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Education and Care Policy and 
Procedure Manual 

Emergency Management and Evacuation Policy  

 
Policy Statement 
 

Emergency management is an essential activity of any community. Emergency 
management involves implementation of safety strategies during an emergency to reduce 
personal injury and losses to life, property and the environment.  
 

The Emergency Management Policy is important not only for children, families and 
educators, but relates to every person who enters each service’s premises. 
 

Definition: An emergency is defined as “a serious, unexpected and often dangerous 
situation requiring immediate action. 
 

For the purpose of our education and care settings, an emergency can be defined as 
referring to all situations or events posing an imminent or severe risk to those present in 
the education and care service premises.   
 
Education and Care Services National Regulations  
 

Part 4.2: Children’s Health & Safety  
Division 5: Emergencies and communication 

• Regulation 97: Emergency and evacuation procedures 

• Regulation 98: Telephone or other communication equipment 
 
National Quality Standard 

 

Quality Area 2: Children’s Health and Safety 
Standard 2.2: Each child is protected 

• Element 2.2.1: At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazard 

• Element 2.2.2: Plans to effectively manage incidents and emergencies are developed in 
consultation with relevant authorities, practised and implemented 

 
Strategies and Practices 
 

Risk management strategies 
 

Please refer to the following policies which are to be read in conjunction with this policy: 

• Occupational Health and Safety Policy 

• First Aid Policy 

• Media Policy  

• High Fire Risk Days Policy 
 

The Department of Education and Training (DET) have identified that best practice risk 
management for emergency evacuations include planning for a lockdown, lock out and evacuation 
in the event of a situation that puts children’s safety and well-being at risk. 
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• LOCK DOWN:  Is required when the service has identified an external and immediate danger 
and determined that it is safer for the children to remain inside the service 

 

• LOCKOUT:  Is required when an internal and immediate danger has been identified and it is 
determined that children at the service should be excluded from the inside of the service, but it 
is determined that it is safe to remain on the outside area of the service premises. 

 

• EVACUATE:  Is required based on the need for all to evacuate the service to a designated area 
in the community.  If it is safe to do so, educators should take with them the following: 

 

o Emergency Bag containing plan of premises, first aid kit, children’s details, parent 
contact numbers, emergency contact details, child medical details, doctor’s contact 
and any required medication e.g. Epi Pen 

 

o An operating mobile phone 
 
Emergency Procedures Practice 
 

• All services will rehearse emergency and evacuation procedures a minimum of every three 
months 

 

• All services must document the rehearsal and ensure that each type of rehearsal (lock down, 
lock out, evacuation) is practiced at least once per year. Evacuation practices are best 
spread out across the 12-month period 
 

• Risk Assessments for Emergencies must be completed and reviewed as part of the annual 
relicensing process 
 

• FDC Emergency Plan must be completed and reviewed as part of the annual relicensing 
process 

 
Preventive practices for services 
 

• A copy of the evacuation floor plan will be displayed in a prominent position near each exit 
at the service 
 

• Smoke alarms, fire extinguishers, fire blankets, smoke detectors, sprinkler systems (where 
fitted) will be checked regularly 

 

• Emergency exits must be kept clear at all times 
 

• Educators are to ensure that there is sufficient air circulation around electrical equipment, 
such as dryers, ovens, computers, photocopiers  

 

• Services will ensure that possible fire hazards are removed e.g. dry leaf litter from gardens 
and/or gutters etc. 

 
What to do in the event of an emergency 
 

There are many different types of emergencies and it is therefore impossible to identify one process 
to cover all.  
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The following is a guide only and may be required in a different order than the one listed 
depending on the emergency: 
 

• Call emergency services (000) and request the service that you need e.g. Ambulance, fire, 
police and provide details such as: 
 

o What is the emergency 
o Address of the emergency 
o How many people (adults and children) are involved 
o Health of those affected e.g. Possible injuries, asthma etc. 

 

• Provide initial first aid where appropriate 
 

• Contact parents of children in care 
 

• Contact the coordination team 
 
Dealing with the emotional and psychological impact of an emergency 
 

Emergencies involve more than a physical response to an unexpected or sudden event or situation. 
They have an emotional and psychological impact which can affect individuals for an extended 
period after the emergency 
 

Each service must be aware of the effect of an emergency on children’s ability to feel secure and 
safe.  Children rely on and find great comfort in adults who protect them.   Play and learning 
experiences should be planned which encourage children to express their thoughts, feelings and 
emotions regarding an emergency. 
 

• Educators will be offered support and counselling through the Employee Assistance 
Program 

 

• The Mornington Peninsula Shire will access support networks and counselling services for 
children, families and educators as required following an emergency 

 
 

Sources and further reading 

• Fire Protection Association Australia (FPAA) www.fpaa.com.au 

• Australian Children’s Education and Care Quality Authority.  “The National Quality 
Framework Resource Kit” 

• CFA “Fire Ready Kit” (2018) 

• State Emergency Services -  www.australia.gov.au 

• Mornington Peninsula Shire Emergency Management plan 

• DET Bushfire at Risk Register (BARR) 

• Country Fire Authority (CFA) www.cfa.vic.gov.au 
 
 
Mornington Peninsula Shire acknowledges and pays respect to the elders, families and ancestors of the Bunurong/Boon Wurrung people, who have been the 

custodians of this land for many thousands of years. We acknowledge that the land on which we meet is the place of age-old ceremonies, celebrations, 

initiation and renewal; and that the Bunurong/Boon Wurrung peoples’ living culture continues to have a unique role in the life of this region. 

http://www.australia.gov.au/
http://www.cfa.vic.gov.au/

