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Introduction  
This plan is for Jarrahdale Primary School and has been designed to assist staff in the event of a total fire ban, 
catastrophic fire danger rating, or a bushfire. Letters to staff and parents are included in the appendix as well as 
notices regarding the plans of closures of the school. 
 
The preparation of this plan has been developed in accordance with the Emergency and Critical Incident 
Management Policy and the Principal’s Guide to Bushfire with input from local emergency management agencies. 
 

Overview 

Context 
The historic town of Jarrahdale is a semi-rural community situated 50km S.E. of Perth in the Darling Scarp. The 
school is surrounded by natural bushland, which contributes to a sense of peace throughout the school. Whilst the 
natural bushland environment is spectacular, the school is in a high risk area for bushfires. It is critical that we are 
prepared for such an event and this policy outlines the procedures in place.  Consideration of whichever direction 
the fire may approach from will be taken into account in the event of a bushfire.  
Formal school began in Jarrahdale in 1874. The school has been on its current site since 1954, about 100 metres 
from the Jarrahdale Fire Station on Wanliss Street.  The student population ranges between 90 – 120 students 
using 4 – 5 classrooms.   
 
The purpose of this plan is the  

 

 prevention of; 

 preparedness for; 

 response to and good management of; 

 recovery from; and 

 review of  
 
    Emergencies and Critical Incidents of Bush Fire affecting the school in order that:  
 

 injury is prevented, minimized or dealt with effectively. 

 trauma and distress to students and staff and damage to property are minimized. 

 there is containment of effect of a critical incident on the school community. 

 the school is returned to normal functioning as quickly as possible after the event. 

 likelihood of further traumatic incidents occurring is minimised. 
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GENERAL INFORMATION  

 

This Bushfire Plan (BP) has been developed after consultation with:  

• representatives of the families of students attending the School , and 

• Jarrahdale Bush Fire Brigade. The Plan was presented to the Jarrahdale Volunteer Bush Fire Brigade on 

13 August 2019, and will be reviewed annually by brigade. The next review date is scheduled for August 

2020. 

 

The BP is to be reviewed annually during Term 4 of each year to reflect any changes in:  

• Department of Education or government policy.  

• Site facilities. 

• Personnel normally on site. 

 

The BP outlines required actions to prepare the school before the bushfire season as per the Principal’s Guide To 

Bushfire (refer Appendix 1). 

 

The BP also outlines activities to be undertaken by staff and students at the different levels of a bushfire 

emergency:  

• on days of Total Fire Ban.  

• Catastrophic.  

• when there is a fire in the local district.  

• when a bushfire is threatening or impacting on the site during the period immediately after a bushfire has 

impacted on the site (known as the ‘Recovery Phase’). 

Check Daily fire Danger Ratings (FDR) issued by Bureau of Meteorology and any DFES alerts and warnings 

current. www.emergency.wa.gov.au (See page 26) 

The Principal or delegated officer will forward a copy of the BP to all families of students of the site at the beginning 

of Term One each year.  

• The BP is explained to the families of new students by the Principal or delegated officer during the 

enrolment process.  

• The Principal will ensure that all new staff members, relieving staff and visitors are briefed about the 

requirements of the BP during the site induction process.  

 

The Principal will include bushfire season reminders and information in site newsletters at least three times in each 

term when applicable. The School’s Information Booklet, updated in Term One each year, includes detailed 

information about actions and procedures included in the BP.  

 

All staff members receive pre fire season updates during each term and ongoing information and instruction about 

the contents and requirements of the BP during Term 4 and Term 1 staff meetings. 

http://www.emergency.wa.gov.au/
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Bushfire Preparation checklist (refer to Appendix 1) 

 
The safety and wellbeing of students, staff and visitors is at all times the Department’s main priority.  Staff 
members are not expected to fight bushfires. 
 
Jarrahdale Primary School reviews (and updates where appropriate) the plan on an annual basis and the Principal 
or delegated officer (Registrar) will submit the up-to-date version of this plan to the Regional Executive Director’s 
Office in Term 3. 
 

 In this regard, any bushfire advice received by the school from the Department of Fire and Emergency 
Services (DFES), the Local Emergency Management Committee (LEMC), Incident Controller  or external 
experts needs to be documented identifying the date and source of the advice.  

 Plan presented to Jarrahdale Volunteer Bush Fire Brigade –August 2018.  To be reviewed annually by 
brigade. The next date is August 2019. 

            To be presented to the Serpentine Jarrahdale Shire. 
 

Date of Review Reviewing Officer Date Submitted Next scheduled 
Review 

13 August 2019   August 2020 
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Communication 
There are several levels of communication requirements at school level before, during and after bushfire events. 
 

Preparing for Bushfire Season 

 The Principal ensures all students and staff members are aware of the School’s bushfire response plan – 

forms part of the annual induction process and reviewed / refreshed each term on school development days. 

Relief staff and parents are made aware of the school’s bushfire plan through information booklets, 

assemblies and newsletters.  

 Suggested draft test for the school newsletter will be used  (as shown in the Principal’s Guide to Bushfire -

Appendix A6). 

 The Principal establishes contact with emergency services, including DFES, the local Jarrahdale volunteer fire 

brigade, Mundijong Police, the LEMC and CESM. 

 As the school is located in a bushfire prone area, key bushfire messages are incorporated into the curriculum. 

 Communication plans (including emergency contacts and a telephone tree) are in place for evacuation or 

planned closure. See Appendix 4 for a Communication Plan, Appendix 5 for Emergency Contacts and 

Appendix 6 for a crisis phone tree. 

 The School has an effectively working emergency alert system (siren / bell) and emergency communication 

equipment (megaphone and mobile phone) is available and maintained. 

 School has in place systems to account for students, staff and visitors in an emergency, such as class rolls 

and visitor registers. Consideration for situations such as a loss of power affecting the ability to print from 

electronic sources has been taken into account. All classrooms have hard copy rolls completed daily and the 

school bushfire kit contains up to date contact and medical details. 

 Arrangements are in place in relation to school buses so that in the event of a pre-emptive closure being 

invoked or if an off-site evacuation is required, administration is prepared. 

 Principals charge mobile phone at the start of every month and immediately after it has been used for an 

excursion.  The phone and charger are kept in the bushfire kit. Checklist used. 

 Bush Fire Kit – items checked, and updated when needed, each month by the principal.  Checklist used. 

 Risk Management, Excursions, Health Care, Duty of Care, BMIS, Child Protection policies etc kept up to date. 

 Hard copies of essential lists and contact information also kept at home. 

 School/site security information. 

 Location of security gate keys. 

 First Aid training – keep updated records of who is trained (reviewed each term). 

 Cultural and religious considerations. 

 Large maps of school evacuation routes in prominent positions throughout the school, in each 

classroom/major area. 

 Special parking/ bus pickup/ re-unification point. 

 Provision for people with special needs or disabilities. 

 Warning signal and evacuation tones (SEWS). 

 Data sheets on flammables in Cleaners’/Gardener’s shed, and kept with evacuation plan. 

 Emergency/ Fire drills Terms 1 & 4. 

 Plans for evacuation during recess/lunch. 

 Copy of school EM Plan to be sent to Regional Office. 

 Manager Corporate Services / Principal to maintain Bushfire Emergency Kit. 
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Pre-emptive Closure  

 The DOE Incident Controller (normally the Deputy Director General, Schools or delegated officer) will make 

the decision to close a school based upon advice from Emergency Services and this will be relayed to the 

Principal via the Regional Executive Director. 

 The Principal notifies staff and parents, using emergency contacts and the crisis management telephone tree, 

of closure. Notification sent out via Connect app.Draft letter to parents will be used from the Principal’s Guide 

to Bushfires advising of pre-emptive Closure (Appendix A7), being mindful of parent’s level of literacy and 

understanding of English. 

 All other necessary parties are advised including, but not limited to, other schools that may have siblings at our 

school, (Byford Secondary College and SJ Grammar) community users of the school facilities (sports – netball 

in Term 2), on site contractors and Parents and Citizens Association (P & C). 

 If appropriate, bus contractors will be contacted to arrange for the evacuation of students to a designated area. 

 Notice of Planned Temporary School Closure should be posted as per the Principal’s Guide to Bushfire, both 

physically at the school and electronically on the website. Laminated hard copies are located in the Bush Fire 

Kit in the event that the school has no power. 

 Signs will be posted on the gates/ fences around the school’s perimeter. 
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During Evacuation 

 The school will contact their Regional Executive Director and the Department’s Media Unit. 

 The school will contact parents via phone.  The Class Liaison Parents will be notified to assist in contact 
families of the class they represent. 

 The school will notify bus contractors and out of school programs. 

 The school has landlines and one school mobile phone (08 9525 5157 and 0429 681 195).  It would be 
preferable that parents restrict calling the school at this time to emergency calls only.  

 The official broadcaster of Emergency Events is ABC radio. Our local station is ABC local radio. They will 
provide up to date information during a bushfire event in our area.  

 The DFES website provides up to date information on fire events. Refer to http://www.dfes.wa.gov.au/ . 
 
NOTE: DFES are introducing the national Emergency Alert system to send community warning messages via 
mobile telephones in affected areas. (Information can be obtained from 
http://www.dfes.wa.gov.au/pages/default.aspx). 
 
The Principal communicates directly with Regional and Central Office personnel including any media 
communications.  Staff should not comment directly to media. 
 
RESPONSIBILITIES 
1. Immediately inform those in danger. 
2. Inform the Principal. 
3. Initiate the ringing of the evacuation bell or siren. 
 
GENERAL RESPONSIBILITES OF ALL 
1. Secure the safety of those for whom you are responsible. 
2. Render assistance where appropriate. 
3. Advise those with wider responsibilities. 
4. Rescue trapped and injured 
 
CLASSROOM TEACHERS 
Teacher’s instructions: 
  
1. On hearing the alarm you are to: 

- Follow the procedures relevant to the nature of the emergency – as detailed in this document and 
displayed in all classrooms. Evacuation to the meeting point is 3 short blasts of the siren. 

- Check to ensure all students are present. 
- Listen for instructions from the Principal. 
- Collect your class roll. 

 
2. If the emergency takes the place in your classroom or affects your classroom in part, you are to: 

- Evacuate the classroom using the safest planned route. 
- Proceed to the bottom oval – moving around the danger area. 
- Check attendance of students and report to Principal. 
- Take injured to the First Aid Post and report to Principal so the Doctor or Ambulance may be called (the 

First Aid post will be established at the assembly area on the school oval). 
- Await instructions from Principal. 

 
3. If you are not committed to a class at the time, and do not have a specific duty under this plan, you are to 

report to the Principal for special duties. 
 

4. Teachers in Charge of Groups or Classes Other Than Their Own Class eg Library, sport, art, music.  
These teachers should evacuate in orderly fashion to the oval (depending on nature of emergency) and 
remain with the class. 
 

http://www.dfes.wa.gov.au/
http://www.dfes.wa.gov.au/pages/default.aspx
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SPECIAL DUTIES 
Principal – Julie Denholm 
  

1. Ring Emergency Numbers as appropriate: 
  WA FIRE BRIGADE 000 

  POLICE (Mundijong) 9526 1900 

2. For injuries ring: AMBULANCE  000 

3. Note detail of the location and nature of the emergency reported. 

4. Initiate action according to this “Emergency Policy”. 

5. If necessary, help teachers to clear children from immediate danger area. 

4. Initiate the emergency bell or siren (Staff member or child from Room 3). 

5. Advise school of nature of emergency and action to be taken, location of problem and the need to 
check rolls and turn off power etc. 

6. Appoint people to keep children away from danger zone.  

7. Tune radio/TV for reports (if necessary). 

8. Address assembled children.  Ascertain all children accounted for and first aid is administered. 

9. Notify South Metro Regional Education Office – 9336 9563 and Central Office 9264 4441 

10. Prepare a written statement for release to parents or press. 

11. Telephone parents, if necessary, and set up parent information centre for anxious parents. 

12. Ensure staff are aware of these procedures and location of all equipment. 

 

Manager Corporate Services – Jackie Adams 
 

1. Assist Principal, as necessary, with siren, telephone calls, etc. 

2. Check all toilets and all storerooms. 

3. Evacuate to assembly area and be available to help where possible.  

4. Maintain all emergency numbers, staff mobile numbers and class lists in prominent position in office 
ready for use.  
 

Gardener 
 

1. Report to Principal for instructions. 

2. Assist where possible following Principal’s instructions. 

Reopening the School 

 

 The Regional Executive Director is to advise the Principal when the school can re-open. 

 Parents need to know when the school is reopened. In the event of a pre-emptive closure, details are 
contained in the template letter (Principal’s Guide to Bushfires advising of pre-emptive Closure- Appendix A7) 
which will be used. 

 The Notice of Planned Temporary School Closure will be physically removed from the school premises and 
website. 

 All parties that were advised of closure (e.g. Bus Contractors, out-of-hours users, P&C) will be advised of 
reopening by the Registrar. 
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TYPES OF FIRE EVENT 
In the event of a Total Fire Ban, catastrophic weather warning, or bushfire, the Bushfire Plan will be activated.  

1. Total Fire Ban  

In the event of a Total Fire Ban the Bushfire Plan will be invoked: (refer to Principal’s Guide to Bushfire for all 
procedures). 
 

 You must not undertake any activities that may start a fire: 
 
This means: 
 

 you must not light or use any fires in the open air 

 all open fires for the purpose of cooking or camping are not allowed 

 ‘hot work’ such as metal work, grinding, welding, soldering, gas cutting or similar is not allowed unless you 
have an exemption  

 
The DFES advice is that chainsaws, plant or grass trimmers or lawn mowers can be used during a total fire ban in 
suburban or built up areas which are cleared of flammable material, but not in bushland or other areas where their 
use is likely to cause fire. 
 
It is also necessary to ensure: 

 The equipment or machinery is mechanically sound. 

 All reasonable precautions are taken to prevent a bushfire starting. 
 
It is recommended postponing the activity altogether to minimise the risk of fire. 
 
If a Harvest and Vehicle Movement Ban has not been implemented by your Local Government Authority you are 
able to harvest or move vehicles across paddocks for agricultural purposes. 
 
Individuals could be fined up to $25,000 or jailed for 12 months or both if the Total Fire Ban is ignored. 
 
For information on activities that can or cannot be carried out during a Total Fire Ban visit 
www.dfes.wa.gov.au/totalfirebans/Pages/TotalFireBanWhatCantIDo.aspx.  
 
If the information you want is not available from the website, telephone the Total Fire Ban Information Line 1800 
709 355. 
 
This information is also available by visiting www.dfes.wa.gov.au  

http://www.dfes.wa.gov.au/totalfirebans/Pages/TotalFireBanWhatCantIDo.aspx
http://www.dfes.wa.gov.au/


10 
 
 

 

2.Catastrophic Fire Danger  

The Catastrophic Fire Danger Index (FDR) has been added to the Australia-wide FDR system since the 2009 
bushfires in Victoria.  If a fire starts in catastrophic conditions, its impact potential includes death or injury to people 
and destruction of buildings.   
 

Category Fire Danger 
Index (FDR) 

Action 

Catastrophic 100+ Schools on Bushfire Zone Register closed on instruction from 
Deputy Director General Schools, through Regional Executive 
Director. School to invoke communication plan and cancel bus 
services. 

Extreme 75-99 Monitor DFES website 

Severe 50-74 Monitor DFES website 

Very High 32-49 Normal school operations 

High 12-31 Normal school operations 

Low-Moderate 0-11 Normal school operations 

 

 
 

 All clear/no 
warnings 

Emergency 
Warning 

Watch & Act Bushfire Advice 

Low-Moderate     

High     

Very High     

Severe     

Extreme     

Catastrophic      

https://www.google.com.au/url?sa=i&rct=j&q=&esrc=s&source=imgres&cd=&cad=rja&uact=8&ved=2ahUKEwjX25qywfjdAhWX7GEKHX3HAb8QjRx6BAgBEAU&url=https://www.qgcio.qld.gov.au/information-on/ict-risk-management/ict-risk-matrix&psig=AOvVaw0rRCMgZoQTOpnqq0zYrDOm&ust=1539145353471478
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In the event of a catastrophic weather warning the Bushfire Plan will be invoked as per the flow chart at 
Appendix 2 (refer to Principal’s Guide to Bushfire for all procedures and sample letters that will be used). 
 

2.1 Planned Pre-emptive Closure  
 In the event that a day of Catastrophic Fire Danger is forecast and announced by the Bureau 

of Meteorology for the following day, the school will be CLOSED.   

 Children should not attend school. 

 Signs will be posted on the gates/ fences around the school’s perimeter. 
 
Regional Executive Directors will contact Principals of affected schools directly when a planned (pre-emptive) 
closure is to be invoked in a particular part of the State.  The lead time for a planned closure varies depending 
on weather patterns, but every attempt is made to give Principals as much notice as possible to prepare 
written documentation for parents.  Schools should have telephone trees in place to provide this information at 
short notice or after hours. 
 
Once advised that Jarrahdale Primary school is to undertake pre-emptive closure, administrative staff will 
notify the school community that a closure is imminent.  The Principal will send letters to parents and provide 
each staff member with a memo that clearly states when the closure is planned to occur and that the school is 
on standby.  It may be that between declaration of the closure and the day of closure, weather conditions 
improve sufficiently to remove the need to close and the school can therefore stand down its pre-emptive 
closure plans.  The Regional Executive Director confirms with the Principal the final decision to close the 
school no later than 4.30 pm the day before the planned closure.  If weather conditions become less severe 
after 4:30 pm, the closure goes ahead regardless, in order to provide a level of certainty to parents. 
 
The DEFS is the final authority on advice about which schools are in danger and the level of risk at the time.  
The Deputy Director General, Schools makes the final decision as to whether or not a planned closure of 
public schools is to proceed; based on DFES’s advice. 
 

2.2 During a Planned Closure 
The Principal will ensure they are kept informed of current fire danger rating and any fire activity by monitoring 
local media (local radio, especially the ABC, and television) and by regularly checking for updates with DFES. 
 

 
2.3 Re-opening School 

Parents need to know when the Catastrophic FDR or fire threat has been downgraded and that it is therefore 
safe for their children to return to school after a planned closure.  The template letter to parents contains 
advice on how parents can monitor the situation and will be used in this situation.  Jarrahdale Primary School 
will put the following communication plans in place:  

 placing a notice on the school website (if possible at the time),  

 providing a number for parents to call for information about the reopening of the school (this 
information is also included on the closure signs to be placed around the perimeter of the school).  

 The Principal will contact the Class Liaison Parents who will, contact families in their delegated class 
by phone. 
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3. Bushfire  

 
In the event of a bushfire threatening the school, the school will notify DFES and the Bushfire Plan will be 
invoked by way of the school siren (Three short bursts of the siren or alternatively, 3 rings of the school 
bell).  
 

3.1. Bushfire- Watch community  
 

During a bushfire, Emergency Services provide as much information as possible through a number of 
different channels. There are four levels of warning, ADVICE, WATCH AND ACT, EMERGENCY 
WARNING and ALL CLEAR. These change to reflect the increasing risk to life and the decreasing 
amount of time you have until the fire arrives. Download a copy of DFES bushfire warning table from:  

https://www.dfes.wa.gov.au/safetyinformation/warningsystems/Pages/BushfireWarningSystemaspx 
 
If the school is likely to be threatened by the fire, activate the Emergency and Critical Incident Management Plan 
immediately. 

 
 

3.1.1 Advice 
If Jarrahdale Primary School is likely to be threatened by the fire, the Emergency 
Management Plan will be activated immediately. Notify DFES Communication Centre of your 
decision and relocation point. 
 
An ADVICE provides the school with information on a bushfire that is not threatening lives or 
property but may be causing smoke near the school. Evaporative air conditioners are to be 
turned off. Regular checks of the school are to be undertaken paying special attention to the 
evaporative air conditioners by the Gardener or if on an RDO, the Principal. 
 

3.1.2 Watch and Act 
A WATCH AND ACT message tells the school that the fire conditions are changing and there 
is a possible threat to lives and the school. The Principal’s decision to leave or relocate 
students, staff and visitors off site is to be based upon assessment of known information and 
current circumstances, including advice from emergency services or observations at the time 
of the event.  
 

If an order to evacuate is directed by the Incident Controller, the evacuation order will be relayed via a variety of 
communications methods including the Bushfire Warning System.  

 
It is paramount that schools gather information pertaining to fires from official sources in order to make an informed 
decision on whether to stay on-site or evacuate off-site. 

 

3.1.3 Emergency Warning 
An EMERGENCY WARNING is the highest level of warning and tells the school 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. 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. 
 
Jarrahdale Primary will activate their Bushfire Plan in regards to evacuation. Consideration 
will include; location of fire and ability to travel safely to the selected relocation point, notify 
DFES Communication Centre of the decision and relocation point. The Principal is to liaise 
with the Regional Executive Director. If it is not safe to evacuate, direct all students, staff 
and visitors to the school’s Safer Location, which is the Bruno Gianatti Hall across the 

https://www.dfes.wa.gov.au/safetyinformation/warningsystems/Pages/BushfireWarningSystemaspx
https://www.dfes.wa.gov.au/safetyinformation/warningsystems/Pages/BushfireWarningSystem.aspx
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road from the school (Cnr Munro and Jarrahdale Roads, Jarrahdale) which has the capacity 
for 200 people. 
 

If an order to evacuate is directed by the Incident Controller, the evacuation order will be relayed via a variety of 
communications methods including the Bushfire Warning system.  
 
It is paramount that schools gather information pertaining to fires from official sources in order to make an informed 
decision on whether to stay on-site or evacuate off-site.  

 

     3.1.4 All Clear 
     An ALL CLEAR is issued when the threat has passed and the fire is under control. Fire-  
     fighters will still be working to put the last bits of the fire out and making the area safe, so it’s    
     important to remain vigilant in case the situation changes. It may still not be safe to leave  
     the school to return home. Emergency services will advise when you can go home. 

 

3.2. Bushfire Act 
 
3.2.1 Response when a bushfire starts and the school is open 

3.2.1.1 Evacuation Procedure  

 The Principal monitors DFES alerts 
The School will be contacted as soon as possible by the Police or Bushfire Incident Controller 
regarding the location and direction of a fire. School to evacuate off-site on advice from DFES. 
 
The Principal is to have the off-site safer location approved by DFES prior to evacuation.  The 
Hall is 1 minute away from the school and directly across the road from the Jarrahdale Fire 
station. 

 

 All classes remain with their teachers and allocated education assistants.  

 All other staff and visitors report to the Front Office.  
Depending on the size, speed and direction of the bushfire, the school may be required to evacuate. 
The Principal gives instructions through available channels to evacuate all classrooms to the Bottom 
Oval. 

 Teachers escort their class with the Attendance Roll to their normal assembly place.   

 Principal and Registrar to carry out special duties as per the school “Emergency Plan”.  

 Medical kits (Epipen and asthma kit) and the bush fire kit (including first aid kit) will be organised by 
the Registrar.  A water fountain is under the tree for drinking water. Students and adults with known 
respiratory conditions will be identified and given special consideration.  

 Teachers account for each child and identify students and support staff with known respiratory 
conditions and send immediately to early evacuation. 

 Doors and windows must be closed and evaporative air coolers turned off. Students and staff are 
to remain in classrooms unless directed otherwise by their fire warden.  

 Fire wardens are designated to manage evacuation routes, liaise with staff.  

 The Principal and fire wardens (Registrar and if available, the cleaner who is a voluntary fire fighter), 
will control this response until the arrival of DFES or emergency services who will then take over.  

 Students and adults with known respiratory conditions will be identified and given special 
consideration, and sent immediately to early evacuation. 

 Parents should not attempt to reach the school to collect children as roads will be blocked by Police 
for use by fire fighting vehicles. 

 If there is an evacuation of the school and local residents, a state emergency procedure will be 
implemented. Children will be taken to a designated safe haven and may be collected from there.  
The location of the evacuation area will be available by contacting the DFES (Fire and Emergency 
Services Association) information line on 1300 657 209.   

 Liaise with Incident Management Team (IMT) 

https://www.dfes.wa.gov.au/safetyinformation/warningsystems/Pages/BushfireWarningSystem.aspx
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 Parents SHOULD NOT PHONE THE SCHOOL as the lines need to be open for communication with 
the relevant authorities. The OOO phone number should only be used to report emergencies.  

 
Parent Access 
Parents will be informed when and where to pick up students upon advice from the school or through DFES or 
Incident Controller. 

3.2.1.2 Safer Location Procedure – if evacuation is not possible 

School to remain on site on advice from DFES. 

 All classes remain with their teachers and allocated education assistants.  

 All classes in transportable buildings to be relocated to the Library. See Appendix 3 for a sample safer location 
evacuation plan. 

 All other staff and visitors report to the Front Office.  

 Teachers account for each child and identify students and support staff with known respiratory conditions.  

 Doors and windows must be closed and evaporative air coolers turned off. Students and staff are to remain 
in classrooms unless directed otherwise by their fire warden.  

 Fire wardens are designated to manage evacuation routes and liaise with staff.  

 The Principal and fire wardens, will control this response until the arrival of the DFES or emergency services 
who will then take over.  

 Students and adults with known respiratory conditions will be identified through the medical emergency 
response forms located in each classroom and the bushfire kit, and given special consideration.   

 
Parent Access 
Parents advised NOT to pick up students and to monitor local media for specific access information. 
 

3.2.2 Response when a bushfire starts and the school is closed 
If the DOE Incident Controller makes a decision on school closure based upon advice from Emergency Services 
the Regional Executive Director will inform the Principal of closure. 
 
The Principal is to notify staff and parents using the crisis management emergency contact list and phone tree (see 
Appendix 4 for a Sample Communication Plan) of Closure. 
 
The Department of Education Incident Controller will, in consultation with the Regional Executive Director identify 
alternative accommodation of students and staff if required. The Department’s Media Unit will utilise media outlets 
to make public announcements of school closures, temporary alternative accommodation and contact number(s) 
for further information. 
 
The Department’s Incident Controller in consultation with DFES will inform the Regional Executive Director when 
the school can reopen, who will inform the Principal accordingly. 
 
 

.2.3 Recovery 
The priorities for the school during recovery are 

1. Health and Safety of individuals; 

2. Social Recovery; 

3. Physical (Structural) Recovery. 

 
General 

 When possible, return to normal routine. 

 Attend to staff and student welfare, considering counselling support. 

 Provide information for families and the community of any impact (including if there is none) on the school and 
school routine following the bushfire. 
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 Administration staff to undertake a check of any equipment or stock used and arrange 
replacement/replenishment. 

 Address any physical damage to the school, isolating areas if required and if necessary relocate to alternative 
accommodation. Contact Building Management and Works to commence repairs. The Department will be 
advised of any damage caused by the bushfire. 

 Attend to security if necessary (Contact Head of Security at Central Office on 9264 4825). 

 Office staff to manage administrative details including insurance. 
 

Debrief 

Test the revised bushfire management plan and procedure – tests are conducted at the beginning of  term 1 and 
term 4 of the school year – debriefing is at the following staff meeting. 

 

 What worked, what didn’t? 

 Was anything overlooked? 

 What could you do better next time? 

 Should roles change? 

 If changes are made, incorporate them into the formal plan and advise the appropriate parties including staff 
and other authorities. 

 Share the knowledge with other schools. 

 Test the revised bushfire management plan and procedures. 
 
For further details and contacts refer to the Recovery Section of the Emergency and Critical Incident Management 
Plan and The Principal’s Guide to Bushfire 
 



16 
 
 

 

APPENDICIES  
Appendix 1: Desktop Compliance with Bushfire Preparation Checklist  

 

Bushfire Preparation Check List for the 
Summer Months 

 

Principals should be thoroughly familiar with their current plans for dealing with bushfires. 

All staff members should be aware of their responsibilities in accordance with the plans.  

 

MANAGEMENT ACTIVITIES   

Tick () when task has been completed, or write NA if not applicable Evidence 

The School Emergency and Critical Incident Management Plan 
includes a plan for dealing with bushfires. 

Schools on the Bushfire Zone Register must also have a 
separate stand-alone bushfire plan. 

√ 

Website 

Principal is thoroughly familiar with the schools current Emergency 
and Critical Incident Management Plan and where applicable the 
stand-alone bushfire plan. 

√ 

Plan Reviewed 
13.8.2019 

Students, staff, relief staff and parents/carers have been made 
aware of the school bushfire plan.  

√ 

Staff Meeting 
31.1.2019 

Connect message 

8.8.2019 

The bushfire plan must be reviewed prior to each bushfire season 
(Term 3) and a copy forwarded to your education regional office. 

√ 
Emailed 19.8.2019  

The principal and liaison officer  have established contact with 
local emergency services including DFES, the Department of 
Parks and Wildlife (if relevant), the local volunteer fire brigade, WA 
Police, Local Emergency Management Committee (LEMC), local 
government representative or Community Emergency Services 
Manager (CESM) (if there is one for the area), and incorporated 
their feedback into the plans (as required). 

√ 

 

If school is on the Bushfire Zone Register, the principal (or a 
nominated staff member) has established contact with emergency 
services, including DFES, the local volunteer fire brigade, WA 
Police, your Local Emergency Management Committee (LEMC)  or 
Person responsible for fire response plans and mitigation (LGA) 
and incorporated their feedback into the plans (as required) . 

√ 

Plan presented to the 
local volunteer fire 
brigade-awaiting 

feedback 

 Refer to Emergency Alert warning system 
(www.emergencyalert.gov.au/) Emergency Services must be 
informed of your nominated Safer Location as part of your 
Emergency Critical Incident Management Plan procedures. 

√ 

 

Schools on the Bushfire Zone Register need to incorporate key 
bushfire messages in their curriculum. 

√ 
 

Evaporative air conditioners – awareness of location of the √ Room 1, 2, 3 &4 

../2017/JPS%20Bushfire%20policy%202017-update%206.3.2018%20Website.pdf
http://www.emergencyalert.gov.au/
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switches and how to switch off the units. ICT Room and 
Kindy/Pre primary 

Communication plans (include telephone tree – see Appendix D1) 
are in place for evacuation or planned closure.   

√ 
 

Practice evacuation drills prior to October and at least once per 
term during the bushfire season, October to March. Note this is a 
minimum three drills per year. 

√ 

Last one : 

  

12.2.2019 

School has a correctly functioning emergency warning or alert 
system. 

√ 
Bell and siren 

Emergency communications equipment is available e.g. mobile 
telephones, hand-operated fire alarm (portable siren), portable 
radios and spare batteries. 

√ 

 

Class rolls and visitor register (or equivalent) are readily accessible 
in an emergency to account for students, staff and visitors. 

√ 
 

First aid equipment is available and staff members trained in first 
aid have been identified.  

√ 
 

Evacuation kit should be checked at least once per term. √ 8.8.2019 

Arrangements are in place in relation to school buses (notification 
of contractors if pre-emptive closure is invoked; availability of 
buses if off-site evacuation is required) 

√ 

 

Procedures are in place to restrict use of machinery (e.g. angle 
grinders, mowers, and machinery with internal combustion 
engines) in close proximity to bushfire fuels where they may start a 
fire on severe fire danger days. 

√ 

 

A Safer Location within the school building should be identified and 
prepared in the event that an off-site evacuation is not possible 
(Refer page 4). 

√ 

 

BPZ (20 metre radius), cleared of all rubbish, long dry grass, bark 
and flammable materials. 

√ 
 

Gutters, valley hip roof spaces cleared of combustible materials – 
likewise any build up fuels around all buildings. 

√ 
Every Term 

 9.8.2019 

Bushfire Risk Management Treatment Plan 

Department of Fire & Emergency Services 
√ 

Work in progress 
9.8.2019 

Fire Equipment maintained √   

 
 
 
 

Hazard reduction 
Firebreaks are only a part of fire prevention. Hazard reduction activities will also increase your 
preparedness for an emergency. You don’t need to remove all your vegetation as this would 
seriously impact the environment, and some plants can provide protection during bushfires. 

You can reduce hazards by 

 Hand clearing.  

 Mechanical clearing. 

 Chemical spraying (should be undertaken from June-September). 
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 Hazard reduction burning. 

 Keeping grass short and green, and removing clippings. 

Hand and mechanical clearing can be safer than burning and easier to organise and maintain. 

Follow our hazard reduction program 

May - August 

 Prune trees within the APZ – remove branches up to 2 metres.  

 Clear long grass, leaves, twigs, and flammable shrubs from around your house. 

 Store petrol and other flammables away from your house. 

 Check your firefighting equipment and service it where required. 

 Share your emergency plan (including evacuation routes) with your neighbours. 

 Apply chemical spray to your firebreaks and low fuel zones (two applications). 

September - November 

 Move stacked wood and timber at least 20 metres away from your house. 

 Keep grass short. 

 Clean gutters and roof debris. 

 Install your firebreaks. 

 Apply chemical spray to your firebreaks and low fuel zones (final application). 

 Review your family’s emergency plan remembering your pets and livestock. 

November - May 

 Water lawns, trees and shrubs near your buildings. 

 Check your firefighting equipment and service it where required. 

 Clean gutters and roof debris. 

 Maintain your firebreaks. 

Be fire safe all year round 

 Ensure firebreaks are prepared. 

 Ensure the planting of windbreaks or trees follows this Firebreak Notice. 

 Make sure that your buildings are safe – fit metal fly screens and shutters, fill gaps in 

roof and wall spaces, fit fire screens to evaporative air conditioners and see if they can 

provide a water only supply. 

 Consider installing external building sprinkler systems and backup power for 

emergencies. 

 Ensure trafficable access to your emergency water supplies and install the correct 

fittings. 

Join or get training from your local Bushfire Brigade. There are lots of ways you can 
help, from active roles to brigade support. Call us on 9526 1111 to join or start a local 

Bushfire Ready action group.
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Appendix 2: Catastrophic Event Flow Chart 

In the event of a catastrophic weather warning the Bushfire Plan will be invoked as per the following flow chart: (refer to Principal’s Guide to Bushfire 
for all procedures and sample letters) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Regional Executive Director alerts Principal that a Catastrophic FDR has been declared and to prepare  
school for pre-emptive closure 

Principal activates school action plan, including: 

 notifying parents, bus contractors, community kindergartens, tenants, community hirers, out of school hours child care programs, school contractors 
and construction workers that the school will be closed on the day concerned; 

 posting school closure signage; and 

 appointing two members of staff to attend from 8.00 am to 10.00 am on the day of the school closure (only if safe). 

Principal and Regional Executive Director monitor FDR for the next day 

 

PRINCIPAL’S RESPONSE TO 

Catastrophic Fire Danger Rating 

 

Principal notifies school community of impending planned closure, to be confirmed 1.30 pm on the day prior  

Closure to be 
invoked?  

 
 

 

Principal notifies school community 

closure will not go ahead – school will open as normal NO 

YES 

Principal liaises with Regional Executive Director to  
determine if school reopens next day 

Principal notifies school community whether school remains closed or reopens 



20 
 
 

 

 

Appendix 3: Jarrahdale Primary School Site Plan and Evacuation Routes 

Insert your school’s map here - include the Safer Locations, location of fire hydrants, electrical switch boards, phones and communication board. 

 

EVACUATION SIGNAL AND PROCEDURE 

If there is a need to evacuate the school or for students to assemble should an emergency situation occur, the school siren or bell will be 
sounded THREE TIMES repeatedly.  P.N. One extended sounding of school siren means return to your classroom immediately, 

lock doors and windows and remain there until instructed by Principal and/or Police. 

 

 
EVACUATION PROCEDURE                       EVACUATION PROCEDURE 
FROM CLASSROOMS        DURING RECESS AND LUNCH   

 

           

 
 
 
 

 
 
 

 
 
 
 
 
 
 

1. Teachers are to escort students to the designated collection point, the bottom oval 
unless otherwise directed (See Map). 

2. Teachers to take class roll with them. Turn off air conditioner if possible. 
3. On arrival at designated area, each class teacher should call the roll. The Principal 

should be immediately informed if any student is missing. 
4. The Principal or teacher in charge will confirm the presence of all students and staff 

and arrange search party if required. 
5. School will move to the Bruno Gianatti Memorial Hall  should it be deemed 

necessary 
6. Children’s bags must NOT be collected  
7. Registrar to check all toilets 

 

 

1. All students are to move directly to designated collection point, the bottom 
oval and separate into class groups. 

2. Teachers to collect rolls and move to designated collection point, the 
bottom oval. 

3. Teachers to check rolls. 
4. Principal or teacher in charge will confirm students and staff are all present, 

and arrange search party if required. 
5. School will move to Bruno Gianatti Memorial Hall should it be deemed 

necessary. 
6. Children’s bags must NOT be collected  
7. Registrar to check all toilets 

 
 
 
 

N.B. All staff and students must move directly to the oval should an evacuation be signalled.   
The Principal or a staff member, directed at the time, will be responsible for checking toilets, etc 

should a student be missing. 

EVACUATION OF COMMUNITY 
 

Follow instructions of emergency personal. 
Serpentine Jarrahdale Grammar School Buses – 9525 9140 
Settlers Transport – Anne Littleton – 0411 114 975 
Arther McHugh Bus – 9454 6530  
Parent and Community Private Vehicles 
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Appendix 3: Sample School Site Plan & Evacuation Routes 
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Jan 2018 Aerial Map 
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Appendix 4: Communication Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PRINCIPAL'S RESPONSE TO 
Bushfire Notice when School Open 

 

School notices fire 
and advises DFES 

 

School Notified of Fire. 
Dedicated phone number 

(to be kept free) provided to 
incident Management 

Group 

 

DFES notifies 

school of fire 

DFES Warning 

 

Yes No 

 

ADVICE 

 

WATCH & ACT 

 

WATCH & ACT 

 

Evacuate or Relocate Monitor DFES 

website and ABC 

Stay on site 

Follow Emergency Management procedures 
School closure to be invoked 
Notify RED and DoE Media Unit 
Implement Communication Plan to Parents 
Notify Bus Contractors out of school progs etc. 

Parents Pick 

or Bus 

Relocate off Site to 

Evacuation Location 

Principal’s Response 
Follow Emergency Management procedures 
Move to Safer Location 
Notify RED and DoE Media Unit 
Implement Communication Plan to Parents 
Notify Bus Contractors out of school progs etc. 

Initial Message 
School under threat of bushfire 
DFES advice to school to evacuate to 
designated position (Note DFES will identify 
location) 
Please pick up students from (location 
description) 
Please monitor local media for specific access 
information  
 

Bushfire in the area 
DFES advice is to stay on site 
(Option – On DFES advice parents are advised 
NOT to pick up students 
Please monitor local media for specific access 
information  
 

 

Interim Message 
School remains under threat of bushfire 
DFES advice to school was to evacuate  
Schools remains closed 
Please monitor local media for specific access 
information  

 

Bushfire in the area 
DFES advice is to stay on site 
(Option to repeat – On DFES advice parents are 
advised NOT to pick up students 
Please monitor local media for specific access 
information  
 

 

Close Out Message 
Threat has passed 
DFES advice is school is safe  
Students to return to school on (date) 
Please monitor local media for specific access 
information 

 

Threat has passed 
DFES advice is school is safe  
Students to return to school on (date) 
Please monitor local media for specific access 
information 

 

Closure 
to be 

invoked 
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The following should be the template for the school to respond to. 
 
As difficult as it may be, it is the responsibility of the school to be aware of any Alerts or 
Warnings that may affect the school.  As the threat heightens then the schools response 
needs to be staged to be the appropriate response.  As per the schools plan on page 10 
 
For example, if the FDI is Very High and there is a current Alert of Watch and Act then school 
should already be in a state of readiness appropriate to that threat (which may include the 
evacuation to a safe place and/or the closing of the school, or whatever is considered the 
safest course of action by the school.  

 

Fire Danger Rating (FDR) 

The FDR tells us what the level of bushfire threat could be on any given day. 

The FDR is supplied daily by the Bureau of Meteorology.  
You can find it at www.bom.wa.gov.au or www.emergency.wa.gov.au or by calling the Perth 
Weather Service on 1196. 

 
 
Fire Danger Ratings are; 
 
Low- moderate 
High 
Very high 
Severe 
Extreme 
Catastrophic 

 
 
 
 
 

Alerts and warnings 
During emergencies, alerts and warnings may be issued by the Department of Fire and 
Emergency Services. You can get these warnings by visiting www.emergency.wa.gov.au or 
calling 13 DFES (13 33 37). 

Icon Meaning 

 

Bushfire Emergency Warning 
Authorities have confirmed that there is a threat or possible threat to life 
and/or property. Take action now to stay safe. 

http://www.bom.wa.gov.au/
http://www.emergency.wa.gov.au/
http://www.emergency.wa.gov.au/
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Bushfire Watch and Act 
Authorities have confirmed that there is a threat or possible threat to life 
and/or property. Take action now to stay safe. 

 

Bushfire Advice/Other Fires 
An incident has been reported near this location. You need to be aware 
and keep up to date – act for your safety. Get prepared. 

 

Prescribed Burn / Bushfire All Clear 
An incident has been reported near this location. You need to be aware 
and keep up to date – act for your safety. Get prepared. 

 
Do not wait to take action! If you see fire activity or smoke put your plan in place straight away! 
The Parks and Wildlife Service at the Department of Biodiversity, Conservation and 
Attractions conduct prescribed burns throughout the year. Find out where these are occurring 
on https://www.dpaw.wa.gov.au/management/fire/prescribed-burning/burns or calling 9219 
8000. 

Alerts, warnings, and fire ban information is broadcast on ABC radio station (720 AM). 

 
 

Total Fire Ban (TFB) 
TFB’s are declared by the Department of Fire and Emergency Services on days of extreme 
weather or when widespread fires are seriously stretching firefighting resources.  
TFB’s are generally declared the evening before they take effect. To find out if a TFB has 
been declared visit www.emergency.wa.gov.au or tune in to 720AM on your radio. 
When a TFB is declared it prohibits the lighting of any fires in the open air and any 
other activities that may start a fire. 
The ban includes all open air fires for cooking or camping. It also includes incinerators, 
welding, grinding, soldering or gas cutting. 
For more information including exemptions visit www.dfes.wa.gov.au/totalfirebans. 
 

Harvest and Vehicle Movement Bans (HVMB) 

A HVMB, once declared by us, prohibits all harvesting operations and all vehicle movements 
on a property (except for the essential watering of stock using a diesel powered vehicle). 
HVMB’s remain in place until midnight on the day called or until lifted (revoked) by us. 
We might call a ban because of: 

 Unfavourable fire weather conditions. 

 Lack of firefighting resources due to existing commitments. 

 Public holidays. 

You can find out if a HVMB has been declared on our website www.sjshire.wa.gov.au/burning 
and Facebook page @shireofsj or by tuning into 720AM on your radio. 
 
 
 
 
 
 
 
 
 

https://www.dpaw.wa.gov.au/management/fire/prescribed-burning/burns
http://www.emergency.wa.gov.au/
http://www.dfes.wa.gov.au/totalfirebans
http://www.sjshire.wa.gov.au/burning

