’s insurance company may contact a building inspector or the local
government’s building inspector may be able to help. The fire or falling debris may have
also damaged chemical containers in the laboratory and ground-shed areas. If staff are
unsure about handling these chemicals, contact DFES during business hours on 9323 9300
for advice.

7.

Electricity and gas supply:
Utilities such as gas, electricity and water may have been shut off or disconnected during
the fire. The suppliers of the school’s power, water and gas will need to send a qualified
tradesperson to inspect and repair any damage to these services, and arrange for them to
be reconnected.

8.

The media has arrived:
The media often report on fires in their news bulletins. Staff should be advised that if a
reporter approaches them for an interview, only the Principal (or delegate) should decide
whether to speak with them or not. Schools may also wish to ask a fire officer to help and
act as a facilitator.

9.

Contact the Board, the Department of Education Services (DES) and AISWA:
If there has been considerable damage to classrooms and the school cannot be used at all
for a period of time, Principals should first make contact with their Board and then contact
DES to make arrangements for the continued education of the children. If a school is to be
temporarily closed, AISWA should be advised, as a courtesy, so as to be able to provide
support as and when required.

10.

Contact insurance companies:
Schools should know if their insurance company will cover fire damage, re-housing of
students and staff and so-forth. It is also advisable for schools to have plans in place for
employees who may not be able to return to work as there are no classrooms or buildings
left that are safe and the students may have been relocated through the assistance of DES.
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BUSHFIRE RELOCATION & EVACUATION MAPS

SECOND ACCESS WAY
(via unlocked gate through Mundaring Christian College
property and out onto McDowell Loop)

DEDICATED FIRE TANK

PRIMARY EXIT TO ROLAND ROAD

SAFER BUILDINGS
(Fitted with sprinkler systems)
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APPENDIX A - Response Flow Chart
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APPENDIX B –Chief Warden Check List

Evacuation and Zone Search Completed
SCHOOL ROOMS
Room 1
YES / NO
Room 2

YES / NO

Room 3

YES / NO

Room 4

YES / NO

Room 5

YES / NO

Room 6

YES / NO

KINDY ROOMS 1, 2 & 3 YES / NO
PLAYGROUP

YES / NO

OFFICE x 2

YES / NO

TOILETS x 2

YES / NO

MUSIC BUILDING

YES / NO

SHOP

YES / NO

KEY POINTS
Assembly Area

SAFE

YES

NO

Neighbouring Buildings Notified

YES

NO

Emergency Service Notified

YES

NO

Student Rolls, Visitors and Contractor book taken

YES

NO

All Rooms and Buildings Evacuated

YES

NO
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APPENDIX C – Fire Drill Observer Checklist

DATE:
LOCATION:
FLOOR OR AREA:

EVACUATION SEQUENCE

Time
Hours

Minutes

Alarm sounded
Warden(s) respond
Wardens check floor or area
Evacuation commenced
Wardens report floor or area clear
Persons with mobility impairment accounted for
Arrive at assembly area(s), or safe place
Wardens check personnel present (where appropriate)
Evacuation completed
Exercise terminated
COMMENTS:

OBSERVER:

(BLOCK CAPITALS)

SIGNED:
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FIRE DRILL DEBRIEFING GUIDELINES
Purpose
A review of the management of an emergency or critical incident in order to affirm and reinforce
what worked well, and refine and improve future processes and practice.
Process
Who? Key staff or the entire staff can be involved.
Consider including education regional office and interagency partners.
When? Principal or site manager will convene the operational debrief when the emergency or
critical incident is declared over.
Where?

Venue as agreed.

How? An independent facilitator (e.g. education regional office Student Services) or a school based
facilitator?
Verbal format.
Brief introduction and clarification of purpose.
Clarify the scope of discussions.
Establish ground rules (e.g. this is not a psychological debrief, a focus on roles and not
people, respect for one another, avoid attributing motives for behaviour, and what minutes
of the operational debrief will be taken).
Confidentiality requirements.
Sequential review of actions taken.
What can be altered on school Emergency and Critical Incident Management Plan?
Recorder takes notes.
Outcome
Documentation kept.
Modifications made to school Emergency and Critical Incident Management Plan.
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APPENDIX D - Fire Danger Ratings as an Indicator of Predicted Fire Behaviour
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APPENDIX E – FORMS FOR USE DURING EMERGENCY EVACUATION OFF-SITE

EMERGENCY EVACUATION FROM SCHOOL
(Admin form to be completed and kept in office)
CLASS: _________________________________________
Car 1
Make & Model of Car:_______________________ Car Rego No: __________________________
Driver of vehicle:
___________________________
Contact No: ___________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 2
Make & Model of Car:
______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: ___________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 3
Make & Model of Car:
_______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by
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Car 4
Make & Model of Car:
______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 5
Make & Model of Car:
____________________
Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 6
Make & Model of Car:
______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: ___________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by
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Car 7
Make & Model of Car:
________________________
Car Rego No: _____________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 8
Make & Model of Car:
______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Car 9
Make & Model of Car:
______________________ Car Rego No: ___________________
Driver of vehicle:
___________________________
Contact No: _____________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by
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EMERGENCY EVACUATION FROM SCHOOL
(Form to be completed and kept by driver of vehicle)
CLASS: _________________________________________
Make & Model of Car:
______________________ Car Rego No: ____________________
Driver of vehicle:
___________________________
Contact No: ______________________
Time car left school grounds:
_______________________
Time car arrived at evacuation centre:
_______________________
Child Name
Collected from Evacuation Centre by

Checklist:
Have you notified the school office of your arrival at evacuation centre
Filled in the above details concisely
Notified the school office once all children collected from your car
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REFERENCES

AISWA Bushfire Management Guidelines
Available: https://www.ais.wa.edu.au

AISWA Emergency Management Guidelines
Available: https://www.ais.wa.edu.au

Australian Standards 3745 – 2010 Planning for emergencies in facilities
Available: www.saiglobal.com

Department of Education – Emergency and Critical Incident Management Plan
Available:
http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policiesframework/guidelines/emergency-and-critical-incident-management-plan-template

Occupational Safety and Health Act 1984 & Regulation 1996
Available: www.austlii.edu.au
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