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E3 
EMERGENCY & EVACUATION POLICY 

 

WHY? 
Thrive Group Tasmania recognises that prevention and efficiency and effective management of 
emergencies is fundamental to children’s health and safety and that of staff/ Educators, in early 
childhood educational care settings.   
 
Thrive has clear, concise and well-practiced procedures and plans which will support 
staff/Educators in responding logically, confidently and appropriately in a ‘real life’ emergency – 
thus reducing the risk of personal injury and/or property damage. 

 

WHO? 
This policy applies to families, staff and Educators enrolled with or working in the following Thrive 
Children’s Services:  
 Early Learning Services 
 Outside School Hours Care Services 
 Family Day Care Services  

 

WHAT? 
 
Emergency  
 
An emergency is a situation or event which is sudden and unexpected; poses an imminent or 
severe risk to children, staff/Educators and any other adults on the care premises; or requires 
immediate action to prevent injury or harm to individuals or the care environment. 
 
Types of Emergencies 
 
There are different types of emergencies which may arise at any of Thrive Children’s Services: 
 Emergencies requiring staff/Educators and children to stay inside i.e. lockdown; severe 

storm; bushfire; external explosion or disturbance; smoke or fumes released from 
neighbouring properties’ threatening intruders on property; people and animals 

 Emergencies requiring first aid/medical treatment of all of services health control i.e. injuries, 
allergic reactions and health conditions or emergencies or disease outbreaks 

 Emergencies occurring offsite during an excursion or drop-off situation e.g. missing child, 
vehicle accident or breakdown. 

 
Variables 
 
The likelihood of these emergencies arising is low, however, if one was to occur, the level of 
impact will vary between services and may be dependent on factors such as: 
 The service location 
 Age and design of the building or home 
 Number of children attending the service with additional health needs 
 Frequency of off-site outings 
 The time of the year. 
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Emergency Plans 
 
It is critical that each service develops an Emergency Plan which addresses: 
 
 What are the different types of emergencies that may arise in the service? 
 What is the likelihood of the emergencies occurring and the possible consequences/impact? 
 What can Thrive do to prevent these emergencies occurring? 
 What can Thrive  do to prepare for the possibility of such emergencies? 
 What actions can thrive take if these emergencies occur? 
 What is Thrive going to do after the emergency? 
The risk assessment needs to be documented and forms the basis of the Emergency Plan. 

 

HOW? 
Please refer to the Emergency & Evacuation Procedures (following this Policy). 

 

WHEN?   
Centre staff and Family Day Care Educators are to develop an Emergency Risk Management Plan 
as a matter of priority which identifies: potential emergency risks in their individual service; the level 
of risk and prevention; and the appropriate response strategies. 
 
Services are to have written evacuation instructions and floor plans displayed near each exit of the 
premises at all times during the services operating hours. 
 
Evacuation drills and lock down drills are to be practiced at least every two months and rehearsals 
recorded on the Evacuation Drill Record.  This should then be sent to the relevant Person with 
Management and Control. 
 
New staff, Family Day Care Assistants or Relief Educators, volunteers and students will be 
informed of emergency procedures as part of their induction to the service. 
 
In the event of a ‘real life’ emergency, services are to follow the written procedures relevant to the 
event/incident. 
 
Details of any ‘real life’ emergency are to be documented on an Incident, Injury, Trauma and 
Illness Record and then forwarded to the relevant Thrive Person with Management and Control 
within twenty-four hours of the emergency occurring. 
 
The Thrive Person with Management and Control will notify the Regulatory Authority of any serious 
incident/event within twenty-four hours of the incident happening. 

  

Thrive will provide families, staff and Educators with a copy of this policy to ensure they are aware 
of their responsibilities and obligations. 
 
Thrive retains the sole discretion to reasonably vary, terminate or replace this policy from time to 
time.  Thrive will consult before any amendments are made and will notify and train those that the 
amendments apply to. 

 

All persons covered under the paragraph ‘Who’ who breach this policy may be subject to the 
appropriate disciplinary action in accordance with the Disciplinary Policy and Procedure or removal 
from the workplace or termination of services (workers, other than employees and other persons in 
the workplace).   
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EMERGENCY & EVACUATION PROCEDURE 
 

HOW? 
 
1. Identifying the Possible Emergencies which may affect the Service 
 
 In the immediate environment (indoors and outdoors) i.e. possibility of injury; damage or 

major interruption to the service from fire, flooding, gas leak, chemical spill or loss of 
essential service.  

 In the neighbourhood, e.g. water (rivers, dams or the beach) chemicals, fumes or an 
explosion from a nearby industrial site; proximity to major roads and traffic volume; or 
surrounding vegetation.  

 Those associated with climatic condition i.e. is the service in a bushfire or flood prone area? 
Is your area subject to storms or weather extremes?  

 Those of a health or medical nature e.g. are there children attending the service who have 
chronic medical conditions such as anaphylaxis; asthma or diabetes? Have there been any 
disease outbreaks in the local area? Could these transfer to this service?  

 Those associated with transporting children, for example – are the children taken offsite? 
This may result in a vehicle or bus accident and/or a vehicle breakdown. 

 Excursion venues - is there water, animals, open areas and/or crowds? 
 Personal safety and that of the children i.e. violent or aggressive adults. 
 
2. Rating the Risks Associated with each Potential Emergency 
 
Using a risk matrix (sample included at Appendix A), establish a rating for each potential 
emergency that has been identified.  Then cross reference the likelihood with a consequence, 
using one of the following ratings – low, moderate, high or extreme. 
 
For example, a service which cares for a child with anaphylaxis, may determine on the likelihood 
scale, that it would be possible for an emergency to arise in this situation and it could be major.  
Accordingly, this would be given a rating of ‘high’. 
 
3. Preventing Emergencies from Occurring 
 
Consider key measures that are in place, or that will be introduced, to avoid emergencies arising: 
 Systems for regular reporting of faulty equipment (Centre Based Services) 
 Keeping a maintenance register (Centre Based Services) 
 Having clear procedures for safe storage and use of chemicals 
 Having children’s risk minimisation and communication plans readily available, be familiar 

with their content and ensure they have been implemented 
 Applying infection/hygiene control measures 
 Having clear end of day procedures that are adhered to 
 Understanding risk assessments for all types of excursions 
 Maintaining your vehicle in good working order 
 Daily hazard ID checks 
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4. Preparing for Emergencies 
 
Set up an Emergency Services Directory which is a list of emergency services and contact 
numbers, including utility providers.  See example at Appendix B, which may be adapted by the 
service to suit the particular situation.  The register is to be displayed and readily accessible near 
the telephone.  NCN also recommends these contacts are saved in the Educator’s mobile phone. 
All equipment must be readily accessible, in good working order, checked/tested regularly and 
capable of being activated/used by staff/Educators. 
 
Centre Based Services should also have clearly defined roles and responsibilities.  For instance, 
who will manage an emergency in their service?  The responsibilities of that person and how 
he/she will be identified, as well as responsibilities of other staff.  Everybody should know and 
understand the role they will play in providing an efficient and effective response in the event of an 
emergency. 
 
Ensure all children are familiar with emergency evacuation and lockdown procedures. 
 
Staff/Educators must maintain current qualifications in First Aid, Emergency Asthma management 
and Anaphylaxis management.  Experience in emergency response management, risk assessment 
and fire safety is also advantageous for services staff and Educators. 
 
5. Specific Procedures should be identified for each type of Possible Emergency: 
 
Evacuation 
 Prepare written evacuation procedures (see Appendix C for a sample), which is a list of the 

steps to evacuate the premises safely and promptly.  These must be displayed near each 
exit of the service 

 Have a floor plan which displays all exits, the evacuation route, designated assembly point 
and the location of fire protection equipment (i.e. fire blankets or extinguisher).  The floor plan 
is to be displayed beside the evacuation procedure at each exit of the service.  See sample 
template at Appendix D. 

 
Conduct Evacuation Drills 
 Practice evacuation procedures with children at least every two months 
 Undertake rehearsals at different times of the day and week to accommodate different 

groups and routines. 
 
Document Evacuation Rehearsals 
 Record evacuation rehearsals on the Evacuation Drill Record (see Appendix E).  This is a 

record of the time taken to evacuate, date and time of day the drill was conducted, how it 
was conducted, any issues and improvements identified.  

 
Lockdown 
The staff member/Educator should have a written lockdown procedure which includes instructions 
for securing children’s and your own safety, securing the premises and contacting emergency 
services for instructions and assistance.  See example in Appendix F. 
 
In addition, there should be a floor plan which shows the exits per room, the designated safe place 
and the location of equipment such as first aid and where the phone can be found.   This plan is to 
be stored with the Evacuation Procedures.  See example in Appendix G. 
 
 
Conduct Lockdown Drills 
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Evacuation procedures should be practiced with the children at least every couple of months and 
these should be undertaken at different times of the day and week to accommodate different 
groups of children and different routines.   
 
Document Lockdown Rehearsals 
Record lockdown rehearsals on the Lockdown Drill Record (see Appendix E).  This is a record of 
the time taken for lockdown, the date and time of the day, the drill was conducted, how it was 
conducted and any issues or improvements identified.  It is an evaluation of the procedure. 
 
First Aid/Medical Treatment, Injuries, Health Conditions or Disease Outbreaks 
Staff/Educators need to have procedures for responding to injuries – administering first aid and 
seeking emergency medical treatment.  See the Administration of First Aid Policy and Incident, 
Injury, Trauma and Illness Policy. 
 
Have knowledge of children with specific health conditions and written action plans for dealing with 
medical emergencies.  See Dealing with Medical Conditions Policy. 
 
Have procedures for managing a disease outbreak in your service.  See Dealing with Infectious 
Diseases Policy and the Exclusion Policy. 
 
Excursions 
All services must undertake a risk assessment for all excursions, including evacuation and 
lockdown procedures.  It is important to consider potential emergencies such as a missing child or 
vehicle accident.  See Exclusion Policy, Missing Child Policy and Transport Policy. 
 
6. Responding in an Emergency 
Implement the relevant action plans/procedures, check for safety, stay calm and help those in 
immediate danger. 
 
7. After an Emergency, the following needs to be Considered and Actioned Appropriately: 
 
Documentation 
Details of any emergency, including the circumstances surrounding the incident and action taken, 
and are to be recorded on the Incident, Injury, Trauma and Illness Record. 
 
Records are to be forwarded to the relevant Thrive Person with Management and Control within 
twenty-four hours of the emergency happening.  The Thrive Person with Management and Control 
will notify the Regulatory Authority – State Education and Care Unit, of all serious incidents within 
twenty-four hours for all incident and emergencies. 
 
Supporting Children 
Provide opportunities for the children to express their thoughts and feelings after they have 
witnessed an emergency.  This will promote a sense of security and safety.  It may also be 
beneficial to seek advice and support from counselling services. 
 
Self-Care 
Support will be provided by Thrive to work through issues associated with traumatic 
incidents/emergencies, including access to counselling services, where deemed necessary. 
 
Review 
Emergency incidents in any Thrive service will give rise to a review of the services plans and 
procedures. 
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BREACH OF THE PROCEDURE 
Any breach of this procedure may result in disciplinary action including, but not limited to, 
termination of employment. 

 

Thrive retains the sole discretion to reasonably vary, terminate or replace this procedure from time 
to time.  Thrive will consult before any amendments are made and will notify and train those to 
whom the amendments apply. 

 


