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Children’s Services 

 

Activity:  EMERGENCY SITUATIONS INCL. EVACUATION & 

LOCKDOWN PROCEDURES (incl. OSHC) 

Procedure:  

Introduction 

Under the Education and Care Services National Regulations, an approved provider 

must ensure that policies and procedures are in place for emergency and evacuation 

and take reasonable steps to ensure policies and procedures are followed. (ACECQA, 

2021) Emergency and evacuation situations in early education and care services may 

arise for a variety of reasons, often suddenly and unexpectantly.  It is vital that if an 

emergency situation arises, staff are confident to manage the situation effectively 

and efficiently, maintaining the safety and wellbeing of children, families and 

visitors. 

Ensuring that educators and children know what to do in an emergency situation 

requires vigilant planning and practice. Regularly practicing the drills for emergency 

situations also provides an opportunity to help support and build on children’s 

coping mechanisms and resilience. 

NATIONAL QUALITY STANDARD (NQS) 

 QUALITY AREA 2:  CHILDREN’S HEALTH AND SAFETY 

2.2 Safety  Each child is protected.  

2.2.1 Supervision  

At all times, reasonable precautions and adequate 

supervision ensure children are protected from harm 

and hazard. 

2.2.2 

Incident and 

emergency 

management  

Plans to effectively manage incidents and emergencies 

are developed in consultation with relevant authorities, 

practiced and implemented. 

QUALITY AREA 7:  GOVERNANCE AND LEADERSHIP 

7.1.2 
Management 

Systems 

Systems are in place to manage risk and enable the 

effective management and operation of a quality 

service. 

7.1.3 
Roles and 

responsibilities  

Roles and responsibilities are clearly defined, and 

understood, and support effective decision-making and 

operation of the service.  

 

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS 

12(d) 
Meaning of a serious incident- any emergency for which emergency 

services attended 

86 Notification to parents of incident, injury, trauma and illness 
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87 Incident, injury, trauma and illness record 

89 First Aid Kits 

97 Emergency and evacuation procedures 

98 Telephone or other communication equipment 

99 Children leaving the education and care service premises 

136 First aid qualifications 

168 Education and Care Services must have policies and procedures  

170 Policies and procedures are to be followed 

171 Policies and procedures to be kept available 

172 Notification of change to policies or procedures 

173 Prescribed information to be displayed 

174 Time to notify certain circumstances to Regulatory Authority 

175 Prescribed information to be notified to Regulatory Authority 

176 Time to notify certain information to Regulatory Authority 

180 Evidence of prescribed insurance 

RELATED POLICIES  

Acceptance and Refusal Authorisation Policy  

First Aid Policy 

Child Safe Environment Policy 

Illness Policy 

Enrolment, Orientation and Induction Policy 

Medical Conditions Policy 

Delivery and Collection Policy 

 

Confidentiality and Storage of 

Records Policy  

Supervision Policy  

Responsible Person Policy 

Workplace Health and Safety  

 

PURPOSE 

Our Service has a duty of care to maintain the safety and wellbeing of each child, 

educator, and all persons using or visiting the Service during an emergency or 

evacuation situation.  We are committed to identifying risks and potential hazards of 

emergency and evacuation situations by conducting 3 monthly (minimum) 

emergency drills and annual policy reviews and continually plan for further risk 

minimisation and improvement to our policy and procedures. 

SCOPE 

This policy applies to children, families, staff, management and visitors of the 

Service. 
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IMPLEMENTATION 

We define an emergency as an unplanned, sudden or unexpected event or situation 

that requires immediate action to prevent harm, injury, or illness to persons, or 

damage to the Service’s premises. Emergency situations may pose a risk to an 

individual’s health and safety. It is important that Services identify potential 

emergencies that may be specific to their location and environment.  

An emergency is any situation or event where there is an imminent or severe risk to 

the health, safety or wellbeing of children at the service. (Guide to the NQF) 

Circumstances under which an emergency evacuation will occur may include: 

• Fire within the building or playground 

• Fire in the surrounding area where the Service may be in danger 

• Flood 

• Cyclone, severe storm or dust storm or other natural weather event 

• Dangerous animal, insect or reptile 

• Terrorist threat 

• Other circumstances may include:  

o gas explosion, traffic accident, or any event which could render the 

building unsafe (eg: earthquake). 

To ensure compliance with National Regulations and National Law, our Service will 

ensure that: 

• emergency and evacuation policies and procedures are available for inspection 

at the Service’s premises at all times  

• the Nominated Supervisor will conduct an annual risk assessment to identify 

potential emergencies that are relevant to the Service 

• relevant stakeholders/authorities are consulted for advice and guidance to 

improve risk mitigation strategies as part of our emergency and evacuation plan 

(police, fire, parents/families)  

• consideration is made to evacuate infant/s and non-ambulant children 

evacuating the premises resulting in enhanced ratios  

• the emergency and evacuation procedures include instructions for what must be 

done in the event of an emergency 

• emergency evacuation plans are displayed in prominent positions near each exit 

at the Service premises  

• emergency evacuation plans include a floor plan for ease of reference with 

clearly defined assembly points and clearly marked exit routes from all locations 

within the Service 

• all exits have exit signs clearly visible 

• there are no obstructions in hallways, stairways or emergency exits  

• all educators, including casual/relief educators and staff members, are familiar 

with our Emergency Evacuation Policy, procedures and regulatory requirements 

• new staff, volunteers and students are provided with information and training 

about our Emergency Evacuation Policy and procedures during induction 
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• all staff, visitors and students are aware of emergency evacuation points and 

assembly areas 

• Fire Warden and Deputies are trained on how to use emergency equipment such 

as fire extinguishers, fire blankets, hoses etc. 

• National Regulations state that emergency evacuation rehearsals (drills) are to be 

practiced and reviewed every three months by the responsible person, all staff 

members, volunteers, and children present on the day.  

• spontaneous rehearsals also take place during the year to assist in refining risk 

management procedures and evacuation procedures 

• a record will be kept to record all emergency evacuation rehearsals.  

• notes on any areas that need improving or revising are to be documented in the 

Emergency Evacuation Drill Record.  

• In the event of limited educators (e.g. early morning or late afternoon), staff 

members are to work together to perform the duties as per the evacuation plan 

(the Responsible Person must sign in on the “Person In Charge” register, and be 

identified as the Responsible Person. A Responsible Person is required on the 

premises at all times to take responsibility and delegate duties).  

• children are provided with age-appropriate support and information before, 

during and after emergency and evacuation rehearsals (drills) 

• all staff are aware of their roles and responsibilities in event of an emergency 

situation 

• regular communication with families includes information about emergency and 

evacuation procedures 

• families are informed when a rehearsal or drill has occurred 

• The Emergency Evacuation Bag, held in the office, is regularly audited and 

restocked as required 

• an up-to-date register of emergency telephone numbers for children is 

maintained. A copy of the current list will always be available via qikkids. 

• portable First Aid Kits are readily available in case of an emergency evacuation 

• At least one staff member or one Nominated Supervisor who holds current 

ACEQCA approved first aid qualifications, approved anaphylaxis management 

and emergency asthma management training is in attendance at all times 

• Medical Management Plans for children are able to be accessed easily and taken 

by the room staff.  

• children’s medication is collected during an evacuation  

• all fire extinguishers, fire blankets, fire hoses, and other emergency equipment 

located throughout the Service will be inspected and tested at six monthly 

intervals by an authorised company as per the Australian Safety Standard AS 

1851-2012: Maintenance of Fire Protection Systems and Equipment.  

• extinguishers will be emptied, pressure tested, and refilled every five years 

• all tests performed on emergency equipment and the date on which it was 

tested will be recorded on a label or metal tag attached to the unit. Certificates 
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to verify testing will be filed at the Central Coast Council in accordance with the 

records and archives policy of the Council. 

• ensure smoke detectors are regularly tested  

• staff and educators have access to an operating telephone or other means of 

communication at all times (mobile phone) 

• emergency telephone numbers will be displayed prominently throughout the 

Service in the kitchen, office, staff room and each area where children are 

educated and cared for. 

• our emergency telephone list (located in each room and office area) includes the 

numbers for: 

o Police 

o Local fire station 

Emergency and Evacuation Procedure Guidelines 

• As per regulation 97, the emergency and evacuation procedures must set out 

instructions for what must be done in the event of an emergency; and 

• an emergency and evacuation floor plan 

• the Nominated Supervisor/Approved Provider/Responsible Peron will make the 

final call as to whether to evacuate the premises due to an emergency situation 

• contact 000 for local emergencies- provide name, address and nearest cross 

street, reason for evacuation, phone contact number, number of children and 

adults evacuating 

• guidance will be provided by the relevant emergency service (Fire service, SES, 

Police) 

• move all children and visitors to the pre-identified evacuation/emergency 

assembly area as indicated on the Emergency and Evacuation Plan 

• collect Emergency Evacuation Bag, Medical Management Plans and associated 

children’s medication 

• collect First Aid Kit 

• check daily attendance record and visitor record  

• once children are safely evacuated, administer first aid if required 

• remain calm and reassure children 

• once emergency services arrive, contact parents/emergency contacts 

• await instructions from relevant emergency services for re-entering premises or 

alternative evacuation procedure 

Important:  

Following the emergency evacuation, the Person In Charge will complete an 

Emergency Evacuation Incident Report and an Incident, Injury, Trauma and Illness 

Record if required. The approved provider will make a notification of a serious 

incident to a regulatory authority (within 24 hours) through the NQA IT System when 

emergency services have attended an education and care service in response to an 

emergency, rather than as a precaution or for any other reason. 

https://www.acecqa.gov.au/resources/national-quality-agenda-it-system


 

Corporate & Community Services Page 6 of 23 April 2022 

Children’s Services 

   

 

Families will: 

• ensure contact details are kept up-to-date 

• provide emergency contact details on their child’s enrolment form and advise the 

service of any change of name or phone number 

• ensure the attendance record for their child is completed each day 

• ensure they are aware of the service’s Emergency and Evacuation Policy and 

procedures 

• follow the directions of the Approved Provider/Incident Manager in the event of an 

emergency or evacuation 

Dealing with Trauma 

Emergencies and natural disasters are extremely stressful, and it is normal for 

children and adults to feel overwhelmed and distressed. People cope with trauma in 

many different ways. Children look to adults for reassurance, care and opportunities 

to share their feelings. It is important for educators to understand the impact of 

disasters and seek help when needed. 

The Approved Provider/Nominated Supervisor will support educators to provide 

information to parents and families following any emergency or natural disaster 

including: 

- will the service be open in the days and weeks ahead? 

- how to find alternative care and education 

- how to contact services for support with dealing with trauma 

Several organisations offer support for educators in these situations: 

Emerging Minds 

BeYou- Trauma informed practice 

Preparing for an Emergency 

Australian Government Department of Education, Skills and Employment Resources 

https://www.dese.gov.au/child-care-package/ccp-resources-providers/help-

emergency 

Australian Government Bureau of Meteorology http://www.bom.gov.au/ 

TASMANIA (TAS) 

• State Emergency Service Tasmania: www.ses.tas.gov.au 

• Tasmanian Fire Service: www.fire.tas.gov.au 

• Tasmanian Police: www.police.tas.gov.au 

STRATEGIES 

Evacuation Drills 

• Regular practices (at least every 3 months) will be carried out and 

documented. 

https://emergingminds.com.au/resources/toolkits/parents-carers-and-families-toolkit/bushfires-drought-and-community-trauma/
https://beyou.edu.au/resources/events/trauma-informed-practice-in-your-learning-community
https://www.dese.gov.au/child-care-package/ccp-resources-providers/help-emergency
https://www.dese.gov.au/child-care-package/ccp-resources-providers/help-emergency
http://www.bom.gov.au/
http://www.ses.tas.gov.au/
http://www.fire.tas.gov.au/
http://www.police.tas.gov.au/
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ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

• If you see fire or smoke – do not panic or shout; 

• Move the children from the immediate area; 

• Alert nearby staff to raise the alarm; 

• Call the fire brigade on 000. 

Emergency Situations 

Fire / Chemical Situations/ Bomb Threat  

• Evacuate or lockdown the centre as per the procedure; 

• Ring 000 and give clear instructions as to the location of the centre; 

• All parents are to be informed within 24 hours  

• Write a full report as required by the regulations. 

Single Educator Emergency  

Educators may, at times, be rostered on a single staff model, this includes opening 

the service and closing the service. Educators who fulfill the position of a single 

educator model undertake and fulfill the requirements of a Responsible Person. 

Strategies: 

In the event of an accident/emergency where there is only one staff member working, 

the following procedure must be adhered to: 

• Ensure the educator and children are removed from any danger – follow 

evacuation or lockdown procedures if necessary, or any other procedure; 

• In the OSHC services, ask an older child to go to the school office for assistance 

if school is still occupied; 

• Comfort and assist injured child/children; 

• Use the phone to contact Emergency Service for any assistance that is required; 

• At OSHC services, use mobile phones and request assistance if required. 

• OSHC services contact the Ulverstone Child Care Centre to make them aware 

of the situation as soon as possible; 

• Contact the Children’s Service Manager as soon as possible; if out of hours 

phone Andie or Brooke; 

• Call parent (or emergency contact if parent is unreachable), to inform them of 

the situation. Staff at U.C.C.C can help with this;  

• Ensure that the regulatory authority is notified of an emergency situation.  

• Emergency contact numbers are on the phone, and all other contact numbers 

are in easy to find places.  

It is a good idea to have discussions with older children about what to do in emergency 

situations, as they can be of assistance if necessary.  
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Accident/emergency medical procedure - In the event of minor accidents or minor 

emergency medical situations. 

• Carry out first aid; 

• Keep the child under observation; 

• Complete the accident form; 

• Inform the parent when the child is collected or within 24 hours, and ensure 

the parent signs the accident form. 

• All accident forms are to be kept in accordance with regulations. 

Procedure if emergency medical treatment is required for children 

• Apply First Aid. If necessary, ring an ambulance on 000 

• Withhold all food and fluid (unless stated First Aid treatment), until the child 

has been seen by medical personnel. Take note of last meal or drink for 

future reference - use child illness report form; 

• Group leader or PIC to contact parents to ascertain the child’s ongoing 

condition;               

• Designated staff member to accompany the child to the hospital.  Take the 

child’s enrolment form (which includes parental consent forms and medical 

information) to the hospital; 

• Remain at the hospital until the parent or guardian arrives; 

• Return to the service, report to the Responsible Person/Person In Charge 

who will contact/report to the Children’s Services Manager, Corporate & 

Community Services and the Education and Care Unit; 

• Staff to investigate and if needed, take necessary action to prevent similar 

accidents occurring; 

• Contact the Regulatory Authority and make a notification. 

Procedure if emergency medical treatment is required for staff and/or visitors 

• Apply first aid.  If necessary, ring an ambulance on 000; 

• Notify emergency contacts if necessary; 

• The staff member is to be accompanied to the doctor or hospital by the 

Council WHS representative, or person in charge on the day.  A workers 

compensation certificate is to be obtained from the attending doctor; 

• Make sure the WHS form is filled out and given to the OHWS Rep. (Michelle 

Hall) and then to Children’s Services Manager or OSHC Coordinator and 

Council WHS Rep.  

• The injured staff member is to fill out a workers compensation claim form as 

soon as possible (available from the Payroll Officer, Rosanne Brown); 

• Continue to follow the Council’s fitness for work policy. 

In the Event of Serious Accidents or serious emergency medical situations 

• Carry out basic emergency action – DRSABCD 

• Call an ambulance on 000 or other emergency services required; 
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• Inform the Children’s Services Manager; 

• Contact the child’s parents, or other emergency contacts; 

• Comfort the child and keep other children away; 

• A staff member will accompany the child in the ambulance; 

• If an ambulance is not readily available and the situation requires 

immediate action, the Children’s Services Manager will call the family 

doctor and organise attention for the child at the service or if need be, or 

as a last resort, use a staff vehicle to transport the child if deemed 

necessary; 

• The person witnessing the accident will enter details in the accident form. 

A WHS accident/incident form will be filled in and lodged with the council. 

• Contact the Regulatory Authority and make a notification; 

• Contact the Director of Corporate and Community Services. 

In the event where a serious incident/accident/trauma results in the death of a 

child 

• Continue with first aid as appropriate and call the ambulance and police 

(if not already contacted) ; 

• One staff to remain with the child; 

• Children’s Services Manager and designated staff member to make 

contact with the parent in person; 

• Contact the Director, Corporate & Community Services;      

• Contact the Regulatory Authority and make a notification; 

• Arrange debriefing and counselling services for staff.  

Threats Made on Children in Care 

• Contact the police straight away; (phone 000 or activate the duress button) 

• Ensure children’s safety;  

• Perform a lockdown if necessary; 

• Notify the Children’s Services Manager; 

• Contact the child’s family; 

• Phone the Director, Corporate & Community Services; 

• Contact the Regulatory Authority and make a notification;  

• Check parent details, make any useful information available to the police, eg; 

court orders; 

Armed Hold Up 

• Hand over money; 

• Notice all possible details about the person, for example, clothing, even if it is 

disguising clothing (for example, mask or hood), vehicle registration number 

and direction of travel. (A useful method of getting details of vehicle registration 

number is for one person to remember numbers and another to remember 

letters); 

• Call the police or activate the duress button as soon as possible. 

• Call the Director, Corporate & Community Services; 
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• Write a full report as required by the regulations 

Hostage or Abduction Situations 

• Attempt to stay calm; 

• Do not jeopardise the safety of yourself or other staff, children or visitors; 

• Phone police on 000 or activate the duress button located in the office, (if at 

U.C.C.C) or one of the portable duress buttons located at Young Endeavours and 

the OSHC services. 

• Make any relevant information and details available to police, for example, 

details and description of the abductor and vehicle, (or parent who does not 

have custody). 

SOURCE 

• Australian Children’s Education & Care Quality Authority. (2014).  

• Australian Children’s Education & Care Quality Authority. (2021). Policy and 

procedure guidelines- Emergency and evacuation guidelines.  

• Australian Government Department of Education, Skills and Employment (2020). 

Help in an emergency 

• Australian Government – Emergency Services: 

http://www.australia.gov.au/information-and-services/public-safety-and-

law/emergency-services 

• Early Childhood Australia Code of Ethics. (2016). 

• Education and Care Services National Regulations. (2011).      

• Fire Protection Association Australia: www.fpaa.com.au/ 

• Fire System Services: http://www.firesys.com.au/Fire-Extinguisher-Service-and-

Maintenance-pg14686.html 

• Guide to the Education and Care Services National Law and the Education and 

Care Services National Regulations. (2017).  

• Guide to the National Quality Framework (2017). (Amended 2020). 

• NSW Rural Fire Service: www.rfs.com.au 

• Revised National Quality Standard. (2018). 

• Work Health and Safety Act 2011.   

• Tasmania Fire Service 

 

Next Review :  April 2023 

  

http://www.australia.gov.au/information-and-services/public-safety-and-law/emergency-services
http://www.australia.gov.au/information-and-services/public-safety-and-law/emergency-services
https://www.legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D@pointInTime(20200831000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D@pointInTime(20200831000000)))+AND+Content%3D(%22early%22+AND+%22childhood%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C/span%3E,+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C/span%3E%22,+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C/span%3E%22,+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Eearly+childhood%3C/span%3E%22,+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E31/08/2020%3C/span%3E%22
http://www.fpaa.com.au/
http://www.firesys.com.au/Fire-Extinguisher-Service-and-Maintenance-pg14686.html
http://www.firesys.com.au/Fire-Extinguisher-Service-and-Maintenance-pg14686.html
http://www.rfs.com.au/
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ULVERSTONE CHILD CARE CENTRE 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

IF YOU SEE FIRE OR SMOKE - DO NOT PANIC OR SHOUT. 

NOTIFY THE CHIEF WARDEN OR IF ABSENT, THE PERSON IN CHARGE. 

Chief and Deputy Warden to follow procedures, individual duties listed in the 

evacuation folder.   

Chief Warden (white vest and cap) 

1. Ascertain the nature of the emergency and determine appropriate action. 

2. Ensure that room staff/wardens are advised of the situation; activate alarm 

system by key. Collect phone and evacuation folder. 

3. Ensure the appropriate emergency service has been notified, ring 000. 

(for practice drill - call Golden Electronics on: 62311003) 

4. Deputy warden to take Kiosk sign in iPad, parent contact list and phone 

(evacuation pack, located in main office). 

5. If necessary, initiate evacuation and controlled entry procedure; ensuring that 

only relevant emergency personnel enter the building. 

6. Brief the emergency services personnel upon arrival on type, scope and 

location of the emergency and the status of the evacuation and thereafter act 

on the senior officer’s instructions. 

Deputy Warden (White vest and cap) 

1. Follow directions from the chief warden; ensure that each room is aware of the 

situation. 

2. Collect iPad for kiosk sign in, and phone from the chief warden. (evacuation 

pack) 

3. Sweep through the building, checking each area, closing each door behind 

them.    

4.      Check with each room to ensure all children, educators and visitors are 

accounted for.  

5.    Chief warden will contact deputy warden via the centre phone to check all 

children, educators and visitors are counted for.   

Person in charge 

The person in charge is required to assume the responsibilities normally carried out 

by the Chief Warden, otherwise assist in own room. 
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Room Staff / Wardens 

1. Move children from the immediate area, check all toilets, bedrooms and 

bathrooms connected with your room. 

2. Take daily room lists, including medication forms, keep children in a 

controlled group and take to   emergency meeting point through the gate to 

the Young Endeavour’s Area. 

3. Close all external doors on evacuation (to prevent children re-entering). 

Count all children and staff using sign in sheets/room lists, with a staff 

member to sign off. 

4. Extinguish or control fire if able to without endangering yourself or anyone 

else. 

5. When building has been evacuated then chief warden will wait outside the 

front of the building to warn parents not to enter the building and inform 

fire personnel of particular location of the fire and any persons unaccounted 

for. 
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ULVERSTONE CHILD CARE CENTRE 

LOCKDOWN PROCEDURE 

ACTION IN THE EVENT OF AN EMERGENCY REQUIRING LOCKDOWN 

There may be incidents outside the Centre that require all children to be quickly and 

calmly brought inside.  These may include chemical spills/sprays, threats from 

another person, car accident or train accident.  All children from all areas must be 

brought inside if any dangerous situation should occur. Educators are aware of 

children with specific needs in these situations. 

1. The educator who is outside with the children should summon additional staff 

to help bring the children inside; 

2. Inform the Child Care Manager, or responsible person. If help is required 

urgently, immediately activate the duress button prior to contacting the child 

care manager, or call the Police/Emergency services on 000, giving details of 

the emergency;  

3. Carefully check all areas of the playground to ensure all children have 

responded; 

4. When all children and staff are inside, all external doors and windows, 

including the front door, are to be locked.  Blinds, where fitted, are to be 

dropped; 

5. Conduct a roll call of all children; 

6. Keep children calm, (singing, story), as the situation is assessed; 

7. If necessary (e.g. threat in immediate area of the room), children can be 

moved to an appropriate, alternate room, eg in the main centre the dining 

room; 

8. If chemicals are involved, check children thoroughly and call ambulance; 

9. Follow First Aid requirements; 

10. Contact the Director of Community Services; 

11. After the emergency is resolved, write a report and arrange for debriefing of 

staff. The regulatory authority must also be notified. 
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YOUNG ENDEAVOUR ROOM 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

Evacuation Procedure – Outdoor Person 

In the event of fire or other emergency: 

• If you see fire or smoke, do not panic or shout; 

• Move the children from the immediate area; 

• Alert nearby staff to raise the alarm; 

• Evacuate all children through the gate to the Centre. Assemble at the Toddler 

Room sandpit corner; 

• Do a checklist of all children by saying their name and sighting them. 

• Staff sign off on roll call. 

Evacuation Procedure – Indoor Person 

In the event of fire or other emergency: 

• If you see fire or smoke, do not panic or shout; 

• Move children from the immediate area; 

• Collect child medication forms and daily child sheet  

• Alert nearby staff to raise the alarm; 

• Alert outdoor staff to evacuate all children to assembly area, at Toddler Room  

sandpit corner; 

• Collect any medications and take with you to the emergency meeting point 

• Check that no one is in bathroom area; 

• Lock sliding door; 

• Chief warden to place Fire Evacuation sign on entry gate; 

• Evacuate building closing entry/exit door; 

• Go to safe area, Toddler Room sandpit corner 
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EAST ULVERSTONE OUTSIDE SCHOOL HOURS CARE 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

If you see fire or smoke - do not panic or shout. 

Warden (White vest or hat) - OSHC Person in Charge (PIC) 

If only one staff member on premises that person is to assume both roles 

1. Ascertain the nature of the emergency and determine appropriate action; 

2. Ensure that staff/wardens are advised of the situation; activate alarm system; 

3. Ensure the appropriate emergency service has been notified, ring 000; 

4. Take iPad for Kiosk sign in and phone; 

5. Collect any medications and take with you to the emergency meeting point 

6. If necessary, initiate evacuation and controlled entry procedure; ensuring that 

only relevant emergency personnel enter the building; 

7. Brief the emergency services personnel upon arrival on type, scope and 

location of the emergency and the status of the evacuation and thereafter act 

on the senior officer’s instructions. Collaborate with school warden if 

applicable. 

Other Staff/Wardens 

1. Move children from the immediate area, check all toilets, bedrooms and 

bathrooms connected with your area; 

2. Take iPad with Kiosk sign in, keep children in a controlled group and take to 

emergency meeting point – basketball court; 

3. Close all external doors on evacuation (to prevent children re-entering); 

4. Count all children and staff using Kiosk on iPad with a staff member to sign 

off; 

5. When building has been evacuated then chief warden will wait outside the 

front of the building to warn parents not to enter the building and inform fire 

personnel of particular location of the fire and any persons unaccounted for. 
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Children’s Services 

   

 

EAST ULVERSTONE OUTSIDE SCHOOL HOURS CARE 

LOCKDOWN PROCEDURE 

ACTION IN THE EVENT OF AN EMERGENCY REQUIRING LOCKDOWN 

There may be incidents outside the service that require all children to be quickly and 

calmly brought inside.  These may include chemical spills/sprays, threats from 

another person, car accident or other incident.  All children from all areas must be 

brought inside if any dangerous situation should occur. Educators are aware of 

children with specific needs in these situations. 

1. Where 2 staff, the educator who is outside with the children should summon 

additional staff to help bring the children inside; 

2. Carefully check all areas of the playground to ensure all children have 

responded; 

3. When all children are inside, all external doors and windows, including the 

front door, are to be locked.  Curtains, where fitted, are to be drawn; 

4. Conduct a roll call of all children, staff and visitors; 

5. Activate duress button or call the Police/Emergency services on 000, giving 

details of the emergency; 

6. Keep children calm, and in the safest part of the building, as the situation is 

assessed; 

7. If necessary (e.g. threat in immediate area of the room), children can be 

moved to the kitchen, or other area of the hall; 

8. If chemicals are involved, check children thoroughly and call ambulance; 

9. Follow First Aid requirements; 

10. Contact the OSHC Coordinator/ Child Care Group leader Director of 

Community Services; 

11. After the emergency is resolved, write a report and arrange for debriefing of 

staff. The regulatory authority must also be notified.  
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Children’s Services 

   

 

ULVERSTONE OUTSIDE SCHOOL HOURS CARE 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

If you see fire or smoke - do not panic or shout. 

Warden (White vest or hat) - OSHC Person in Charge (PIC) 

If only one staff member on premises that person is to assume both roles 

1. Ascertain the nature of the emergency and determine appropriate action; 

2. Ensure that staff/wardens are advised of the situation; activate alarm system; 

3. Ensure the appropriate emergency service has been notified, ring 000; 

4. Take iPad for Kiosk sign in and phone; 

5. Collect any medications and take with you to the emergency meeting point 

6. If necessary, initiate evacuation and controlled entry procedure; ensuring that 

only relevant emergency personnel enter the building; 

7. Brief the emergency services personnel upon arrival on type, scope and location 

of the emergency and the status of the evacuation and thereafter act on the 

senior officer’s instructions. Collaborate with school warden if applicable. 

Other Staff/Wardens 

1. Move children from the immediate area, check all toilets and bathrooms 

connected with your area; 

2. Take iPad with Kiosk sign in, keep children in a controlled group and take to 

emergency meeting point – North West Corner of School (Playground); 

3. Close all external doors on evacuation (to prevent children re-entering); 

4. Count all children and staff using Kiosk on iPad with a staff member to sign off; 

5. When building has been evacuated then chief warden will wait outside the front 

of the school to warn parents not to enter the building and inform fire personnel 

of particular location of the fire and any persons unaccounted for. 
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Children’s Services 

   

 

ULVERSTONE OUTSIDE SCHOOL HOURS CARE 

LOCKDOWN PROCEDURE 

ACTION IN THE EVENT OF AN EMERGENCY REQUIRING LOCKDOWN 

There may be incidents outside the service that require all children to be quickly and 

calmly brought inside.  These may include chemical spills/sprays, threats from 

another person, car accident or other incident.  All children from all areas must be 

brought inside if any dangerous situation should occur. Educators are aware of 

children with specific needs in these situations. 

1. Where 2 staff, the educator who is outside with the children should summon 

additional staff to help bring the children inside; 

2. Carefully check all areas of the playground to ensure all children have 

responded; 

3. When all children are inside, all external doors and windows, including the entry 

door, are to be locked.  Curtains, where fitted, are to be drawn;  Children will 

gather in the hall during the lockdown. 

4. Conduct a roll call of all children, staff and visitors; 

5. Call the Police/Emergency services on 000, giving details of the emergency; 

6. Keep children calm, and in the safest part of the building, as the situation is 

assessed; 

7. If necessary (e.g. threat in immediate area of the room), children can be moved 

to the kitchen, or other area of the hall; 

8. If chemicals are involved, check children thoroughly and call ambulance; 

9. Follow First Aid requirements; 

10. Contact the OSHC Coordinator/ Child Care Group Leader and Director of 

Community Services; 

11. After the emergency is resolved, write a report and arrange for debriefing of 

staff. The regulatory authority must also be notified.  
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Children’s Services 

 

FORTH OUTSIDE SCHOOL HOURS CARE 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE /EMERGENCY/ ALARM 

If you see fire or smoke - do not panic or shout. 

Warden (white vest or hat) – OSHC Person in Charge (PIC) 

If only one staff member on premises, this person is to assume both roles 

1. Ascertain the nature of the emergency and determine appropriate action; 

2. Ensure that staff/wardens are advised of the situation, and direct them where 

necessary; activate alarm system (if not already happening); 

3. Ring 000 to contact necessary emergency service(s); 

4. Take iPad with Kiosk sign in and phone; 

5. Collect any medications and take with you to the emergency meeting point 

6. Initiate evacuation and close all doors behind you as you leave the rooms, also 

putting up ‘No Entry’ sign; ensure that only relevant emergency personnel 

enter the building; 

7. Brief the emergency services personnel upon arrival on type, scope and 

location of the emergency and the status of the evacuation and thereafter act 

on the senior officer’s instructions. Collaborate with school warden if 

applicable. 

Other Staff/Wardens 

1. Move children from the immediate area, check toilets, hall and other areas in 

the Performing Arts Centre; 

2. Take iPad with Kiosk sign in, keep children in a controlled group and take to 

emergency meeting point – the school oval; 

3. Close all external doors on evacuation (to prevent children re-entering); 

4. Count all children and staff using Kiosk on iPad with a staff member to sign 

off; 

5. When building has been evacuated then chief warden will wait outside the 

front of the building to warn parents not to enter the building and inform fire 

personnel of particular location of the fire and any persons unaccounted for. 
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Children’s Services 

   

 

FORTH OUTSIDE SCHOOL HOURS CARE 

LOCKDOWN PROCEDURE 

ACTION IN THE EVENT OF AN EMERGENCY REQUIRING LOCKDOWN 

There may be incidents outside the service that require all children to be quickly and 

calmly brought inside.  These may include chemical spills/sprays, threats from 

another person, car accident or other incident.  All children from all areas must be 

brought inside if any dangerous situation should occur. Educators are aware of 

children with specific needs in these situations. 

1. Where 2 staff, the educator who is outside with the children should summon 

additional staff to help bring the children inside; 

2. Carefully check all areas of the playground to ensure all children have 

responded; 

3. When all children are inside, all external doors and windows, including the 

front door, are to be locked.  Curtains, where fitted, are to be drawn; 

4. Conduct a roll call of all children, staff and visitors; 

5. Activate duress button or call the Police/Emergency services on 000, giving 

details of the emergency; 

6. Keep children calm, and in the safest part of the building, as the situation is 

assessed; 

7. If necessary (e.g. threat in immediate area of the service), children can be 

moved to another area of the PAC; 

8. If chemicals are involved, check children thoroughly and call ambulance; 

9. Follow First Aid requirements; 

10. Contact the OSHC Coordinator/ Child Care Group Leader, Director of 

Community Services; 

11. After the emergency is resolved, write a report and arrange for debriefing of 

staff. The regulatory authority must also be notified.  
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Children’s Services 

   

 

PENGUIN FUN CLUB 

EVACUATION PROCEDURE 

ACTION IN THE EVENT OF FIRE OR OTHER EMERGENCY 

If you see fire or smoke - do not panic or shout. 

Warden (white vest or hat) – OSHC Person in Charge (PIC) 

If only one staff member on premises, this person is to assume both roles 

1. Ascertain the nature of the emergency and determine appropriate action; 

2. Ensure that room, staff/wardens are advised of the situation, and direct them 

where necessary; activate alarm system(if not already happening); 

3. Ring 000 to contact necessary emergency service(s); 

4. Take iPad with Kiosk sign in and phone;  

5. Collect any medications and take with you to the emergency meeting point 

6. Initiate evacuation and close all doors behind you as you leave the rooms, also 

putting up No Entry sign on exit; Ensure that only relevant emergency 

personnel enter the building;   

7. Brief the emergency services personnel upon arrival on type, scope and 

location of the emergency and the status of the evacuation and thereafter act 

on the senior officer’s instructions. 

Other Staff/Wardens 

1. Move children from the immediate area, check all areas of the terrapin, and the 

toilets and hall if children are/have been in this area; 

2. Take iPad with Kiosk sign in, keep children in a controlled group and take to 

emergency meeting point – In the big playground, on the courts ; 

3. Close all external doors on evacuation (to prevent children re-entering); 

4. Count all children and staff using Kiosk with a staff member to sign off; 

5. When building has been evacuated then Chief Warden will wait outside the 

front of the building to warn parents not to enter the building and inform fire 

personnel of particular location of the fire and any persons unaccounted for
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Children’s Services 

 

PENGUIN FUN CLUB 

LOCKDOWN PROCEDURE 

ACTION IN THE EVENT OF AN EMERGENCY REQUIRING LOCKDOWN 

There may be incidents outside the service that require all children to be quickly and 

calmly brought inside.  These may include chemical spills/sprays, threats from 

another person, car accident or train accident.  All children from all areas must be 

brought inside if any dangerous situation should occur. Educators are aware of 

children with specific needs in these situations. 

1. Where 2 staff, the educator who is outside with the children should summon 

additional staff to help bring the children inside;  

2. Carefully check all areas of the playground to ensure all children have 

responded; 

3. When all children are inside, all external doors and windows, including the 

front door, are to be locked.  Curtains, where fitted, are to be drawn; 

4. Conduct a roll call of all children, staff and visitors; 

5. Activate duress button or call the Police/Emergency services on 000, giving 

details of the emergency; 

6. Keep children calm, and in the safest part of the building, as the situation is 

assessed; 

7. If necessary (e.g. threat in immediate area of the room), children can be 

moved to the other end of the terrapin; 

8. If chemicals are involved, check children thoroughly and call ambulance; 

9. Follow First Aid requirements; 

10. Contact the OSHC Coordinator/ Child Care Group Leader, Director of 

Community Services; 

11. After the emergency is resolved, write a report and arrange for debriefing of 

staff. The regulatory authority must also be notified.  

 


