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1. Background Information - Pandemic 
 

Definition 

Human pandemics result when a new influenza virus emerges with the 

capacity to efficiently infect and spread between humans.   

Characteristics 

The likely impact of a human pandemic depends upon characteristics of 

the virus, such as its infection rate, the proportion of the population 

infected in each age group, and the severity of illness caused.  

In the last century, pandemics have spread to all parts of the globe within 

less than a year and affected more than a quarter of the total population. 

The ability of health and emergency systems to respond can be put under 

pressure by the rapid increase of illness in the community.  

A pandemic goes through a series of six phases as described by the 

World Health Organisation.  There is a tendency for pandemics to occur 

in waves each taking around 8 to 12 weeks.  So a second and sometimes 

third wave, may begin simultaneously in different parts of the world, and 

should be expected. However, this pattern may change as a result of 

interventions such as the use of antivirals, vaccination, infection control 

practices or social distancing measures. Each wave could typically last 

about eight weeks, building to a peak in week four before abating again.  

A pandemic among humans will not be like a natural or physical disaster 

that you may have experienced previously. There will be a wider variety 

of variables that may affect businesses. The impact of a pandemic could 

be widespread, even nation-wide, or may be localised to a single area 

through the use of containment practices. If other areas are also affected 

by the virus, outside assistance could be limited. Smaller outbreaks are 

known as clusters. A cluster occurs in limited settings indicating a single 



 
4 

©CSO Broken Bay 2009 

source point, for example, a family or a group of people, in a hospital or a 

town.  

Many existing organisationsô continuity plans assume some part of the 

organisation is unaffected and can take up the required capacity for the 

organisation to perform at the required level - this may not be the case 

with a pandemic. They may also assume the event is short/sharp and that 

recovery can start immediately. A pandemic would not be a short, sharp 

event leading immediately to commencement of a recovery phase. It is 

not possible to predict exactly how long a pandemic may last or when it 

may occur.  

It is quite likely that there will be some advance warning from the 

development of the pandemic overseas, but it is always possible that any 

warning period may be minimal. Should pandemic influenza spread within 

Australia it will probably be some weeks before the full impact on the 

workforce would be felt, although there may be some early impacts 

resulting from closures of schools and similar containment measures.  

For some periods, only essential services may be available as public 

venues close and restrictions are placed on public transport and non-

essential services.  Non-essential workplaces may also be closed and 

employees stood down. Employee absenteeism will probably have the 

greatest effect. There would also likely be shortages of 

supplies/resources  

 

Staff absenteeism  

At the peak of a pandemic, staff absences can be expected for many 

reasons, including:  

¶ Illness/incapacity (suspected/actual/post-infections);  

¶ The need of some employees to stay at home to care for ill family 

members;  
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¶ The need of others to stay at home to look after children (as schools/child 

care centres are likely to be closed);  

¶ The preference of some people to keep away from crowded places such as 

public transport, staying at home where they feel safer;  

¶ Transport restrictions; 

¶ The absence of people who may be fulfilling other voluntary roles in the 

community; 

¶ Stringent infection control measures in both the community and the 

workplace. 

Other immediate effects on organisational operations  

A pandemic may have other impacts on organisations. For example:  

¶ Supplies of materials needed for ongoing activity may be disrupted (e.g. if 

they are imported, especially from a country that may be severely affected 

by the pandemic, or if a local supplier is no longer able to produce the 

goods/services);  

¶ Availability of services from sub-contractors or other suppliers may be 

impacted (this may affect maintenance of key equipment, and is an area 

that merits close planning attention);  

¶ Demand for services may be impacted - demand for some services may 

increase (internet access is a possible example); while demand for others 

may fall (certain types of travel may reduce);  

¶ Fuel and energy supplies may be disrupted to some locations at times;   

¶ Movement of people, imports and exports may be restricted/delayed by 

quarantine and isolation measures both within Australia and overseas.  

Financial implications  

Some organisations may be placed under financial stress by a pandemic 

virus because of the potential disruption to normal activity. According to the 

Treasury, a global pandemic could have a significant impact on the economy.  
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Legal Considerations  

Employersô Authority to Direct 

A pandemic gives rise to a number of legal questions 

relating to duty of care, OHS, IR and equal opportunity 

that might confuse an employerôs response to the 

management of risk. 

Considering answers to the following questions will be helpful in clarifying 

the employment challenges posed by a pandemic: 

¶ How will we meet our workplace health and safety obligations to 

employees in a pandemic? 

¶ Can we direct employees to attend or not attend work? 

¶ What pay are employees entitled to if directed not to attend work? 

¶ Can we direct employees to perform different work functions, or to work 

from a different location? 

¶ Can our employees refuse to attend work? 

Answers to these questions should be determined by each organisation in 

consultation with their legal advisors.  

For a majority of systemic Catholic schools, this advice will be provided by 

Catholic Commission for Employment Relations (CCER). Other 

independent schools would be provided with advice from their usual legal 

advisors. 

Employersô Duty of Care 

OHS legislation imposes on employers a duty of diligence to take due care 

for the health, safety and well being of all persons legally in their 

workplace, including workers, contractors and the general public.  

Specifically, the ñemployer must take all reasonably practicable stepsò to 

protect the health and safety at work of all the people in their workplace (or 

school). 
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With swine flu now affecting a large number of countries including 

Australia, schools should actively consider the adequacy of their OHS and 

Pandemic Management Plans and strategies for protecting their staff, 

students and visitors, ensuring their focus on protecting both health and 

safety and business continuity in the event of high absenteeism and 

interruptions to the supply of goods and services.  

Employeeôs responsibilities 

Employees also have duties under OHS legislation, and must: 

¶ Co-operate with their employer in implementing risk control measures 

¶ Take all reasonably practicable steps to ensure they do not do 

anything that creates a risk to their own or othersô health or safety 

Public Health Obligations 

In a pandemic situation it is reasonable to expect that these obligations 

placed on the employee and employer will include complying with public 

health advice and any emergency measures. 

Good OHS Practice in Pandemic Planning 

 

Good OHS practice in planning for a pandemic requires the employer to: 

1. Keep informed & up-to-date with pandemic information 

Keep informed, and make sure this information is readily available and 

regularly updated.  

As the Catholic Schools Office provides regular 

updates, it is important to give these 

communications careful consideration. Assigning 

responsibility to an individual for monitoring 

influenza pandemic information is a good way to 

ensure that employees and parents have the 

most up-to-date information.  
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2. Educate & keep employees up to date 

All employees will need accurate and current information on the 

workplace risks associated with an influenza pandemic as well as clear 

advice and education on how these risks will be controlled.   

Employees should be provided with information about: 

¶ The nature of the disease; 

¶ Where they can get information; 

¶ Actions they can take in the workplace to help control risks; 

¶ How they will be consulted and advised about work attendance and 

work arrangements issues. 

Good communication strategies will need to be established, both at the 

workplace and for when employees are at home. 

3. Undertake risk management by managing direct & indirect risks 

Good risk management practice should be applied to pandemic health 

and safety risks. OHS risks during a pandemic can be loosely 

categorised as the direct risks of infection and the indirect risks arising 

from changes to usual work arrangements. These risks should be 

identified, assessed and controlled. 

Direct pandemic OHS risks include: 

¶ Contact transmission from direct person to person contact, 

touching infected surfaces or handling infected materials 

¶ Airborne droplet transmission over a distance of about one 

metre through coughs and sneezes 

¶ Aerosol transmission through indoor air containing 

concentrations of virus suspended in moisture or dust 

particles. 

Effective hygiene and social distancing practices are the primary 

risk control measures to minimize human viral transmission. 
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4. Incorporate OHS preparations and risk control measures into a 

business continuity plan 

The identified risks and control measures should be incorporated into 

the organisationôs business continuity plan. 

5. Review and evaluate risk control measures 

OHS risk control measures should be regularly reviewed and updated 

as required. A good way to do this is to practice, test and evaluate 

intervention measures during the pandemic preparation phase. 

6. Plan and manage the recovery phase of a pandemic 

Recovery should be a planned process to normalise school activities.  A 

smooth transition will depend on effective communications with 

employees both in the workplace and those at home waiting to 

recommence normal work arrangements. 

It is likely some employees will suffer 

psychological consequences, therefore 

access to work-based counselling and 

support services should be made 

available.  

 

School Continuity Planning Considerations 

To ensure schools can continue to operate, continuity planning considerations 

should include:  

1. Succession planning (for short and long term staff absences) 

2. Back-up staffing arrangements 
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3. Plans for operating continuity in case of school closure:  

¶ Identifying essential school activities (and the core people and skills 

to keep them running or alternative back-up arrangements); 

¶ Identifying the infrastructure and resources required for the school to 

continue operating; 

¶ Operating at the minimum acceptable level; 

¶ Developing mitigation strategies for disruptions, especially for 

students in Years 11 and 12; 

¶ Considering possible shortages of supplies; 

¶ Considering contingency plans for continued operation, ensuring 

relevant staff,  and ensuring that parents and students are aware of  

contingency arrangements;  

¶ Minimising illness in staff. 
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Phases of Human Influenza Pandemic and Pandemic Management 
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AUS 0 
No circulating animal influenza subtypes in 
Australia that have caused human disease 

 

Australian 
phases 

1 

Overseas 
1 

Animal infection overseas: risk of human 
infection or disease considered low 

 

 

AUS 1 
Animal infection in Australia: risk of human 
infection or disease considered low 

 

2 

Overseas 
2 

Animal infection overseas: substantial risk of 
human disease 

 

 

AUS 2 
Animal infection in Australia: substantial risk of 
human disease 

 

3 

Overseas 
3 

Human infection overseas with new subtype/s 
but no human to human spread or at most rare 
instances of spread to a close contact 

 

ALERT 

AUS 3 
Human infection in Australia with new subtype/s 
but no human to human spread or at most rare 
instances of spread to a close contact 

 

R
E

S
P

O
N

S
E

 

4 

Overseas 
4 

Human infection overseas: small cluster/s 
consistent with limited human to human 
transmission, spread highly localised, 
suggesting virus not well adapted to humans 

 

DELAY 

AUS 4 

Human infection in Australia: small cluster/s 
consistent with limited human to human 
transmission, spread highly localised, 
suggesting virus not well adapted to humans 

 

5 

Overseas 
5 

Human infection overseas: larger cluster/s,  
human to human transmission localised, 
suggesting virus becoming increasingly better 
adapted to humans, may not yet be fully adapted 
(substantial pandemic risk) 

 

DELAY 

AUS 5 

Human infection in Australia: larger cluster/s, 
human to human transmission still localised, 
suggesting virus becoming increasingly better 
adapted to humans, but may not yet be fully 
adapted (substantial pandemic risk) 

 

6 

Overseas 
6 

Pandemic overseas: increased and sustained 
transmission in general population 

 

DELAY 

AUS 6a Pandemic in Australia: localised (one area) 
 

CONTAIN 

AUS 6b Pandemic in Australia: widespread 
 

SUSTAIN 

AUS 6c Pandemic in Australia: subsiding 
 

CONTROL 
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 AUS 6d Pandemic in Australia: next wave 

 

RECOVER 

 



 
12 

©CSO Broken Bay 2009 

 

2. Pandemic Action Plan for the Catholic Schools Office  

and Systemic Catholic Schools in the Diocese of Broken Bay 

The CSO Pandemic Action Plan has been 

designed to be consistent with World Health 

Organisation and Australian Government Action 

Plan. It consists of 6 graduated phases of 

actions to be taken in preparing and responding 

to a pandemic outbreak. 

Action Phase 0: Inter-Pandemic Period 

No circulating animal influenza subtypes in Australia have caused 

human disease. 

¶ Provisions by CSO and schools for increased absenteeism incorporated 

into the business continuity plans;  

¶ Protocols and policies for Person Protective Equipment (PPE) and infection 

control in the CSO and schools reviewed  and reinforced; 

¶ Liaison maintained with local, state and federal government health 

departments etc via websites, news alerts etc; 

¶ Ongoing education for staff about the relevant provisions of infection 

control in terms of minimising droplet spread and cross contamination eg 

hand washing, coughing etiquette etc; 

¶ Update regularly employeesô personal data and contact details including 

emergency contacts and next of kin. 

Action Phase 1: Australia     

Animal infection in Australia: the risk of human infection or disease is 

considered low. 

Actions as per Phase 0 with the addition of: 

¶ Publication of CSO Influenza Pandemic Action Plan and awareness 

program for all staff; 
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¶ Surveillance of personnel travelling to countries with reported cases of the 

virus; 

¶ Increased vigilance to hygiene standards in relation to food preparation 

and service.  

Action Phase 2 - Australia  

Animal infection in Australia; substantial risk of human disease - no 

confirmed human cases overseas or in Australia 

Action as per Phase 0 with the addition of: 

¶ Infection control stocks checked and are available for immediate 

distribution to schools and CSO employees; 

¶ Skills database for all staff including those with the capacity to work from 

home; 

¶ Staff having exposure to the virus in animals stood down and advise 

voluntary home quarantine until incubation period has passed and doctorôs 

clearance obtained; 

¶ Other staff advised to self monitor for signs and symptoms of disease and 

report to relevant Head of Service or Principal; 

¶ Information provided to staff travelling overseas on protections from illness.  

Action Phase 3 - Australia: Alert Phase  

Human infection in Australia with new subtype(s), but no human-to- 

human spread or, at most, rare instances of spread to a close contact 

Potential activation of CSO Pandemic Action Plan: 

¶ Appoint and skill a Pandemic Management Team; 

¶ Specific advice to staff of the relevant provisions of the infection control 

policies; 
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¶ Commence/increase staff education relating to personal health by 

messages displayed in the workplace; 

¶ Implement up-graded stock levels of masks, tissues, paper towelling, hand 

gel, iso-wipes and other personal protective equipment and cleaning 

supplies; 

¶ Require a medical clearance from staff who may have been exposed; 

¶ Make alternative arrangement for interstate business meetings other than 

travel eg video conferencing, online forums where possible; 

¶ Continue to provide staff travelling overseas with information.  

Action Phase 4 - Australia: Delay Phase 

Human infection in Australia: small cluster/s consistent with limited 

human to human transmission, spread highly localised, suggesting the 

virus is not well adapted 

¶ Actions from Phase 3 reviewed and implemented if not already addressed; 

¶ Infection control supplies distributed to CSO and school staff; 

¶ All CSO workplaces to identify and prepare a suitable area for isolation; 

¶ Increased monitoring of information - local health units and NSW 

Department of Health;  

¶ Information bulletins distributed and relevant advice provided to staff;  

¶ CSO Action Plan and level of activation reassessed; 

¶ Consequences of temporary suspension of services considered; 

¶ Active self-monitoring of staff and notification of suspected cases to the 

relevant health authority; 

¶ Re-assess stock levels of PPE; 

¶ Activate infection control protocols at all work locations. 
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If 5 or more cases in any State or Territory: 

¶ Record employee/student absenteeism with reasons; 

¶ Provide immunisation of CSO and school staff if vaccine is available; 

¶ Consider cancellation of community activities where there could be 

unnecessary exposure of staff and students to the general public or to 

other members of the community where infection with the particular strain 

of influenza; 

¶ Reduce, where practicable, movement of staff between óbusiness unitsô;  

¶ Monitor entry of personnel to schools and the CSO in accordance with 

instructions issued; 

¶ Suspend non-essential courses and activities; 

¶ Consider decentralisation, where possible, support services and re-locate 

óbusiness unitsô to minimise the number of staff in any one work group 

area; 

¶ Direct personnel to strictly adhere to infection control measures if 

possibility of exposure to virus eg masks, eye protection and disposable 

gloves for example when assisting sick staff member or student; 

¶ Workplace disinfection controls to be reinforced; 

¶ Review the availability and requirement for counselling services; 

¶ Distribute regular information bulletins to all staff. 

Action Phase 5 - Australia: Delay Phase 

Human infection in Australia:  larger cluster/s but human to human 

transmission still localised, suggesting the virus is becoming 

increasingly better adapted to humans, but may not yet be fully adapted 

(substantial pandemic risk) 

¶ Re-assess the CSO action plan level of activation and implement items not 

yet addressed; 
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¶ Establish regular staff briefings on developments in writing, online, 

teleconferencing to reduce the need for group gatherings; 

¶ Where possible implement working from home arrangements in affected 

areas; 

¶ Where possible reduce staff travel to affected areas, use alternative non 

face-to-face means to complete activities; 

¶ In affected areas introduce restrictions on entry by non-staff members and 

introduce social distancing to reduce any person-to person interactions 

where practicable;  

¶ Purchase consumables for an extended period eg PPE and cleaning items; 

¶ Prepare rosters for essential staffing of CSO and schools in affected 

clusters; 

¶ Provide information for staff about ongoing care; 

¶ Confirm communication linkages with appropriate government and 

emergency services; 

¶ Continue providing the opportunity for anti-viral immunisation (if available) 

for exposed staff; 

¶ Reconsider possible suspension of some non-essential services; 

¶ Suspend all non-essential activities across the organisation in clusters 

where the virus is active; 

Pandemic Action Phase 6a - Australia: Contain Phase 

Pandemic in Australia ï localised (one area) 

¶ Discourage non-essential workers from going to work in the localised areas 

of the virus by encouraging them to take leave; 

¶ Maintain regular staff briefing; 

¶ Consider carrying out key processes at alternative locations to the 

outbreak if possible (noting that staff will not be able to move from an 

infected area to a non-infected area); 
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¶ Cancel all non-essential domestic work travel of staff; 

¶ Increase social distancing of essential workers eg limit meetings, group 

morning teas, lunches etc; 

¶ Arrange additional cleaning and disinfecting (handrails, door handles, lift 

controls, telephones, rubbish bins etc); 

¶ Adhere to personal protective equipment and social distancing policy for 

staff in interactive roles with visitors to CSO,  parents, students, service 

providers in schools; 

¶ Liaise with Bishopôs Office personnel about possible closure of CCC; 

¶ Put in place arrangements for possible closure of CCC and relevant  

school sites; 

¶ Provide health information and direct suspected cases of pandemic 

influenza to the relevant health centre as directed by Public Health; 

¶ Encourage home quarantine of staff, students with suspected cases; 

¶ Reassess essential provisions eg PPE. 

Action Phase 6b - Australia: Sustain Phase 

Pandemic in Australia ï widespread 

¶ Non-essential workers directed to stay at home; 

¶ Essential workers must follow protective equipment policy; 

¶ Staff counselling made available remotely eg by phone; 

¶ Consider closing non-essential areas of operation; 

¶ Revise security arrangements; 

¶ Establish a register of staff who have contacted the virus and are likely to 

develop immunity; 

¶ Plan for recovery keeping in mind possible 2nd or 3rd wave of infection. 
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Action Phase 6c - Australia: Control Phase 

Pandemic in Australia - subsiding 

Encourage immune staff to return to work. 

Action Phase 6d - Australia: Recover Phase 

Pandemic in Australia - next wave  

Although immune staff may be protected from the initial strain, a variant may 

cause them to catch the mutated virus.  Maintain social distancing and 

personal health measures as per Action Phase 5. 

End of first pandemic wave 

¶ Maintain vigilance; 

¶ Restore continuity of services across CSO & school communities;  

¶ Review recruitment and promotional requirements in the event of the 

impact of the pandemic on staffing; 

¶ Review inventory of infection control stocks and re-supply; 

¶ Review CSO action plan; 

¶ Conduct employee debriefings (psychological and operational). 

Action Phase 7 - Australia: Recover Phase 

In the event of a second or later waves of pandemic 

¶ The same measures should be implemented in Action Phase 7 as were 

implemented in Action Phase 5. 

End of pandemic 

Return to normal activities. No further action required. 

 

NOTE: Long-term recovery may take years. 
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3. Planning for a Pandemic in Schools 

Currently, Australia is in Phase 4 of a Pandemic 

which means the Catholic Schools Office is on 

heightened alert with the possibility of moving to 

Phase 5 in the near future.  

School Goals: 

¶ That the school is prepared as well as it can be for a pandemic; 

¶ That staff, students and parents are well informed and understand their 

roles in a pandemic emergency. 

Action Planning - Getting Started  

1. Appoint a pandemic manager and a deputy. 

The School Principal will be the pandemic manager, who is to co-

ordinate the development of the schoolôs pandemic management plan 

in consultation with the CSO, staff, students and parents. 

2. The Principal as the pandemic manager will inform staff of 

proposed pandemic action. 

3. The CSO will be a point of contact for liaison with the relevant 

Government authorities.    

It is expected that schools will receive advice from relevant health 

authorities such as NSW Department of Health on issues such as 

closure and also through the Catholic Schools Office.   

4. The CSO will provide emergency supply kits for example extra 

medication, personal protection such as face masks, tissues, hand 

gel, garbage bags, cleaning products and gloves.  

5. Upgrade cleaning policies, practices and supplies. 

See attached information.  

Be aware that changes may need to be made to your existing cleaning 

practices.  Talk to your cleaning staff or contractor and work with them 

to adapt practices for future pandemic stages (if necessary). 
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Action Planning - Getting Started (contôd) 

6. Consider existing protocols for dealing with sick staff/students. 

Give special consideration to international students and students 

who have/or are about to travel. 

7. Consult with and inform relevant groups about the schoolôs 

pandemic preparation and what they can do to help. These groups 

will include the parish and parent community. 

 Take care not to be alarmist. Show confidence in your schoolôs plan by 

taking a calm, planned approach. Topics to cover in this consultation 

step include: 

¶ Local status - the current pandemic planning stage; 

¶ What the school is doing to prepare for a pandemic; 

¶ What parents and students can do at home to prepare (eg. good 

hygiene practices; 

¶ Remind parents/volunteers to inform the school of student/family 

illness. 

 Consider methods of communication with staff, students and parents in 

later phases of the pandemic.  Consider speakers of other languages 

and who you might use to interpret information if necessary. 

8. Inform and train students and staff in relation to effective hygiene.  

Check that all staff have completed the e-learning module óPandemic 

Readyô and also provide staff with regular updates and information. 

Display posters provided by CSO in staff and student bathroom areas.   

9. Liaise with teachers to consider the possibility of the need to 

prepare lessons for students to complete at home in case the 

school is closed.    

Note: 

Schools should consider how they might use the internet, phone, or 

paper-based systems to continue teaching during a school closure. 

Schools should consider how they can maintain services as near to 

normal as possible.   
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Action Planning - Getting Started (contôd) 

10. Remind staff, students and parents about: 

¶ The importance of staying home/keeping their children at home 

when sick; 

¶ The importance of good hygiene practices; 

¶ The implications of the pandemic;   

¶ The difference between symptoms of common cold and influenza. 

11. Monitor planned/recent domestic and international travel of staff, 

students and parents (as far as possible). 

 

 

Planning how you will communicate with your school community 

It is likely that anxiety felt during a pandemic will contribute to increased 

absences and/or increased stress for staff, parents and students.  

Reassuring parents, students, staff and the wider community that there are 

plans in place for their  protection will assist in establishing improved 

confidence and will help engage them should the need arise during a 

pandemic.  

You should consider communicating your plans to staff and parents, and  

advising that, should the need arise, face to face contact may need to be 

minimised or, in extreme circumstances, the school may be required to close 

until the threat of the pandemic has passed.   

It is essential that students, staff, parents and the wider communities are kept 

informed of the current status of a pandemic and how it is affecting your 

school. Therefore, it is important you plan ahead of time and establish the 

methods of communication you will use before, during and after a pandemic. 

Robust communication processes and procedures can save lives! 

Ways to manage communications may be to:  

¶ Communicate early the possibility of a pandemic, and your preparedness 

to manage it, to your staff, students, and parents;  
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¶ Discuss with staff possible health and safety issues, and leave 

arrangements for them if they are ill or need to look after dependents;  

¶ Have a comprehensive pandemic plan in place which is clearly 

communicated to your staff, students and parents. Ensure that 

communications management during the pandemic is part of the plan. It 

will be important to have systems in place to allow you to communicate 

effectively in a pandemic;  

¶ In activating your plan, provide clear, timely and pro-active communications 

to your staff, students and parents explaining how you are handling the 

situation; 

¶ Utilise the posters, notices, letters and other support material available in 

the Pandemic Planning Kit; 

¶ Explore different ways to communicate with students, parents, staff and 

teachers if the School has to be closed; 

¶ Establish a "communications tree" for your School to circulate important 

messages. Consider how you might maintain communication with: 

o Staff, students and parents; 

o Other Schools in your area/cluster; 

o Relevant agencies and community support networks; 

o Key suppliers and contractors; 

¶ Explore different ways to communicate. 

During a pandemic, your school may be required to temporarily close. 

Therefore, all correspondence with staff, students, parents and the 

community may need to take a different form than usual. Consider the 

following communication methods:  

o Text messaging;  

o Standard postal service or courier service;   

o Signs on the school entry points;  
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o A message board on the School Website;  

o Email broadcasts;   

o Telephone audio conferencing; 

o Broadcast phone messages (see your telephone service provider);   

o Notices via the media e.g. community newspapers, radio;   

o Message on School Answer phone;   

o Professional call centre services - inbound and outbound calls;  

ǒ Follow the most reliable communication sources and recommendations. 

The Australian Commonwealth Department of Health and NSW 

Department of Health announcements will be made through media 

reports and on their websites www.health.gov.au and 

www.health.nsw.gov.au.  

There may also be direct communication with education providers from 

NSW Department of Health and Ageing.  

All major decisions such as school closures will be made on the advice of 

the health authorities and should be communicated to the Schools 

Consultant as soon as possible.  

School Closures 

 

 

ALL SCHOOL CLOSURES WILL BE ACTIVATED  

ON THE ADVICE AND DIRECTION  

OF THE RELEVANT GOVERNMENT AGENCY. 

 

 

 

 

 

http://www.health.gov.au/
http://www.health.nsw.gov.au/
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Preparing to Establish a Pandemic Contact List  

Review your school contact list and update it regularly 

You will need contact details for staff and students to be comprehensive and 

regularly updated. It is important to have current mobile phone and email 

address details for each family. 

The definition of ópandemic contactsô includes people who, during the 

infectious period of a suspected or confirmed human infection, were: 

¶ Members the affected personôs household; 

¶ Close workplace contacts of the affected person, including people sharing 

an office or cubicle area, or whose work brought them into close physical 

proximity (sitting within 1 metre for at least 15 minutes) to the person (but 

not people who were sharing general office space from a distance; 

¶ Members of the affected personôs class or child care group (up to and 

including tertiary education) with whom most of the day was spent and 

who spent at least 15 minutes within 1 metre of that person. This 

definition could also include the affected personôs teacher; 

¶ Identified by the affected person as having been in close (eg, sitting 

within 1 metre for at least 15 minutes) or intimate (eg. hugging, kissing) 

physical contact with them. 

Note that the contact definition may change depending on the nature of the 

pandemic virus when a pandemic occurs.  

You will need to prepare this list, and may be required to assist in following 

up these people, providing the Contact List on request to the Department of 

Health or its designated officer. 
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Pandemic Preparedness Checklist  

This checklist is to be completed by Principals at the earliest possible 

opportunity and should be kept on file indefinitely. Any queries should be 

clarified with relevant CSO personnel. 

Date:    Update No:   
      

Preparation Preparation Tasks Y 

1. Appoint key 

pandemic 

planning 

personnel   

¶ Appoint Pandemic Manager (usually Principal)   

¶ Appoint deputy Pandemic Manager (usually 

the AP) to lead a school pandemic team (size 

appropriate to local needs)  

¶ Review school Pandemic Plan and information 

package (as distributed by CSO) and consider 

in the local context  

2. Communicate 

pandemic 

awareness 

information 

¶ Communicate all workplace hygiene & 

infection prevention measures to staff   

¶ Inform all staff about the óPandemic Readyô e-

learning module which they must complete. 

http://www.learninginnovations.com.au/cs_ohs/ 

User Name: csohs 

Password: safety   

¶ Display all hygiene & infection control signage 

in all staffrooms, bathrooms, toilets, canteen 

areas, reception areas and other public spaces  

3. Liaise with 

relevant 

authorities 

¶ Inform CSO (Candy Cosgriff or Mary Gow) of 

any swine flu management issues arising.  

¶ Circulate, as appropriate, Health & 

Government authority and CSO information 

bulletins to staff and parent community   

¶ Ensure recommended actions are implemented   

¶ Prepare to consider the possibility of cancelling 

non-essential community events in which large 

numbers of students may be assembled in 

close contact.   

 

http://www.learninginnovations.com.au/cs_ohs/
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Preparation Preparation Tasks Y 
 

4. PPE supplies 

¶ Store and clearly label all pandemic personal 

protection equipment, supplies and emergency 

supply kits delivered to the school  

5. Enhance school 

cleaning 

¶ Review all cleaning practices and products with 

cleaning staff and upgrade as necessary  

6. Ensure staff 

health and 

welfare   

¶ Review existing protocols for dealing with sick 

staff, students and others  

¶ Identify and prepare a suitable area for 

isolating students and staff who present with 

flu-like symptoms. Preparation should include 

provision of individual hand gel, tissues, masks, 

gloves  

¶ Advise staff that all travel arrangements may 

need to be monitored and that quarantine 

measures may be necessary  

¶ Remind staff to stay home if they are unwell 

with flu-like symptoms and to comply with CSO, 

Health and Government requests as made from 

time to time about pandemic containment  

¶ Discuss alternative workplace and/or leave 

arrangements with staff if they are ill or need to 

look after dependents.  

¶ Consider alternative rosters in the event of 

staff absences  

7. Travel 

restrictions & 

quarantine  

¶ Implement protocols for staff/students 

intending to, or returning from, travel overseas  

¶ Inform all staff of the possibility of 7-day home 

quarantine (3 days if symptomatic and on 

Tamiflu® treatment) if returning from specified 

overseas or interstate locations (that are 

subject to change from time to time in line with 

geographic pandemic developments)   

¶ Advise (in writing) any staff or students who 

are known to be travelling overseas or in 

Greater Metropolitan Melbourne to contact you 

upon return to determine whether  quarantine 

procedures need to be applied.  
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Preparation Preparation Tasks Y 
 

8. Communicate 

pandemic 

information and 

management 

strategies to 

wider school 

community 

¶ Inform the Parish Priest of the schoolôs 

Pandemic Action Plan and the measures in 

place to contain the spread of infection  

¶ Inform the school community (including all 

volunteers) of the implications of an influenza 

pandemic and of the schoolôs Pandemic Action 

Plan. Newsletters, personal letters, posters etc 

can be used to disseminate this information.  

¶ Advise parents and caregivers that all travel 

arrangements may need to be monitored and  

that quarantine measures may be necessary    

¶ Remind parents and caregivers regularly to  

stay home and keep children home if they are 

unwell with flu-like symptoms  

¶ Remind parents and caregivers regularly to 

comply with CSO, Health and Government 

pandemic containment requests as made from 

time to time  

¶ Remind members of the school community  

regularly of the importance of good hygiene 

and infection prevention practices at home and 

school  

¶ Raise studentsô awareness of the need to 

practice social distancing as far as possible 

during a pandemic  

9. Deliver hygiene 

instruction  to 

students 

¶ Assist teachers prepare suitable curriculum 

activities for students re: instructions about 

effective hygiene and personal health 

protection  

¶ Make available the Pandemic Ready e-

learning module for older students to complete  

10. Consider 

alternative 

teaching and 

learning 

methods 

¶ Principals discuss with staff the possibility of 

providing remote teaching and learning 

opportunities, and identify suitable curriculum 

material 
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Preparation Preparation Tasks Y 
 

11. Establish 

alternative 

strategies for 

effective 

communications 

with whole 

school 

community 

¶ Set up an email distribution list for parents   

¶ Set up an email distribution list for staff  

¶ Set up group SMS mobile contact for staff  

¶ Explore the possibility of establishing a 

ñCommunications Treeò  to facilitate SMS 

mobile contact for parents in the event of a 

class or school closure  

 

Sample Communications Tree 

 
   Pandemic Manager    

Ƹ 
Ƹ 

Emergency communication network set up 

Ƹ                                           Ƹ 
        Ƹ  

Group communications 

coordinator appointed  

(Staff Member) 

¶ Responsible for emergency 

communications with one student 

group (eg. year, class or home 

room group) and a parent of each. 

¶ Contact numbers (students and 

parents) stored as a group on 

coordinatorôs mobile 

    Ƹ 

Group communications 

coordinator appointed  

(Staff Member) 

¶ Responsible for emergency 

communications with one student 

group (eg. year, class or home 

room group) and a parent of each. 

¶ Contact numbers (students and 

parents) stored as a group on 

coordinatorôs mobile  

Ƹ 
Ƹ 

Ƹ 
Ƹ 

Student & Parent Group Student & Parent Group 

Ƹ 
Ƹ 

Whole school community quickly informed of emergency situation  
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Further Information or Clarification 

For more information, please contact the following CSO personnel: 

 

Name Phone Mobile Email 

Candy Cosgriff 02 9847 0246 n/a candy.cosgriff@dbb.edu.au  

Mary Gow 02 98470606 0408 487 377 mary.gow@dbb.edu.au  

 
Declaration 

I have read and understood the Catholic Schools Office óPandemic Protection 

and Response Plan Information Package for Schoolsô. 

Principalôs 

Name 
 

School 

Name 
 

Signature   Date   

mailto:candy.cosgriff@dbb.edu.au
mailto:mary.gow@dbb.edu.au
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4. Hygiene & Social Management  

Some of the most basic measures such as hygiene 

practices and social distancing can have the greatest 

effect in helping protect your students and staff from 

illness.  

For example:   

¶ Personal hygiene (such as hand washing, covering the nose and mouth 

with a tissue when coughing or sneezing, throwing the tissue in a bin and 

washing your hands afterwards);  

¶ Work place cleaning (rigorous cleaning of all hard surfaces in the 

workplace); 

¶ Personal protective equipment, shutting down public drinking fountains 

(bubblers); 

¶ Social distancing or avoiding contact with others; 

¶ Restricting staff travel; 

¶ Restricting work place entry and screening workers, are all strategies 

aimed at keeping members of your school community healthy.  

Maximum Need for Good Hygiene Practices 
 

Hand washing and drying  

are the single most important means  

of reducing the risk  

of transmitting infectious organisms  

from one person to another. 

Influenza can be transmitted by indirect contact from hands and items that 

have been in contact with an infected person or a contaminated surface.  By 

encouraging frequent hand washing, germs from these sources can be 

washed away. This is especially important before eating. 
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To support high standards of hygiene, signs should be posted in toilets and 

kitchens reminding staff and students to wash their hands with liquid soap 

and water and to dry them with disposable towels. These practices should 

also be used when preparing and handling food. 

It is expected during a pandemic that there will be an interruption to the 

supply of hygiene products such as liquid soap, paper towelling, hand gel and 

tissues. Schools should routinely check supplies available and strive to keep 

a higher-than-usual quantity of each of these items in storage.   

The following steps should be taken at all times, and particularly during the 

active stages of a pandemic to prevent or reduce the spread of influenza: 

1. Hand washing and drying should occur after: 

¶ Coughing; 

¶ Sneezing; 

¶ Handling used tissues; 

¶ Using toilets; 

¶ Touching objects, materials or hard surfaces that may have been 

contaminated by someone with the infectious illness or the infected 

person themselves. 

2. Hygiene maintenance can also be activated by: 

¶ Using disposable towels to open toilet doors ; 

¶ Providing conveniently located dispensers of alcohol based hand rub for 

adults; 

¶ Providing liquid soap and paper towelling near sinks; 

¶ Cleaning surfaces touched by someone with an infectious illness 

(phones, computers etc.) or not shaking out their clothing, linen or 

towels; 

¶ Not sharing cutlery, cups or plates; 
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¶ Placing waste that could be infected (used tissues etc.) into covered 

plastic bag lined rubbish bins. 

Social Distancing Considerations & Practices 

If staff, students or children begin to display respiratory infection symptoms 

(colds, flu etc.) the following protocol is to be adopted whenever they are in 

the presence of others: 

¶ If any person is unwell, a face mask is to be applied, the schoolôs pandemic 

manager is to be notified and the unwell person is to wait at the assigned 

area for clearance to go home or to be picked up by their caregiver or 

guardian; 

¶ Close contact (less than one metre) with the unwell person 

by other people is to be avoided; 

¶ Any person attending to unwell people is to wash their hands frequently 

during the time the person is in their care, and immediately after handling 

any waste and/or potentially contaminated receptacles or materials;  

¶ When coughing or sneezing, the unwell person is to cover the nose and 

mouth with a tissue or their own sleeve (not hand or arm);  

¶ Any secretions from the unwell person are to be contained in disposable 

tissues, which are to be immediately disposed of in the nearest waste 

receptacle. Waste receptacles that may be used for such tissues should be 

lined with a bin liner; 

¶ After using tissues, the unwell person is to immediately wash and dry their 

hands, disposing of the used paper towels in the nearest waste receptacle; 

¶ Waste receptacles used for this purpose should be emptied frequently into 

plastic garbage bags that are then tie- or tape-sealed and disposed of in 

outdoor rubbish collection bins or units that are kept out of playground use; 

¶ All persons handling waste receptacles used by, waste generated by or 

garbage bags containing waste materials generated by unwell persons are 

to wash their hands immediately following every such handling; 
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¶ Waste receptacles should be disinfected with hospital grade disinfectant 

daily by a person wearing a disposable mask and disposable gloves which 

can then to be disposed of in the newly disinfected, lined receptacle. The 

person who has disinfected the bin must their hands immediately following 

this bin disinfecting procedure. 

Social contact ï reducing contact with others during containment 

Another strategy to protect students and staff is to minimise their contact with 

others during the containment stages of a pandemic. Social containment 

measures include:  

¶ Avoid crowded places and large gatherings of people, whether inside or 

outside if there are a significant number of people infected with the virus in 

your geographical area; 

¶ Keeping a personal distance of at least one metre from other people who 

may be unwell or who are sneezing and/or coughing could reduce the 

chance of infection, because the virus can travel up to one metre when 

someone sneezes or coughs;  

 

Maintain a distance of at least one metre between people wherever 

possible during the containment stage, and avoid contact with 

people, including visitors, who may be unwell with the virus.  

¶ Avoid physical contact with unwell people whenever practicable; 

¶ Issue (and advise and ensure appropriate wearing) of personal protection 

equipment for any staff members who have face-to-face contact with 

members of the public where social distancing is not possible or practical;  

¶ Request that visitors and people with any form of respiratory infection 

symptoms stay at least one metre away, or leave the area;  

¶ During the containment phase to minimise contact, staff should: 

o Avoid meeting people face to face by using the telephone, video 

conferencing and the internet to conduct business as much as possible, 

even if participants are in the same building; 
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o Avoid any unnecessary work travel, and cancel or postpone non-

essential meetings/ gatherings/workshops/training sessions; 

o If possible avoid public transport. Walk, cycle, drive or leave early or late 

to avoid rush-hour crowding on public transport; 

o Bring lunch and eat at a desk away from others (avoid cafeterias, lunch 

rooms and crowded restaurants).  Make sure lunch breaks are 

staggered to avoid over-crowding in common areas; 

o Avoid congregating or spending time in photocopying areas, lunch 

rooms or areas where people socialise; 

o If a face to face meeting is unavoidable, minimise the meeting time, 

choose a large meeting room and sit at least one metre away from the 

other person/s, avoid shaking hands, hugging etc.  Consider holding 

meetings in the open air; 

o Set up systems where parents and external providers can request 

information via phone, email, fax; 

o For personal protection consider avoiding recreational or other leisure 

classes/meetings etc. where they may come into contact with infected 

people. 

 

Social responsibility - alerting others 

On declaration of a Pandemic, the school should consider putting up notices 

at all site entry points advising staff and visitors not to enter if they have 

influenza symptoms even if the influenza virus has not spread to their cluster. 

Staff and students should be reminded not to come to work/school if they are 

feeling unwell, particularly if they are exhibiting any influenza symptoms.   

 



 
35 

©CSO Broken Bay 2009 

 

5. Cleaning your School during a Pandemic 
 

Introduction 

During a pandemic you will need to implement 

additional measures and clean more thoroughly to 

minimise the spread of the virus. This applies 

particularly to hard surfaces (for example, sinks, 

handles, railings, objects and counters). Influenza 

viruses may live for up to two days on hard 

surfaces. 

Influenza viruses are inactivated by alcohol and by chlorine.   Cleaning of 

surfaces with a neutral detergent followed by a disinfectant solution is 

recommended. Surfaces that are frequently touched with hands should be 

cleaned often, preferably daily. Information about the appropriate choice and 

concentration of disinfectants can be found in Table 1: School Cleaning 

Products at the end of this document.   

Consideration should be given to ways of cleaning and/or restricting communal 

use of some play equipment, physical education equipment and office 

equipment.  

Planning Cleanersô and Cleaning Hygiene  

Planning should identify the basic hygiene practices (including hand hygiene) 

to be followed by cleaners, protocols for the use of personal protection 

equipment, and methods for waste disposal. 

During this planning phase, cleaning contracts should also be reviewed, and 

contingency plans agreed with the cleaning contractor (e.g. for cleaning and 

disinfecting classrooms, removing towels and increasing the supply of paper 

towels).   
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Cleaning Requirements 

During containment of an outbreak of viral infection in the school cluster area, 

quality and frequency of school cleaning is to be increased, including: 

1. Surface Cleaning  

Suitable cleaning products should be applied daily to all hard surfaces in 

common areas such as: 

¶ Student and staff member desks and tables; 

¶ Counters, railings; 

¶ Lifts and stairwells;  

¶ Doors, door handles and push plates;  

¶ Light switches and lift buttons; 

¶ Washbasins, toilet bowls and urinals; 

¶ Kitchen and tuck-shop surfaces including bench tops, taps, and the 

handles of microwaves, stoves and fridges; 

¶ Shared telephones and keyboards in common areas e.g. reception, 

library, gym equipment, computer rooms, halls and lobbies etc. 

2. Specialised (potentially infected area) cleaning 

If a student or staff member has entered the school while ill: 

¶   Specialised cleaning of their locker, desk and/or workspace should take 

place immediately to minimise the spread of infection; 

¶   Their locker and desk should be physically quarantined by means of 

tape and signage until thorough cleaning has been completed; 

¶   In the event that a student or staff member has to carry out the cleaning 

so that a shared workspace can continue to be used, appropriate 

protective and cleaning equipment should be provided, used, and safely 

disposed of.  
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3. Keyboards and telephones 

¶ Keyboards and telephones should not be shared if at all possible;  

¶ In situations where sharing is unavoidable, they should be cleaned 

between uses, by the users themselves, with appropriate anti-

bacterial cleaning products; 

¶ Telephonist/receptionist staff members should have their own 

headset/handset, keyboard and mouse, which should be cleaned with 

appropriate anti-bacterial cleaning products at the beginning and end 

of each shift, and stored in a plastic bag labelled with the personôs 

name between shifts. 

4. Kitchen  and break-out area hygiene 

¶ Tea towels are to be removed from all kitchens;   

¶ Disposable paper towels, in a suitable dispenser, are to be provided in 

staff kitchens for drying of hands, and for drying of dishes where 

required;   

¶ The schoolôs cleaning and/or supplies contracts should provide for an 

adequate supply of paper towels at all times; 

¶ Students and staff should be reminded not to share cups, dishes, or 

cutlery and to ensure they the crockery, cutlery and utensils they use 

are to be thoroughly washed with soap and hot water after each use, 

or preferably, washed in a dishwasher; 

¶ Where dishwashers are supplied, these are to be used in preference 

to hand washing dishes;   

¶ Dishwashers should be set on the hotter water temperature setting 

where a choice is available; 

¶ Antibacterial liquid soap is to be provided in kitchens for hand washing 

before and after food preparation; 
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¶ All magazines/papers are to be removed from reception/waiting areas, 

and from common areas (eg. kitchens, common rooms, breakout 

areas). 

5. Bathroom sanitation measures 

¶ Hot air hand-driers should be removed from use, and replaced with 

disposable paper towels in a suitable dispenser; 

¶ The schoolôs cleaning or supplies contracts should provide for an 

adequate supply of paper towels at all times; 

¶ Antibacterial liquid soap should be provided in all bathrooms/toilets in 

preference to bar soap. 

Potentially contaminated work station cleaning  

In the event of possible work station contamination, the following cleaning 

procedures must be followed to clean affected workstations: 

1. Potentially contaminated keyboards 

¶ Dust and then vacuum the food particles, dead skin, staples and 

other debris from between the keys; 

¶ Scrub the keyboard with a heavy bristled brush to remove grime; 

¶ Wipe an alcohol-based wipe over its surface. 

2. Potentially contaminated computer mouse 

¶ Scrub the mouse with a heavy bristled brush to remove grime; 

¶ Remove the mouse ball and clean it with alcohol-based wipes; 

¶ Wipe an alcohol-based wipe over its surface. 

3. Potentially contaminated computer monitors and towers 

¶ Dust and then vacuum the debris from the screen and surfaces; 

¶ Wipe an alcohol-based wipe over the surface. 
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4. Potentially contaminated note book computers 

¶ Follow the keyboard mouse and screen instructions as above.  

5. Potentially contaminated desks and equipment with hard surfaces 

(eg plastic and steel) 

¶ Wipe down all surfaces with a neutral detergent/neutral cleaner in 

clan warm water followed by a disinfectant. 

6. Potentially contaminated telephones  

¶ Wipe an alcohol-based wipe over its surface. 

7. Potentially contaminated soft surfaces (eg cloth chairs) 

¶ Vacuum  the surface; 

¶ If contaminated, isolate and steam clean; 

¶ Allow to dry before touching.  

Cleaning/hygiene equipment and supplies 

1. For contract cleaning use 

¶ Antibacterial cleaning solutions, disinfectant and household bleach; 

¶ Personal protective equipment for cleaners, to be supplied by 

contractor, to include gloves, eye shields and masks for use if 

required; 

¶ Increased stocks of paper towels and liquid soap; 

¶ Additional supplies of small/medium plastic rubbish bags that can be 

tie- or tape-sealed; 

¶ Antibacterial liquid soaps. 

2. For student and staff use 

¶ Personal Protective Equipment (PPE) (eg, gloves and masks) for use 

in emergency cleaning;  

¶ Instant hand sanitiser; 
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¶ Tissues;  

¶ Keyboard wipes (isopropyl alcohol).  

Personal Protective Equipment (PPE) 

Consideration should be given, on the basis of work tasks (eg. first-aid officer) 

and pandemic management roles (eg. pandemic response team), to who will 

require the use of PPE.  

The most commonly used protective equipment is likely to be masks, gloves 

and protective barriers (eg tape or ówitchesô hatsô) for social distancing. 

The required PPE will also require systematic management of several facets 

of provision and usage, including: 

¶ Recording;  

¶ Maintaining;  

¶ Training;  

¶ Disposing; 

¶ (In some cases) Fitting;  

¶ (In some cases) Testing.    

 

1. Using masks 

People with respiratory infection symptoms 

should use a disposable surgical mask to 

help prevent exposing others to their 

respiratory secretions. Any mask must be 

disposed of as soon as it becomes moist or 

after any cough or sneeze, in an 

appropriate waste receptacle and hands 

should be thoroughly washed and dried 

after the used mask has been discarded 
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2. Using protective barriers 

Protective barriers such as tape or ówitches hatsô may provide useful 

protection for staff such as front of house administrative assistants 

whose duties required them to have frequent face to face contact with 

members of the public where social distancing is either not possible or 

practicable. 

Air conditioning 

There is scientific and medical evidence to suggest that influenza can spread 

in internal spaces that are not well ventilated.  All internal spaces should be 

well ventilated, preferably by fresh air via open windows, or otherwise 

properly designed and maintained air-conditioning systems.   
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Table 1: Recommended School Cleaning Agents 

 

Disinfectant Product Recommended Uses Precautions 

Sodium hypochlorite 

¶ 1000 parts per 

million of available 

chlorine. 

¶ Usually achieved 

by a 1 in 5 dilution 

of hospital grade 

bleach. 

 

Disinfection of material 

contaminated with 

blood and body fluids. 

 

¶ Leave to dry 

¶ Should be used in well-

ventilated areas. 

¶ Protective clothing 

required while handling 

and using undiluted 

bleach. 

¶ Do not mix with strong 

acids to avoid release of 

chlorine gas. 

¶ Corrosive to metals. 

¶ Ensure MSDS available  

Granular chlorine 

¶ Det-Sol 5000 

¶ Diversol, diluted as 

per manufacturerôs 

instructions. 

 

May be used in place 

of liquid bleach, if 

liquid bleach 

unavailable. 

 

Same as Sodium 

Hypochlorite (above). 

Alcohol: 

¶ Isopropyl 70% 

¶ Ethyl alcohol 60%. 

 

 

Smooth metal 

surfaces, tabletops 

and other surfaces on 

which bleach cannot 

be used. 

 

¶ Flammable and toxic. 

¶ To be used in well-

ventilated areas.  

¶ Avoid inhalation. 

¶ Keep away from heat 

sources, electrical 

equipment, flames, and 

hot surfaces. 

¶ Ethyl alcohol not to be 

used on keyboards, 

phones etc. 

¶ Allow to dry completely. 

¶ Ensure MSDS available  
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6. Action Support Resources 

 

Contact List Template 

 

Contact Details of the Affected Person 

Name Email  
(personôs or guardianôs) 

Phone No(s) Address 

    

 

Contact Details of the Persons in Contact with Affected Person 

Name Email Phone Address 
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Studentsô Parent/Caregiver Contact Details Request Form Template 

Please take time to fill out this form with up-to-date contact details for you as 

parents/caregivers of your child (or children) at________________________ 

School. Please also provide two local emergency contacts of people your child 

knows (eg. family/friends) who could take care of your child in an emergency: 

Family Name  Date  

Names(s) of 

Child(ren) 
 

 

Parent / Caregiver 1 

Name  

Home Phone  

Work Phone  

Mobile  

Email  

 

Parent / Caregiver 2 

Name  

Home Phone  

Work Phone  

Mobile  

Email  

 

Emergency Contact 1 

Name  

Home Phone  

Work Phone  

Mobile  

Email  

 

Emergency Contact 2 

Name  

Home Phone  

Work Phone  

Mobile  

Email  
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Suspected Influenza Notification Form 

 

Details of Affected Staff/Students/children 

Name  School/Site  

Title  
Nationality  

(if visitor to site) 
 

D o B (Optional)  Location of isolation  

Address  

Phone (Work)  

Phone (Home)  

Phone (Mobile)  

Symptoms 
 Fever         Body aches    

 Headache 

  

 Fatigue   Dry cough       Cold 

Details of any other 

symptoms 
 

Fever began 

when? 
 Isolated when?  

Where referred  Contact List (Attach) 

 

Travel History over the 8 days prior to symptoms 

Countries Visited Public Transport Details 

 

Flights   

Bus or coach  

Rail  

Other   

 

Details of Person Reporting 

Name  Role/Position  

Email  

Phone (Work)  

Phone (Home)  

Phone (Mobile)  
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School Closure Notice Template 

 
SSCCHHOOOOLL  CCLLOOSSEEDD  

UNTIL FURTHER NOTICE 

DUE TO THE INFLUENZA PANDEMIC 

DDOO  NNOOTT  EENNTTEERR  

 
For urgent enquiries, please contact: 

Name  
Phone  



 
47 

©CSO Broken Bay 2009 

Influenza Notification Template - Adults 

 

 IINNFFLLUUEENNZZAA  

NNOOTTIIFFIICCAATTIIOONN  
Influenza is a contagious disease, and the number of 

people infected with influenza in Australia is currently 

increasing. To prevent the spread of influenza at this 

school, please: 

DO NOT ENTER THIS SCHOOL IF you have: 

¶ Chills, shivering or fever (temperature > 38
o
C) 

¶ Recent onset muscle aches and pains 

¶ Sore throat 

¶ Dry cough or sneezing 

¶ Trouble breathing 

¶ Stuffy or runny nose 

¶ Uncharacteristic  tiredness 

DO NOT LEAVE YOUR AREA IF you: 

¶ Start to feel ill at school or  

¶ Show any of the symptoms listed above.  

Please stay in your area and call the Pandemic Manager: 

Name  

Phone  
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Influenza Notification Template - Students 

 

IINNFFLLUUEENNZZAA  

NNOOTTIIFFIICCAATTIIOONN  
 

 
Influenza is a contagious disease, and the number of 

people infected with influenza in Australia is currently 

increasing.  

To prevent the spread of influenza at this school, please: 

TELL YOUR TEACHER IF you have: 

¶ Chills, shivering & fever (temperature above 38
o
C) 

¶ Muscle aches and pains 

¶ Sore throat 

¶ Dry cough 

¶ Trouble breathing 

¶ Sneezing 

¶ Stuffy or runny nose 

¶ Tiredness 

 

TELL YOUR TEACHER IMMEDIATELY IF you: 

¶ Start to feel ill at school or  

¶ Have any of the symptoms listed above! 
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Sample Telephone Answer Message for a Closed School 

 

This message is intended as a sample only that could 

be adapted or help you to develop a message that is 

suited to your situation and local requirements. 

 

ñThank you for calling (your school).  

Due to the pandemic, our school has been closed by the [                      ] 

until further notice. 

Students, staff, parents and suppliers are asked not to come to the school 

for any reason.  All extra-curricular activities are also cancelled until 

further notice. 

When the school is ready to be reopened again we will announce it, at 

least one day in advance, on (name of radio station). We will also place a 

sign up at the front gate of the school on (name of street). If you have 

access to the internet, you can also monitor the status of this schoolôs 

closure on the Schoolôs website __________________ 

If you need to contact someone at the school please phone the Pandemic 

Manager (name) on (phone number).  

Otherwise, please leave a message after the tone. A member of staff will 

be clearing the answer phone messages twice a day and will assign 

someone to return your call as soon as possible. Please be sure to 

include your contact phone number. 

Thank you for calling (name of school).ò 
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Emergency Equipment for a Pandemic 

The following generic list can be used as a starting 

point for your pandemic preparations. It is an 'over-

the-top' list to cover all contingencies, so you will need 

to adapt it to your schoolôs needs and requirements. 

It is recommended that you stock pile enough 

supplies to last one to two weeks. 

Emergency Equipment Supplies for a Pandemic 

Breathing mask (box 50) 3 per person per day 

Eye goggles (2 for staff member dealing closely with sick person) 

Latex / non-latex gloves (100s) 10 per staff per day 

Disposable apron for staff dealing directly with sick persons (1 / staff / day) 

Tissues (box 200)  3 boxes per person per week 

Paracetamol (box 20) 1 box per adult per week;  

Disinfectant (2 litres) 1 bottle per 15 people per day  

Janola  (2 litres) 1 bottle per 15 people per day 

Cleaning fluid (1 litre) 1 bottle per 15 people per day  

Toilet paper minimum 2 rolls per person per week 

Paper towels (2 packets per person over 3 weeks) 

Chux Cloths (Carton)  

Liquid soap/alcohol wash (1 litre) 
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Staff Education & Training - Pandemic Emergency Preparedness 

You will also need to consider staff education and training in: 

¶ The use of personal protection equipment; 

¶ Infection prevention and control  guidelines;  

¶ Pandemic awareness; 

¶ Documentation requirements. 
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Pandemic Threat Flyer - Personal Threat Minimisation 
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Pandemic Threat Flyer - Organisational Threat Minimisation 
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Pandemic Threat Flyer - School Threat Minimisation 

 


