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Caroline Chisholm School – Chisholm Preschool Unit 

Unexpected and Immediate Closure of the Preschool Site Procedure 
 
First response:  

1. Ensure the safety of children by following relevant emergency plans: Caroline Chisholm School Junior 
Campus EMP 2021. 

2. Contact Nominated Supervisor (Principal) as soon as possible (Nominated Supervisor to contact Regulatory 
Authority).  

3. Once all children are safe from any danger, move students to the school hall on the Junior Campus.   
4. If children are still at school hall at the end of the school day staff will notify parents and carers of alternate 

pick up arrangements.  
5. Parents and carers are to be notified of critical incident via a note sent home from the Nominated 

Supervisor.  
 
If the Junior Campus and Preschool are both closed:  

1. Ensure the safety of children by following relevant emergency plans – meet at Evacuation point on Junior 
Campus and then Caroline Chisholm School students will be accompanied to Caroline Chisholm School 
Senior Campus.  

2. Contact Nominated Supervisor (Principal) as soon as possible (Nominated Supervisor to contact Regulatory 
Authority).  

3. Once all children are safe from any danger, contact parents by phone to collect children.  
 
 

The Caroline Chisholm School – Chisholm Preschool Unit may be forced to close unexpectedly for a variety of 
reasons, some of which are listed below with specific details for appropriate action:  

Major Spills/Gas Leaks  
• Phone 000 to notify the emergency services and seek advice.  
• Report the emergency immediately to the Nominated Supervisor.  
• If the gas leak is onsite, Business Manager will notify gas provider.  
• If safe to do so, evacuate staff, students, visitors and including contractors to Caroline Chisholm School 

Senior Campus.  
• Check students, staff and visitors are accounted for.  
• Await ‘all clear’ advice from emergency services or further advice before resuming normal school activities.  
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Bomb/Chemical Threat  
• Phone 000 to notify the emergency services and seek advice.  
• Report the emergency immediately to the Nominated Supervisor  
• If a bomb/chemical threat is received by telephone: do not hang up  
• Refer to the bomb threat checklist (see Caroline Chisholm School Junior Campus EMP 2021).  

 
If a bomb/chemical threat is received by mail:  

• Avoid handling of the letter or envelope  
• Place the letter in a clear bag or sleeve  
• Inform the Police immediately.  

 
If a bomb/chemical threat is received electronically or through the school’s website:  

• Do not delete the message  
• Contact police immediately 
• Ensure the school’s doors are left open 
• Do not touch any suspicious objects found  
• If a suspicious object is found or if the threat specifically identified a given area, then evacuation may be 

considered.  
 
Internal Emission/Spill  

• Phone 000 to notify the emergency services and seek advice 
• Report the emergency immediately to the Nominated Supervisor  
• Move staff/students away from the spill to a safe area and isolate the affected area 
• Seek advice in regard to clean up requirements, and if safe to do so, the spill can be cleaned up by staff 

Personal Protective Equipment should be worn as per the requirements of the Material Safety Data Sheet 
and any relevant Safety Work Procedure 

• Notify WorkSafe ACT if required.  
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