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1.0 INTRODUCTION 

1.1.  PURPOSE and SCOPE 
The purpose of this Bushfire Emergency Plan is to document the strategies and procedures of 
Edmondson Park High School at Buchan Ave, Edmondson Park NSW 2174, relating to the response 
and management of bushfire emergencies.  The audience of this Emergency Plan is the employers or 
management of the facility.   

This Emergency Plan is to be read and, where necessary, activated in conjunction with existing 
business continuity or crisis management plans. 

This document has been prepared in accordance with and to comply with Australian Standard AS 
3745 – 2010 Planning for Emergencies in Facilities. 

1.2.  REVIEW and AMENDMENT  
It is the responsibility of the Emergency Planning Committee (EPC) to ensure the Bushfire 
Emergency Plan is reviewed, tested and amended (if required) at least annually prior to the bushfire 
season to reflect any changes to the relevant Fire Service Policies.  Revisions of the Emergency Plan 
should be recorded to maintain version control.  Revisions are to be recorded in the table below. 

Revision 
No. 

Revision 
Date 

Sections 
Amended 

Brief Description of Amendment Revised By 

1     

2     

3     

4     

5     
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1.3.  WORKPLACE EMERGENCY MANAGEMENT COMPLIANCE 
Workplace Emergency Management has been engaged to provide emergency management services 
and will conduct training and provide documentation in accordance with the engagement 
agreement.  This Emergency Plan has been prepared in accordance with Work Health and Safety 
Regulation and Australian Standard AS 3745 – 2010 Planning for Emergencies in Facilities and 
Amendments and state-based guidelines.   

1.4.  INDEMNITY 
Australian Standard AS 3745 – 2010 recommends that facility owners, managers, occupiers and 
employers should obtain professional advice on the level of indemnity provided to EPC and ECO 
members.  EPC and ECO members should be advised of the level of indemnity provided. 

1.5.  INTELLECTUAL INFORMATION RIGHTS  
All information rights contained within this document belong to Workplace Emergency Management 
(WEM) and its contracted subsidiary companies. 

You may not, without the express written permission of WEM, copy, reproduce, store, transfer or 
distribute by any means any part of this document. 
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2.0 ORGANISATION 

2.1.  SITE INFORMATION 

Facility Name Edmondson Park High School 

Address  Buchan Ave, Edmondson Park NSW 2174 

Contact Phone Number  

Contact Person  

Local Council Name Liverpool council  

Council Contact 
Number 

(02) 8711 7000 

Further Description of Site:   

The site comprises three main buildings, including two three-storey classroom blocks (Building A & B), 
and a gymnasium hall. The buildings are constructed primarily from concrete and glass.  

There are three external stairwells across the site, along with one enclosed fire-rated stairwell in Block 

B. Lifts are installed in Buildings A and B to provide vertical access for staff, students, and visitors. 

Each building is equipped with a fire indicator panel (FIP) and standard fire-fighting equipment, including 
dry powder extinguishers and fire blankets. The gymnasium is additionally serviced by fire hose reels. 

A central outdoor basketball court forms the main outdoor recreation and circulation space. 

The main entry point to the campus is located on the north-east corner of the site, accessed from Horrie 

Road. The surrounding area consists largely of developing residential neighbourhoods, as well as 
Edmondson Park Public School directly neighbouring the site.  

2.2.  BACKGROUND INFORMATION ON FACILITY 

Number of Occupants : Approximately 800 students 

Number of visitors to the site:  

Number of Occupants with Special Needs:  

Number of Buildings: 3  

Are there occupants who suffer from Asthma 
or other medical conditions where smoke or 
anxiety may exacerbate their condition? 

 

Type of Facility and Class of Building High School – class 9a  

This is a sub-plan under: AS3745:2010 
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2.3.  ROLES AND RESPONSBILITIES 

Under AS3745:2010, there are outlined roles and responsibilities for members of the EPC.  These roles 
are generally identified as the ‘Chief Warden’ and ‘Warden’.  

The facility’s Emergency Plan outlines the roles and responsibilities of the EPC for general emergency 
responses.  This Bushfire Plan outlines some additional responsibilities for these roles. 

Chief Warden Ensuring that designated Assembly Areas are suitable in the event 
of a bushfire 
Coordination and arrangements for transport 
Ensure all buildings are properly ‘locked up’ to limit impact of the 
bushfire  
Initiate any bushfire protection measures such as sprinkler systems 
Liaise with emergency services throughout the evacuation 
Account for all occupants during the evacuation 

Deputy Chief Warden Fulfil the role and responsibilities of the Chief Warden in their 
absence 
Follow any direction given by the Chief Warden 

Floor/Room Warden Maintain a calm atmosphere among the occupants 
Follow established procedures 
Follow any direction given by the Chief Warden 
Proceed with the evacuation when instructed to do so using the 
information provided to enable the effective, safe and timely 
evacuation of the occupants 
Assist with evacuating occupants (Additional needs, etc) 
Act as Chief Warden, as required 

 

2.3.1. Emergency Response Kit 

In preparation for an evacuation consider having the following items in a kit that can be quickly 
accessed and taken with you: - 

• Visitors Sign in Sheet  

• Emergency Contact Sheet 

• Copy of Bushfire Emergency Plan 

• Clients Emergency Contact Information 

• Mobile Phone 

• Torch with Spare Batteries 

• First Aid Kit 

• Bottled Water 
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2.4.  EMERGENCY CONTACTS 

In an Emergency contact  000 

Name of Organisation/Person Name of Contact Phone Number 

State Rural Fire Service  1800 679 737 

State Fire Brigade 
 000 

(02) 9265 2999 

Police  000 

SES  132 500 

Ambulance  000 

Local Council Liverpool council  (02) 8711 7000 

Local Hospital with AE dept Liverpool Hospital (02) 8738 3000 

Site Owner   

   

   

   

 

2.5.  ADDITIONAL SOURCES OF USEFUL INFORMATION 
 

Additional useful sources of information relating to bushfires in your area include. 

Mobile App    Hazards Near me    

State Rural Fire Service website  www.rfs.nsw.gov.au   

Your Local ABC Radio Station  ABC 702AM 

Emergency Services notification service  
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2.6. TRANSPORTATION Logistics 

How many vehicles/seats required?  

Do you have private transport for all occupants?  Yes / No 

If no, what means will be used to transport all occupants? 

 Private Vehicle 

 Centre Bus 

 Community Bus 

 Special needs transport 

 Ambulance 

 

Are all persons with special needs accounted for?  

How much notice is required to arrange transport?  

 

2.7.  PREPARATION 
 
Leading up to the bushfire season, it is important for the Facility to implement actions that prepare it 
as much as possible for the potential dangers associated with the bush fire.  General maintenance of 
the Facility needs to be conducted to minimise the hazards within the site.  This maintenance will 
include cleaning the gutters of leaves and bark, removing leaves and bark material from around the 
building and removing and storing flammable items appropriately.  
 
The Manager needs to ensure all staff are fully prepared and aware of their roles and responsibilities 
in the event of a bushfire at all times during the operating hours of the Centre, especially those staff 
acting as a warden.  The evacuation response will be in line with the response outlined within the 
Sites Emergency Plan for fire evacuations and may require specific actions pertaining to the bushfire 
situation.  (See Appendix B for Preparation Checklist) 
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3.0 EMERGENCY RESPONSE PROCEDURES 

3.1. PREPARING FOR THE EMERGENCY  

Leaving early is the safest option to protect yourself and all other occupants.  Leaving early means 
leaving the area before a fire starts – not when you can see flames or smell smoke.  Leaving early 
means avoiding panic, being trapped, making the wrong choices and risking serious injury or death.  

The Primary Action will be to Evacuate the site and leave early.  The Secondary Action will be to Shelter 
in Place; however, this is considered a last resort. 

Analysing the prevailing bushfire situation should provide an understanding of how a bushfire may 
affect the facility and its occupants.  Answering some relevant questions may assist in deciding 
whether the Primary Action of Evacuation or the Secondary Action of Shelter in Place should occur. 
 
Q. Is the Centre likely to be affected by radiant heat or direct flames? 
 If yes, safe evacuation is more appropriate. 
 
Q. Are there occupants that could be susceptible to smoke who should be moved to another safer 

location due to medical conditions? 

 If yes, safe evacuation is more appropriate. 

Understand what the triggers are for deciding whether you need to leave or whether you need to 
shelter in place.   
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3.2. EVACUATION – LEAVING EARLY 

The decision to evacuate needs to be made at the earliest possible time to ensure the safety of all 
occupants of the site.  Always be mindful of the specific needs of the occupants and the time 
required to effectively and safely evacuate the Facility when deciding upon the appropriate time to 
commence the evacuation. 

Make early arrangements for transportation of the occupants  for  evacuation.  Contact your local 
bus company (if appropriate) or other transport services to put them on standby for the evacuation 
of the centre. 

There are a number of ways in which the Manager or Chief Warden can be informed to assist in 
making the decision to evacuate.   

• Monitoring of the Emergency Services 

The Manager or Chief Warden will seek and review all current information available and act on 
this information.  The Facility will have a process for regularly monitoring the information 
channels for up-to-date relevant information to enable an early decision to be made. 

If there is a bushfire incident in the area, the Facility may be contacted by the local emergency 
services to advise about the status of the bushfire and provide recommendations as to what 
actions you should take at that time. 

If contacted by the emergency services, you should act appropriately on the advice provided to 
you by the Emergency Services. 

• Australian Fire Danger Rating system 

The current Bushfire Danger Rating system provides a series of levels that describe the 
prevailing or anticipated bushfire conditions.  This system can be used as a trigger for the 
Manager or Chief Warden in deciding when it would be appropriate to close the site and/or 
evacuate to a safe location.  Refer to the below table and be guided by the relevant actions 
listed if the bushfire danger is in the vicinity of your Facility. 
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 and  

If a fire starts, it can most likely be controlled in these conditions. Be aware of how fires can start and 
minimise the risk. 

• Monitor conditions, public warnings and alerts  

• Consult with Management if required 

• Keep updated with Fire Safety Information  

• Review Plans, prepare and practice 
 

 

Expect extremely hot, dry and windy conditions. If a fire starts and takes hold, it will be uncontrollable, 
unpredictable and fast moving. Spot fires will start, move quickly and come from many directions. 

• Consider cancellation of programs and closure of facility.  

• Liaise with management for support and advice.   

• Notify relevant staff and stakeholders (customers, contractors, etc.).   

• Communicate to contract partners if required.  

• Frequently monitor local conditions, bans, restrictions, public warnings and alerts.  

• No travel to or through areas classified as Extreme for meetings, training, site visits, deliveries or for 
non-essential maintenance at sites.  

If the site remains open:  

• Consider cancellation of programs or alternative programming.  

• Consider whether staff can arrive and leave safely.   

• Consider availability of staff.  

• Frequently monitor local conditions, bans, restrictions, public warnings and alerts.  

• Act on advice from State Bushfire Service and other authorities  

• Determine whether the facility is required as a community relief centre or Neighbourhood Safer Place  

• Before driving, plan your route, and check for any warnings or bushfires occurring in the areas of 
travel. Discuss route of travel with Manager before travel.  

• Report and escalate as per the Incident Management Procedure 
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These are the worst conditions for a bush or grass fire. Buildings are not designed or constructed to 
withstand fires in these conditions. The safest place to be is away from high-risk bushfire areas. 

FACILITIES and PROGRAMS INSIDE HIGH BUSHFIRE RISK AREAS 

• Cancellation of programs and closure of facility.   

• Liaise with management for support and advice.   

• Notify relevant staff and stakeholders (customers, contractors, etc.).   

• Frequently monitor local conditions, bans, restrictions, public warnings and alerts.  

• No travel to or through areas classified as catastrophic for meetings, training, site visits, deliveries or 
non-essential maintenance at sites.  

• Report and escalate as per the Incident Management Procedure 

FACILITIES and PROGRAMS OUTSIDE OF HIGH BUSHFIRE RISK AREAS 

• Consider cancellation of programs and closure of facility.   

• Liaise with management for support and advice.   

• Notify relevant staff and stakeholders (customers, contractors, etc.).   

• Frequently monitor local conditions, bans, restrictions, public warnings and alerts.  

• Consider whether staff can arrive and leave safely.   

• Consider availability of staff.  

• No travel to or through areas classified as catastrophic for meetings, training, site visits, deliveries or 
non-essential maintenance at sites.  

• Before driving – plan your route and check for any warnings or bushfires occurring in the areas of 
travel. Discuss route of travel with Manager before travel.  

• Do Not Drive through an area that has an active bushfire or a specific bushfire warning.  

• Report and escalate as per the Incident Management Procedure 
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Emergency Alert Levels 
You should never wait to receive an official warning before you leave.  Fires can start quickly and threaten 
property and lives within minutes. Alerts are issued when a fire has started and you need to take action.  

Do not expect alerts to be issued in any particular order. The first alert you could get could be an 
Emergency Warning. 

Make sure you understand the three levels of alerts and what they mean. The three levels of alerts are: 

Alert Level Situation Actions 

 

ADVICE 

• An incident is 
occurring or has 
occurred in the 
area. 

• Access information 
and monitor 
conditions. 

• Monitor fire conditions and warnings.  

• Prepare for evacuation of staff and public.   

• Identify nearest refuge centre. 

• Prepare site for evacuation (If applicable secure 
doors, remove valuables and essential items, set out 
firefighting equipment etc.)  

• Liaise with management team for further advice.   

• Consider the cancellation of programs and activities 
based on type of activity. 

• Enact Bushfire preparedness plan (if applicable).   

• Report and escalate as per the Incident Management 
Procedure. 

 

WATCH 
AND ACT 

• An emergency is 
developing nearby.  

• You need to take 
action now to 
protect yourself 
and others. 

• Close site and Evacuate (if safe to do so). 

• Keeping the site open is permitted only with the 
approval by management.  

• Returning to the site by staff is permitted only with 
approval by management.   

• Liaise with management for further advice.   

• Follow Site Emergency Management Plan. 

• Enact Bushfire Survival Plan (if applicable). 

• Report and escalate as per the Incident Management 
Procedure.  

• Travel to or through ‘Watch and Act’ areas for 
meetings, site visits, etc. is not permitted. 

EMERGENCY 
WARNING 

• You are in 
imminent danger 
and need to take 
action now.  

• You will be 
impacted. 

• Follow instructions of emergency services. 

• Taking refuge at the site may be required. 

• Follow Site Emergency Management Plan. 

• Enact Bushfire Survival Plan (if applicable). 

• Call triple 000 for assistance and advice 

• Travel to or through ‘Emergency Warning’ areas is 
not permitted. 

Monitoring the Status of the Bushfire – Alert Level  
Where there is an actual bushfire, regularly monitor its status and the potential risk to your facility.    
Do this by use of the mobile apps, fire service websites, call centres and ABC radio stations in your area.  
You will be able to monitor the Alert Level at the time and use this to assist your decision making. 
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The Chief Warden needs to ensure that someone is monitoring the status of the bushfire continually and 
they are informed promptly of any changes to the status of the bushfire.   

NB: Bushfires can change quickly dependent upon the prevailing conditions in which it is burning.  
Changes to the conditions can pose an immediate threat to your Facility from the bushfire so it is 
important to keep fully informed and make early preparations and decisions to evacuate. 

3.3. Temporary Closure of the facility (Catastrophic Rating) 

If the states rural fire service issues a forecast of Catastrophic (Code Red) bushfire weather conditions 
in the area of the facility, the Facility should consider closing to staff and/or visitors. This forecast will 
generally be given at least 24 hours prior to possible impact. The staff will prepare to advise all clients 
about the closure and maintain communications with clients during the closure and re-opening period 
for the Facility. Clients will also be reminded to listen to their local ABC radio station for further 
warnings and advice messages. 

3.4. SHELTERING IN PLACE PROCEDURES  

Sheltering in place is the process of moving people to a location within the facility that is away from 
the effects of a bushfire.  For example, the Facilities lockdown procedures, the occupants are moved 
to an internal area of the building that can adequately accommodate the occupants and protect them 
from the effects of the bushfire.   

Sheltering in place should only be considered if all other options have been exhausted. 

In the very initial stages of a bushfire situation it may be appropriate to initiate lockdown procedures, 
ensuring all doors and windows are closed.  Monitoring of the situation by the Chief Warden and liaison 
with the Emergency Services will allow further decisions to be made regarding evacuation of the 
Facility. 

If the threat from the Bushfire is such that it is now too late to leave as it is not safe to do so, the 
Manager or Chief Warden is to immediately notify the Emergency Services that the Facility is Sheltering 
In Place.   The Emergency Services should be informed of the centres exact address as well as; 

• How many occupants are on the premises 

• Where in the building everyone is sheltering 

• What has been done to prepare for the bushfire 

• The Chief Wardens contact name and mobile phone number 

Whilst sheltered in place in the Facility, maintain situational awareness by monitoring the radio, 
emergency services website, smart phone applications.  The facility should also: 

• Remain calm and explain to occupants what is happening 

• Ensure all doors and windows are closed 

• Turn off the air conditioning only if the system is ducted 

• Ensure all occupants are accounted for 

• Ensure Fire Extinguishers and water in buckets is available to combat spot fires 

• All non-essential electrical items are to be turned off 

• Ensure there is drinking water available for the occupants 

• Chief Warden will assign two persons (only if it’s safe to do so) to make regular inspections of the 
exterior of the facility buildings for embers and spot fires, extinguish them and immediately report 
it to 000. 
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3.5. OUTSIDE NORMAL BUSINESS HOURS – MONITORING 

The Chief Warden will continue to monitor the current Bushfire situation affecting the area where the 
Facility is located outside the operating hours of the Facility.  This will enable the Chief Warden to make 
informed decisions as to the future operation of the Facility due to the potential impact of the bushfire 
on the Facility.   

3.6. ACCOUNT FOR OCCUPANTS 

Any visitor sign in/sign out sheets are to be utilised to account for all occupants: 

• Prior to the Departure 

• At the Assembly point 

• At the Safe Refuge, and 

• On the return to the premises after the Bushfire event 

It is important that the record is kept up-to-date and to be readily accessible in the event of an 
emergency 

A physical search of the Facility is to be conducted once everyone has been evacuated. 

3.7. EVACUATION LOCATION 

Your local council will have designated locations (Evacuation Centres) within the community in the event 
of emergencies occurring where large numbers of residents of the area need to be evacuated.  The 
Manager or Chief Warden should ascertain the location of these venues for your area, and they are to 
be listed below.  

The Manager or Chief Warden should also consider alternative suitable locations for when the primary 
locations may not be accessible to your Facility for when These Centres have not been announced.    

When there is an actual bushfire emergency event, these Evacuation Centres will be announced over 
the radio and advised on the Emergency Services website. 
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Venues identified as Safe Refuges – Evacuation Centres 

Venue 1: 

Name of venue  

Address of venue  

Nearest Cross Street  

Contact Person & Number  

Map Reference  

 

Venue 2: 

Name of venue  

Address of venue  

Nearest Cross Street  

Contact Person & Number  

Map Reference  

 

Alternate venue (if required): 

Name of venue  

Address of venue  

Nearest Cross Street  

Contact Person & Number  

Map Reference  
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3.8. SECURITY OF THE FACILTIY/SITE/CENTRE 

In an evacuation the first priority is always the safety and welfare of the occupants of the Facility.  If you 
have decided to evacuate the Facility, the Manager or Chief Warden must also consider the security of 
the property.  If time permits and it is safe to do so, the Facility is to be secured as it normally would be 
when the Facility is closed at the end of operation each day.  Ideally, the time needed to secure the 
Facility needs to be considered in the decision-making process when considering evacuation. 

4.0 TOTAL FIRE BANS 

Where a total fire ban has been declared for your area, the Chief Warden needs to inform all staff of 
this.  The Chief Warden will monitor the radio and/or other sources for any changes to pertaining to the 
bushfire danger in your area.  The Chief Warden will ask or direct Wardens to check emergency exits and 
egress routes to ensure they are clear and uncluttered.  

5.0 NOTIFICATION OF A BUSHFIRE IN YOUR AREA 

When the Chief Warden becomes aware of a bushfire in your area, the Bushfire Emergency Plan will be 
implemented immediately. 
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APPENDIX A – AUSTRALIAN FIRE DANGER RATING 

https://afdrs.com.au/  

The same system is used in every State of Australia. 

https://afdrs.com.au/
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APPENDIX B – BUSHFIRE PREPARATION CHECKLIST 

1. Leading into the Bushfire Season 
⃝ Keep lawns mowed and gardens well maintained.   
⃝ Prune trees and shrubs  
⃝ Remove dead vegetation, branches, leaves and bark from around the building/s 
⃝ Install and maintain metal gutter guards 
⃝ Repair damaged or missing tiles or roof sheeting 
⃝ Seal gaps and areas leading under the building 
⃝ Fit seals to doors and windows to eliminate gaps 
⃝ Cover windows, crevices and vents with fine wire mesh 
⃝ Have hoses fitted and long enough to reach around the building 
⃝ Remove leaves from gutters and roof 
⃝ Check/maintain equipment, including sprinkler systems, fire extinguishers, yard 

maintenance equipment 
⃝ Check/Prepare Emergency Kits (Grab Bags) 
⃝ Check currency of Emergency Contact numbers 

 
2. Leading up to Severe Fire Days 

⃝ Monitor your State Fire Service for fires in your area 
⃝ Ensure lawns are mowed 
⃝ Check gutters to make sure leaves have not built up 
⃝ Remove all fuels (leaves, bark, etc) from around building 
⃝ Ensure staff are aware of the Bushfire Evacuation Procedures 

 
3. On High Alert Fire Days (High to Extreme Fire Danger) 

⃝ Monitor the Fire Danger Rating in your area  
⃝ Monitor your State Fire Service website 
⃝ Monitor local ABC Radio Station for updates on fires in your area 
⃝ Water the gardens, including the plants and mulch 
⃝ Remove door mats, play mats from near the building 
⃝ Collect and remove pets to a safe location 
⃝ Check that anything flammable has been removed from near the building, verandas and 

decks 
⃝ Place all playground equipment near the boundary fences away from the building 
⃝ If possible, block downpipes and partially fill gutters with water 
⃝ Liaise with your Critical Management Team for advice and guidance as required 
⃝ Be mindful of triggers for commencement of the Evacuation Procedures 

 
4. Immediately Before Evacuating the Centre 

⃝ Lock all doors and windows 
⃝ Turn off the Gas supply at the Gas Shutoff Point 
⃝ Leave the front access gate to the property open 

 


