YOUTH(®

COLLEGE

Emergency Management Plan Policy and Procedure

1.0 PURPOSE

To provide a clear, concise evacuation plan and procedures for the Youth2Industry College that can

be implemented in the event of an emergency at or in close proximity to the Youth2Industry College.

2.0 SCOPE

This Emergency Management Plan (EMP) applies to all Youth2Industry College staff, students, visitors
and volunteers and will be available on SharePoint, website and at reception. This plan should be read
in conjunction with QMS: 415 Y2IC Critical Incident Policy and Procedure.

3.0 IMPLEMENTATION

From a risk management planning perspective Youth2Industry College is:

Located in Inner Melbourne at Level 2, 220 Albert Road, South Melbourne 3205

Is not subject to Bushfire Risk. (Refer to QMS 414 Y2IC Camps and Excursions Policy for
bushfire preparedness for offsite activities)

Does not have any Youth2Industry College bus routes

Has relatively small (~600 m?) premises, with primary occupancy on Level 2, and secondary
occupancy on the Ground Floor in a single classroom.

The Ground Floor is part of the same building footprint
Evacuation procedures apply across both levels

Has small staff numbers and student numbers

The Youth2Industry College adheres to the following safety measures:
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Emergency evacuation procedures will be clearly displayed near the entrance, classrooms and
breakout area. These are to be followed in the event of a fire, natural disaster or any other
emergency.

Safety drills will be practiced ideally four times a year, at different times of the day.
Staff will be regularly provided with fire emergency preparedness training.

Each staff member will be provided with a copy of the emergency procedures.

The evacuation plan will include:

o The determination of a safe assembly area, away from the building and access areas for
emergency services.

o Asecond stage assembly area will be noted in the event that the first assembly area
(above) becomes unsafe.

o Unobstructed routes for leaving the building which are suitable to the age and abilities of
the students (special consideration must be given to any people with disabilities)
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3.1
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o Location of the emergency kit and first aid box

o Location of fire extinguishers and fire blankets

Off-site Evacuation Procedures — Code Orange Evacuate

Upon discovery or notification of fire in the Youth2Industry College or within close proximity
to it, responsible staff will use the loudspeaker/amplifier (located in the office area) to alert
all staff, students, parents/carers and visitors of the emergency.

Call 000 and ask for fire services and College Chief Warden (or Deputy) and Youth2Industry
College Principal. (See Appendix A & B - Emergency & Incident Management Team (IMT)
Contact Lists)

If considered practical (e.g. small fire in kitchen, etc.) one staff member is to use the nearest
extinguisher on the fire, with remaining staff on standby to evacuate the students, via the
nearest safety exit.

Administration staff are to take the laptop with access to the student attendance roll and the
Chief Warden or Deputy to collect the emergency first aid kit that contains student and family
emergency contact list. All staff to carry their premises swipe key cards.

If safe to do so, a staff member (Logistics Warden) is to lead people through the nearest
safety exit.

The Chief Warden and/or Deputy are to check all areas of the Youth2Industry College
premises (including the Ground Floor) are empty and close any open windows and doors as
they leave.

Ensure that all people within the Youth2Industry College follow directions to evacuate to the
designated assembly site.

When assembled check students against attendance books - do head counts

Report numbers of students to the Chief Warden

Reassure and calm students

Use items from the emergency pack, if necessary, administer any appropriate First Aid
Wait for fire services to arrive

Contact parents/carers as required

Actions after Evacuation
Ensure any students, staff or visitors with medical needs are supported
Determine whether to activate a parent/carer reunification process

Determine if there is any specific information students, staff or visitors need to know (e.g.
areas of the College to avoid)

Prepare, print and issue parent/carer letters and give these to students to take home
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. Ensure staff are made aware of assistance/counselling services

o Seek professional assistance/counselling, if required

. Undertake operational debrief with staff and the IMT to identify on-site evacuation and
procedural changes that may be required

o Complete Emergency Evacuation Drill — evaluation form (Appendix F)

3.3 Lock Down Procedures - Code Orange Lock In

o Principal, or in Principal’s absence, the Chief Warden to announce that the Youth2Industry
College is in lock down

o Ensure the reception front door and the Ground Floor entrance door are locked

. Ensure students remain calm and in the premises (ie classes)

. Administration staff to collect student daily attendance sign in/sign out sheets and laptop
with Compass details

o Lock all doors and close windows, draw blinds but do not expose yourself

. Direct students to sit on the floor and under the tables

o Call 000 and ask for Police (See Appendix A & B - Emergency & IMT Contact Lists)

. Remain in classrooms until the Chief Warden or Principal give the ‘all clear’ on advisement

from emergency services

. Contact parents/carers as required

3.4 Actions after lock down

. As per 3.2 Actions after Evacuation

3.5 Lock Out Procedure

When an internal immediate danger is identified and it is determined that students should be
excluded from the premises/building for their safety, the Chief Warden on-site will take charge and
activate the IMT if necessary:

o Call 000 and ask for emergency services and seek and follow advice

. Announce lock-out with instructions about what is to happen. Instructions may include
nominating staff to:

o Lock doors to prevent entry
o  Check the premises for anyone left inside

o  Obtain Emergency Kit

o Go to the designated external assembly point
. Check that students, staff and visitors are all accounted for
March 2026
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Where appropriate confirm with emergency services personnel that it is safe to return to
normal operations

Maintain a record of actions/decisions undertaken and times

Contact parents/carers as required

Actions after lock out

As per 3.2 Actions after Evacuation

Shelter-in Procedure

When an incident occurs outside the Youth2Industry College and emergency services or the Chief

Warden determine that the safest course of action is to keep students and staff inside the

Youth2Industry College premises (as evacuation might reasonably expose people to a greater level of

danger until the external event is handled), the Chief Warden on-site will take charge and activate the

IMT if necessary:

3.8
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Call 000 and ask for emergency services and seek and follow advice

Students to remain in classrooms. Lock all doors and close windows, draw blinds but do not
expose yourself. Direct students to sit on the floor and under the tables if appropriate

Take your emergency kit/first aid kit (including attendance roll/sign out sheets)
Check that all students, staff and visitors are accounted for

Ensure communications with emergency services is maintained

Wait for emergency services to arrive or provide further information

Where appropriate confirm with emergency services personnel that it is safe to return to
normal operations

Maintain a record of actions/decisions undertaken and times

Contact parents/carers as required

Actions after shelter-in procedure

As per 3.2 Actions after Evacuation
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4.0 EMERGENCY RESPONSE PROCEDURES FOR SPECIFIC EMERGENCIES

See Appendix D for specific response procedures in the event of:

Building Fire

Major External Emissions/Spill (including gas leaks)
Intruder

Bomb/Substance Threat (by telephone, letter or email)
Internal Emission/Spill

Severe Weather Event

Earthquake

Pandemic including Influenza

Medical Emergency

5.0 KEY RESPONSIBILITIES

5.1

5.2

53
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Responsibilities of Principal, Chief Warden and IMT

Involve ALL Youth2College staff in annually reviewing this policy and the procedures in it to
achieve a whole team approach

Ensure that the written evacuation procedure is current and displayed in key rooms/areas
Implement regular evacuation and lock down drills and evaluate (ideally four per year)

Nominate educator/staff member to be responsible for maintaining Emergency Kit and
taking kit in the event of an emergency

Ensure that exits remain clear at all times

Develop a critical incident plan where required

Responsibility of Principal and IMT Chief Warden during evacuation

Ensuring all people are leaving the building

Collecting the staff emergency contact list

Collecting the students’ families contact list (a copy included in the Emergency Kit)
Collecting the College mobile phone

Raise the alarm by calling the fire brigade on 000

Collect the Emergency Kit, the medication bag (where relevant)— from the first aid room

Responsibilities of Teachers and Non-teaching Staff
Ensure that exits remain clear at all times

Incorporate STOP DROP ROLL and Call 000 into curriculum planning.
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o Ensure that an evacuation plan and procedure is displayed and shown to all staff and students
o In the event of an emergency when assembled at assembly points, staff in each room to do

head counts and check students off attendance roll
o Responsibility of Teachers during evacuation:
o Collecting the daily attendance roll for students; Doing a head count as leaving the room
o Reassuring the students throughout the evacuation procedure
o Responsibility of non-teaching staff in classrooms during evacuation:
o  Assisting the Teachers with head counts
o Close all windows and doors upon leaving
o Reassuring and encouraging the students toward the evacuation point
o  Turn off appliances

o  Assist with the evacuation of staff/students with special needs

5.4 Responsibilities of the Chief Warden

Pre-Emergency

. Maintain current contact details of IMT members

. Conduct regular exercises/drills (ideally four per year)

. Ensure staff trained in first-aid list are up to date

o Ensure staff on the IMT are aware of their responsibilities

During Emergency

o Attend the emergency control point (outside reception)

o Ascertain the nature and scope of the emergency

. Ensure that emergency services have been notified

o Ensure the appropriate response has been actioned

. Convene IMT as required

. Initiate evacuation of affected areas /lock-down/lock-out /shelter-in as required
o Brief the incoming emergency services and respond to their requests

o Report the emergency to key services (e.g. building manager)

Post Emergency

o When the incident is rendered safe or the emergency services returns control, notify the IMT
members to have staff and students return to normal operations

. Organise a debrief with the IMT and, where appropriate, with any attending emergency
service
. Complete the QMS: 400-03 Y2IC Incident Report Form and Checklist for the IMT
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5.5 Responsibilities of Planning
Pre-Emergency
. Assist the Chief Warden
o Identify resources required
. Participate in emergency exercises/drills
During Emergency
. Attend the emergency control point (outside reception)
. Ascertain the nature and scope of the emergency
o Report any changes in the situation to the Chief Warden
. Act as directed by the Chief Warden
. Plan for contingencies
Post-Emergency
. Collect and evaluate information relating to the emergency
. Identify recovery needs and develop a recovery plan, if required
5.6 Responsibilities of Operations Officer (Emergency Personnel Marshal)
Pre-Emergency
o Regularly check and report on deficiencies of the emergency equipment and kits
. Coordinate safety practices (e.g. clear pathway, access the first attack equipment e.g. fire

extinguishers and disposal of rubbish)
o Participate in emergency exercises /drills
During Emergency

On hearing the announcement or becoming aware of an emergency, the Operations Officer will:

o Attend the emergency control point (outside reception)
. Communicate with the Chief Warden by whatever means available and act on instructions
. Implement the emergency response procedure relevant to the premises or area and ensure

the Chief Warden is notified

. Direct Logistics Warden/s to check the floor or area for any abnormal situation
. Commence evacuation if the circumstances in their area warrant this
o Control the movement of people
. Co-opt persons as appropriate to assist the Logistics Warden/s during an emergency
o Act as directed by the Chief Warden
March 2026
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o Ensure that any implications for student transport arrangements from the Youth2Industry
College are addressed
. Confirm that the Logistics Warden activities have been completed and report this to the Chief

Warden or senior officer of the attending emergency services if the Chief Warden is not
contactable

Post-Emergency

o Compile a report on the actions taken during the emergency for the debrief

5.7 Responsibilities of Communications Officer

Pre-Emergency

o Assist the Chief Warden

. Attend training in the use of the Youth2Industry College’s communication system
o Maintain records and logbooks and make them available for emergency response
. Ensure emergency and parent/carer contact details are up to date

. Participate in emergency exercises/drills

During Emergency

. Attend the emergency control point (column where alarm is outside reception)

. Ascertain the nature and location of the emergency. Maintain up to date information

o Confirm that emergency services have been notified

. Notify appropriate IMT members

. At the direction of the Chief Warden provide instruction and information to staff, students

and parents/carers as required
. Keep a log of events that occur during the emergency
. Act as directed by the Chief Warden
Post-Emergency

. Collate Incident Report Forms of events completed by all IMT members during the emergency
for the debrief and ensure they are secured for future reference

. Contact parents/carers as required

5.8 Responsibilities of Logistics Warden (Area Clearance Marshal)
Pre-Emergency
. Ensure staff and students are aware of the emergency response procedures

o Carry out safety practices (e.g. clear egress pathway, access to first attack equipment e.g. fire
extinguishers and disposal of rubbish)

. Participate in emergency exercises/drills
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During Emergency

. Persons selected to perform as Logistics Wardens will carry out activities as set out in the

emergency response procedures and as directed by the Operations Officer

o Activities may include:
o Attend the emergency control point (outside reception)
o) Operate the communication system in place
o) Check that any fire doors and smoke doors are properly closed
o) Close or open other doors in accordance with the emergency response procedures
o) Search the area to ensure all people have evacuated. Priority over physical count
o) Ensure orderly flow of people into protected areas
o Assist students with disabilities/special needs
o) Act as lead of groups moving to nominated assembly area
o Report status of required activities to the Operations Officer on their completion
o) Act as directed by the Chief Warden

Post-Emergency

. Compile a report on the actions taken during the emergency for the debrief

6.0 ASSOCIATED DOCUMENTS

. QMS: 407 Y2IC Anaphylaxis Management Policy

o QMS: 410 Y2IC First Aid Policy and Procedure

. QMS: 400-01 Y2IC Evacuation Map

. QMS: 400-02 Y2IC Evacuation Assemble Points

o QMS: 400-03 Y2IC Incident Report Form and Checklist

o QMS:400-06 Y2IC First Aid Register

. QMS: 400-29 Y2IC EMP Checklist

o QMS: 414 Y2IC Camps and Excursions Policy

. QMS: 415 Y2IC Critical Incident Policy and Procedure
March 2026
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7.0 APPENDICES

A Emergency Contacts
B Incident Management Team
C Staff with First Aid Qualifications

VERSION CONTROL DETAILS

Revision History

YOUTH(®®
COLLEGE

Date Version Author Change Reference
25/2/2020 1.0 P. Vakakis Initial Policy
18/11/2020 2.0 P. Vakakis Reference to COVID and Camps/Excursion Policy
20/11/2020 3.0 P. Vakakis Further updates to building information
9/2/2021 4.0 P. Vakakis Updated Y2IC staff contact details
11/1/2022 5.0 P. Vakakis Updated Y2IC staff contact details
31/01/2023 6.0 P. Vakakis Updated Y2IC staff contact details
31/8/2023 7.0 P. Vakakis Updated Y2IC staff contact details
15/1/2024 8.0 P. Vakakis Updated Y2IC staff contact details/positions/titles
1/6/2024 9.0 P. Vakakis Updates to emergency procedures
3/3/2025 10.0 T. Witenden Updated Y2IC staff contact details
03/03/2026 11.0 T. Witenden Updating information and formatting for
consistency and adding Ground Floor references

Reviewers
Date Version Approved By Next Review Date
25/2/2020 1.0 Y2IC Board May 2021
18/11/2020 2.0 Y2IC Board November 2021
20/11/2020 3.0 P. Vakakis November 2021
9/2/2021 4.0 P. Vakakis Jan 2022

11/1/2022 5.0 P. Vakakis Jan 2023
31/01/2023 6.0 P. Vakakis Jan 2024
31/8/2023 7.0 P. Vakakis Jan 2024
16/1/2024 8.0 P. Vakakis Jan 2025
11/6/2024 9.0 Y2IC Board June 2025
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Date Version Approved By Next Review Date
04/03/2025 10.0 Y2IC Board Jan 2026
03/03/2026 11.0 Y2IC Board March 2027
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APPENDIX A YOUTH2INDUSTRY COLLEGE EMERGENCY CONTACTS
KEY ROLES NAME TELEPHONE TELEPHONE EMAIL
Work Hours After Hours
Principal Tom
Witenden
Leader of Amy Bruce
Student Services
Curriculum Saari
Leader Frochot-
Chauhan
Teacher Prashant
Chandar
Teacher Isabelle
Sprenger
Teacher Michelle
Agnew
Teacher Emily
Teacher Esme Everatt
Communications | Gillian Bell
and Marketing
Manager
Careers Simeon
Coordinator Boseley
Administration Melvin
Officer Tanyag
Administration Sharni Vass
Officer
Education Kimberly Lee
Support
Education Raphael Wall
Support
Education Claire
Support Bamber
Education Yoki Han
Support
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KEY ROLES NAME TELEPHONE TELEPHONE EMAIL
LItS{atelllEs After Hours
Welfare Officer | Billy Chang
Welfare Officer | Ebony Harris
Education Christopher
Support Kang
Vice Chair of Yun Sheng
Y2IC Board Chin
Chair of Y2IC Tracey
Board Fenton
Local/Other Organisations
Emergency Contact Contact Telephone
Number
Fire 000
Police 000
Ambulance 000
State Emergency Service (SES) 132 500
Accident Towing 131176
WorkSafe 132 360
Environmental Protection Agency (EPA) Victoria 1300 EPA VIC (1300 372 842)
9695 2700
Gas: Leaks and Emergencies 132 691 Multi Net Gas
Electricity: Power Failure 132 461 Origin
Poisons Information Centre 131126
Counselling - Life Line 131114
Nurse On Call 1300 606 024
Public Transport Victoria & Timetables 1800 800 007
0430091
Real Estate Mobile (Intaj): 146
0450 726
e Landlord Mobile (Ismail) 700
Hospitals:
March 2026
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Emergency Contact Contact Telephone
Number
e Dentists: Dental Hospital Service [Emergency Only] 1300 360 054
¢ The Royal Melbourne Hospital 03 9342 7000

e The Royal Women’s Hospital

e The Royal Children’s Hospital

03 8345 2000
03 9345 5522

Medical Centres:

o St Kilda Road Medical Centre

o Realcare Health Clinic

e South Melbourne Health

Level 1, 391 St Kilda Road
Melbourne VIC 3004

03 9869 2000

245 Park Street

South Melbourne VIC 3205
03 9699 1088

1 Emerald Hill Place

South Melbourne VIC 3205
03 9077 4422
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APPENDIX B INCIDENT MANAGEMENT TEAM (IMT) — STRUCTURE & CONTACTS

Communications
Officer

Incident ManagementTeam

Chief Warden—
Incident Controller/
Emergency Coordinator

Planning Officer

Logistics Warden—
Area Clearance

Operations Officer
- Emergency

First Aid Officer

Marshal Personnel Marshal
IMT ROLES ACTIVITES PRIMARY CONTACT SECONDARY CONTACT
NAME MOBILE NAME MOBILE
Chief Warden Tom Witenden Amy Bruce
Planning tasks will be performed by | Tom Witenden Amy Bruce
Communications tasks will be Tom Witenden Gillian Bell
performed by
Operations Officer/Emergency Saari Frochot- Sharni Vass
Personnel Marshal tasks will be Chauhan
performed by
Logistics Warden/Area Clearance Sharni Vass Michelle
tasks will be performed by Agnew
First Aid Tasks will be performed by | Michelle Agnew Sharni Vass

APPENDIX C STAFF WITH FIRST AID QUALIFICATIONS

Staff with First-Aid qualifications that can be called on should their assistance be required are listed in

QMS:400-06 Y2IC First Aid Register
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