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Emergency and Evacuation 
Procedure 

Policy 

The Service will ensure effective procedures are in place to identify the risks and hazards of emergency 
situations and to plan for, practice and manage these incidents effectively at the Service. Children and 
employees will regularly rehearse our emergency and evacuation procedures to maximize their safety 
and well-being in the event of a real emergency or event requiring evacuation. 

  Application of Procedure 

This procedure applies to all employees, students, volunteers, children, families and others attending    
the programs and activities of the Service.  

Key Definitions: 

Emergency - An incident, situation or event where there is an imminent or severe risk to the health, 
safety or wellbeing of a person at the service. For example, a flood, fire or a situation that requires 
the service premises to enact their planned emergency response. 

Emergency drill / rehearsal - A process to rehearse anticipated emergency scenarios or events, 
designed to help clarify roles and responsibilities, provide training and verify the adequacy of the 
emergency response. 

Emergency Management Plan (EMP) - A written set of instructions to assist the approved provider, 
nominated supervisor and employees to deal with emergency incidents or situations that could pose 
a threat to life, health or property.  

Evacuation floor plan / diagram - An evacuation floor plan indicates emergency exit paths when it is 
deemed necessary to evacuate the immediate area or building to ensure the safety and wellbeing of 
children and adults.  

Evacuation route – A continuous path of travel (including exits, public corridors and the like) from 
any part of a building to a safe place. 

Risk - Exposure to the chance of injury or loss; a hazard or dangerous chance. 

Risk assessment - A systematic process of evaluating the potential risks that may be involved in a 
projected activity or event and determining suitable mitigation strategies. 
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Hawthorn Early Years is committed to: 

Ensuring emergency and evacuation procedures are reviewed and rehearsed regularly to assist 
educators, staff and children to handle emergencies calmly and effectively, reducing the risk of harm 
or injury.  

The Board of Governance will:  

Delegate operational responsibility and day-to-day management of the Service to the Nominated 
Supervisors. The Centre Director and Centre Manager will act as Nominated Supervisors for the 
Service. 

Monitor the performance of the Association, including responsibilities contained in this procedure, 
through regular reporting and by ensuring appropriate resources are available to carry out the 
organisation’s functions.  

The Nominated Supervisor/s will: 

Ensure that emergency and evacuation policy and procedures are in place and reviewed regularly. 

Attend Hawthorn Community Precinct (HCP) meetings to liaise with key council and HCP user groups 
to discuss emergency and evacuation procedures.  

Participate in six monthly HCP evacuation drills acting as the Chief Warden for the HCP (refer to the 
HCP emergency management plan).  

Take reasonable steps to ensure that educators, staff and volunteers follow the policy and procedures.  

Ensure copies of this procedure and the Services Emergency Management Plan (EMP) are readily 
accessible to all employees and volunteers, and available for inspection.  

Ensure a risk assessment has been undertaken to identify potential emergencies that are relevant to 
the Service and document these in the Services EMP. 

Ensure that the Services evacuation diagram is up-to-date and is reviewed by an external specialist at 
least very five years or as required.  

Ensure copies of the emergency and evacuation diagram and instructions are displayed in a prominent 
position near each exit that forms part of an evacuation route.  

Ensure emergency equipment is tested within the timeframes recommended by recognised 
authorities, understanding which equipment falls under the responsibility of council and which 
equipment is the responsibility of the Service.   

Provide a fully-equipped portable first aid kit that can be used for emergencies and evacuations. 
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Ensure that the emergency and evacuation procedures are rehearsed at least every three months by 
the educators, staff, volunteers, visitors and children present at the Service on the day of the rehearsal. 

Keep a documented record of each rehearsal, debrief and reflection that occurred after. 

Collaborate with educators and staff including the health and safety representative/s to develop 
procedures to manage all risks associated with emergency and evacuation situations. 

Ensure employees have ready access to an operating telephone or similar means of communication 
and that emergency telephone numbers are displayed near telephones. 

Ensure educators and staff have ready access to emergency equipment such as fire extinguishers and 
fire blankets, and that staff are adequately trained in their use. 

Ensure that all educators and staff are trained in the emergency and evacuation procedures and aware 
of their roles and responsibilities in an emergency or evacuation. These are outlined in the Service’s 
EMP. 

Notify the Department of Education and Training (DET) within 24 hours of an incident that required 
the Service to be closed, or a circumstance that posed a significant risk to the health, safety or 
wellbeing of a child attending the Service. 

All employees, students and volunteers will: 

Conduct or participate in training about emergency and evacuation policies and procedures during 
operational and classroom inductions.  

Ensure that designated emergency exits/routes are kept clear at all times to ensure that everyone can 
exit safely in the event of an evacuation.  

Take on assigned roles in an emergency practice drill or situation as outlined in the Service’s EMP. 

Supervise children in their care and provide support to children before, during and after emergencies. 

Document and provide feedback following rehearsals or emergency and evacuation incidents so that 
a review can take place. 

Communicate with families and children about emergency procedures and the importance of 
practicing these.  

Practice using emergency management communication tools (public address system and two way 
radios) to become familiar and confident with their operation and use. 
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Core Emergency Response Procedures: 

During an emergency it may be necessary to activate one or a combination of the following five core 
emergency procedures: 

1. On-site evacuation (relocation) 
2. Off-site evacuation 
3. Lockdown 
4. Lockout 
5. Shelter in place 

These procedures are outlined in detail within the Service’s Emergency Management Plan and can be 
found at the following strategic locations to ensure information is readably accessible: 

1. Staff Room (junior’s wing) 
2. Front Office 
3. Main Evacuation Bag 
4. Kitchen (senior’s wing) 

Key communication tools for use in emergencies: 

Fire alarm - For a fire, the alarm alerts all employees to the danger; it also registers at the Metropolitan 

Fire Brigade. On hearing the alarm, or on being advised to evacuate for any other reason, employees, 

parents and students, stop all activities immediately and gather children together. Educators take 

designated positions at the front and back of the group or line, and children, employees, parents and 

students evacuate via the nearest safe exit to the selected safe assembly area where a roll call is carried 

out.  

If safe to do so, the doors to the Service are closed after checking the bathrooms, staff room, kitchen 

and offices prior to leaving the building. All employees, parents and students are required to become 

familiar with these procedures and the Evacuation Diagrams that are displayed throughout the Service 

and the Area Map for emergencies and evacuation. The Evacuation Diagrams and Area Map indicate 

the available exit routes and the direction of travel to the assembly areas. 

Council contractors test the alarm system monthly and as part of this test will usually sound the fire 

alarm. Upon hearing the test alarm a practice evacuation drill will be triggered, even if the contractor 

says to ignore the test alarm. In these drill scenarios (the time of which is unknown to the Service), 

children who are sleeping/resting at the time may be excluded from participating in the drill. As per 

the Regulations an educator must remain with and be supervising these children at all times.  
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Public address system – This is located in the front office / reception area and will be used to 

communicate about specific emergency situations. The public address system can be used to 

communicate with the whole HCP or just the Service. When communicating with just the Service the 

announcement will be heard throughout the Service and faintly outside. Employees inside will need to 

make sure that those outside are made aware of the announcement.  

When using the public address system instructions will be provided by the Chief Warden or member 

of the Incident Management Team. Any announcements using this system will be done in a way that 

does not cause alarm or distress to children who will also hear the announcement. 

Duress alarm – This alarm is only used in the event of an ‘intruder’ or a person deemed unsafe entering 

the reception area. There are three duress alarm buttons, which are located in the Centre Manager 

and Director’s office, the Educational Leader’s office and at the front desk. 

When pressed, the duress alarm will trigger a blue light to flash in the classrooms and a soft alarm to 

sound outdoors. It will also de-activate the family keypad codes which allow access to the classrooms 

and hold the main reception doors open to encourage the ‘intruder’ to leave.  

On seeing / hearing the duress alarm, all employees, parents and students in direct contact with 

children, will gather the children together inside their classroom and conduct a head count. All 

classrooms will be notified when the event is over, either in person or by using the public address 

system. 

When the duress alarm is activated, any employees, parents or students not directly working with 

children must not exit from the junior or senior wing into the office and/or reception area. Any 

employees, parents or students within the office or reception areas should retreat to the safety of the 

finance office, Educational Leader’s office or Centre Manager and Director’s office where the doors 

can be locked.  

Two-way radios – The Service has a number of two-way radios so that designated wardens can 

communicate with each other. Spare back up batteries are kept with each radio and these are to be 

turned on and used in all emergency and evacuation situations (including drills). Radios are located for 

use by wardens at the following locations: 

 Front office (for use by Chief and Deputy Chief Warden) 

 Educational Leader’s office (for use by educational leaders/area wardens) 

 Waratah evacuation bag (junior’s area warden back-up) 

 Desert Rose evacuation bag (senior’s area warden back up)  
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When using the two-way radios, use short simple sentences that are clear, concise, correct and 

confident. The button on the side of the two-way radio must be held down whilst you are talking into 

it and let go to be able to hear other voices 

Below is an example of typical communications and phrases to enhance clarity. 

Goal Message Response 

1. Establish all wardens 

are in place. 

This is the chief warden - 

come in area wardens - 

over 

Juniors/seniors warden 

in place - over 

2. Communicate 

instructions relating 

to the specific 

emergency event. 

E.g. Evacuate to onsite 

evacuation point and 

await further instructions 

- over 

Copy that - over 

3. Provide relevant 

updates to 

separate groups. 

E.g. Fire brigade has 

arrived and is checking 

building - over 

Roger that – junior/senior 

wing is evacuated, roll call 

completed, all persons 

accounted for - over 

4. Communicate when 

the emergency is 

over. 

E.g. This is the Chief 

Warden – the 

emergency (drill) is over 

– it is safe to return 

inside the Service - over 

Copy that - over 

‘Repeat’ or ‘say again’ can be used to ask for a repeat of information 

Parents/Guardians will: 

Ensure they have the Service’s up-to-date contact details.  

Ensure they complete the attendance record on delivery and collection of their child. 

Provide emergency contact details on their child’s enrolment form and ensure this is kept up-to-date. 

Ensure they are aware of the Service’s emergency and evacuation policy and procedures. 

Reinforce the Service’s emergency and evacuation procedures with their child. 

If present at the Service at the time, ensure that they follow the directions of wardens and employees 
in the event of an emergency or when rehearsing emergency and evacuation procedures. 
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See also: 

1. Emergency and Evacuation Policy 

2. HEY Emergency Management Plan 

3. Hawthorn Community Precinct (HCP) Emergency Management Plan  


