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COLLEGE COMMUNITY CHILD CARE CENTRE 

 
Emergency and Evacuation Policy 

 
 
POLICY STATEMENT:  
Colege Community Child Care Centre has a duty of care to respond effectively to accidents and emergencies 
that occur at the service. Emergency and evacuation procedures will be rehearsed by implementing emergency 
drills following regulations which will assist Educators and staff to handle emergencies calmly and effectively, 
reducing the risk of harm or injury. The Education and Care Services National Law (WA) Act 2012 requires that 
approved provider/nominated supervisor take reasonable care to protect children from foreseeable risk of harm 
to all personas at the service. 
 
RATIONALE & POLICY CONSIDERATIONS:  
College Community Child Care Centre aims to provide a safe environment in which children may play in and 
explore their world free from harm.College Community child care centre is committed to ensuring the safety, 
health and wellbeing of children attending our education and care service by identifying risks and hazards of 
emergency and evacuation situations. If an emergency or natural disaster occurs at the service the children and 
educators/staff will be well practised in the required procedures to ensure as far as possible the safety and 
wellbeing of each person present.  
 
Philosophy  
Our Educators promote a strong sense of wellbeing for our children by providing a safe and healthy environment 
where they are supported and nurtured through warm, trusting relationships. 

Legislation and Government Requirements  
Western Australian Occupational Safety and Health Act 1984 
Western Australian Occupational Safety and Health Regulations 1996 
Education and Care Services National Law (WA) Act 2012 – 167 
Education and Care Services National (WA) Regulations 2012 – 97; 98; 168; 170; 171; 172 
Staying Healthy in Child Care – 6th Edition 2024 
Early Years Learning Framework for Australia  
National Quality Standard for Early Childhood Education and Care- QA2; QA3; 3.2.1; QA4; 4.1; QA5; QA6; 
QA7; 7.1.2 
Natiional Principles for Child Safe Organisations – 1; 2; 3; 4; 5; 6; 7; 8; 9; 10 
 
Children's needs  
Safe environment in which to play and learn. Appropriate care and protection in the event of an emergency. 
 
Families’ needs  
To feel confident that their child's safety is being assured, and that the service is a safe place.  
 
Educator needs  
A safe workplace; appropriate training in first aid, well planned and practised emergency/evacuation procedures 
and to react confidently in an emergency situation. Appropriate allocation of resources to maintain a safe 
environment. Access to policies and procedures that are sufficiently detailed to be well understood.  
 
Management needs  
To minimise legal liability of the service and ensure that policy and procedures are well understood so that staff 
can react confidently and undertake their designated role in an emergency situation and ensure safety issues 
and required training are brought to their attention. 
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PRINCIPLES TO INFORM POLICY 

• The safety, health and wellbeing of children is a paramount consideration for our service. Therefore, 
drills and review of emergency and evacuation procedures are conducted. 

• The educational program promotes opportunities for children to learn and develop in all aspects of the 
program. Key skills such as gross motor, coordination, language and cognitive skills can be practiced 
during emergency drills. 

• The service is committed tor regular communication with families about all aspects of the educational 
program, their child’s development , and the service. This includes information about emergency and 
evacuation procedures. 

• Educators are key to the services effective operation. Part of the training and development they receive 
forcuses on emergency and evacuation policy and procedures. This includes conducting and 
documenting emergency drills in accordance with regulatory requirements. 

 
STRATEGIES FOR POLICY IMPLEMENTATION:  
• The emergency evacuation floor plan and instructions will be clearly displayed near the main entrance and 

exit in each room, to be followed by the nominated supervisor or educator in the event of fire, natural disaster 
or other emergency.  

• A risk assessment to identify potential emergencies that are relevant to the service will be conducted by the 
nominated supervisor/coordinator.  

• Families will be provided with a copy of the emergency evacuation procedures on request.  
• Each educator member will be provided with a copy of the emergency procedures.  
 
Emergency Drills  
• Safety drills involving educators/staff and children will be regularly practised randomly without warning and 

at different times of the day.  
• Emergency drills for each evacuation plan (into the centre/out of the centre) will be practiced at least every 

3 months. These will be incorporated into the curriculum planning by the room leaders. 
• A record of each drill of emergency procedures will be made on an Emergency Drill Reporting Form, and 

retained for a period of 3 years from the day on which the record was made.  
 
Emergency Procedures  
• The service will develop procedures for the nominated supervisor/educators to follow to plan for an 

emergency situation that has been identified through the risk assessment process.  
• The service will seek recommended practices from recognised authorities, such as:  

o fire department  
o police station  
o St. John Ambulance  
o local hospital or health related specialists (paramedics, doctors, nurses)  
o State Emergency Service (SES).  

• SR Tafe will have emergency procedures in place that are accessible in all rooms of the service 
• Emergency procedures of all risks identifies are combined into two different evacuation procedures, one 

evacuation out of the centre and one evacuation into the centre 
 
Evacuation out of the Centre 
Evacuation out of the service may be for any scenario including but not limited to fires, structural damage, gas 
leak, SR Tafe initiated. 
The service’s evacuation risk assessment plan will include:  

o The determination of a safe assembly area, away from the building and access areas for emergency 
services, with its own escape route.  

o A second stage assembly area will be identified in the event that the first assembly area becomes 
unsafe.  

o Unobstructed routes for leaving the building which are suitable to the ages and abilities of the 
children. (Special consideration must be given to the evacuation of children with disabilities.)  

o The setting up of an emergency pack which is stored in an easily accessible place and includes 
items such as emergency contacts, first aid kit etc.  

o Who will collect the attendance roll, parents/guardians emergency contact numbers and educator/ 
staff roster and once at the assembly area check the roll and roster to ensure that all children and 
educators/staff are present.  

o Maintaining a current list of emergency services contact numbers and nominating who will be 
responsible for phoning the relevant service.  
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o Determining who will check the building is empty and close all doors and windows to contain the 
spread of fire.  

o How the children will be supervised at the assembly area.  
 

Evacuation into the Centre  
Evacuation into the service may be for a variety of reasons including but not limited to bee swarm, rioting, snake, 
intruder, Natural Disaster, Bush fire smoke, bio-hazard, medical emergency, animal, firearm, bomb threat, 
weapon and missing child.  
• Where a situation arises which requires the bringing of the children into the service in order to secure their 

safety, the nominated supervisor/educators members will:  
o alert all other educators/staff members of the need to bring children into the service, using an agreed 

signal i.e. whistle;  
o gather children together into the building, in a safe and non-hurried manner and collect attendance 

list (Educators, volunteers and children), and parent’s emergency contact phone numbers. Once 
everyone is together, the nominated supervisor or an educator member will check the list and to 
ensure that all educators and children are present;  

o educators/staff will quietly and quickly walk around and lock doors and windows to secure the 
building;  

o the nominated supervisor/responsible person will contact the police where deemed necessary to 
advise them of the situation, including information about any missing children.  

 
Lunch period Evacuations 
During lunch times the service will ensure that any additional educators that are on the premises assist with the 
evacuation of children.  
• On hearing the alarm, any educator not directly caring for children at the time of the emergency, which could 

include the nominated supervisor, administration assistant, or educators on their lunch break but still on the 
premises, will check each room to see who requires assistance to evacuate children safely from the 
premises.  

• Educators will check those rooms closest to the potential threat and where children or babies are known to 
be resting first.  

• Other adults on the premises at the time of the emergency, such as a parent or trades person, may be 
asked to assist in the evacuation if required.  
 

Emergency Equipment 
• The service will comply with any relevant fire safety requirements of the appropriate Fire and Emergency 

Services Authority.  
• Fire extinguishers will be installed and maintained in accordance with Australian Standard 2444. Educators 

will only attempt to extinguish fires when all of the following is assured:  
o the children have been evacuated from the room.  
o the fire is very small.  
o there is no danger to the person who will operate the extinguisher.  
o the operator is well trained and confident in the use of the extinguisher.  

• Smoke detectors will be fitted in accordance with the manufacturer’s instructions and will be placed to 
provide adequate warning of smoke and so that educators/staff will hear the alarm from anywhere within 
the education and care premises. SR Tafe will ensure that these devices are maintained in working order 
and the Centre Director will note this in the centre diary to confirm regular checks occur.  

• When the emergency services arrive the nominated supervisor or educator/staff member will inform the 
officer in charge, of the nature and location of the emergency and of any missing children.  

• No-one will re-enter the building until advised it is safe to do so by the officer in charge.  
 
Critical Incident management 
Any unwelcome, violent or abusive visitor or intruder (including anyone adversely affected by alcohol or drugs) 
will be calmly asked to leave the service. Refusal to leave will necessitate the nominated supervisor or educator 
calling the local police for the removal of the unwelcome visitor. Educators will not at any time try to physically 
remove an unwelcome visitor. Educators will follow the steps outlined in the centres Procedure for  Evacuation 
(into/out of) the Service Plan to isolate children and educators from a violent or abusive visitor or intruder, 
until such a time as the police arrive to take control of the situation.  
 
Induction and ongoing training 
All staff will receive an induction upon starting their position at the service, ongoing training will be offered with 
every emergency drill. Training staff on the use of emergency equipment, first aid/asthma/anaphylaxis will be 
conducted. 
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Educational Program 
Our educational program encourages children’s identity, promotes social interactions, supports children’s 
access, inclusion and participation in the program and recognises their culture, values, and abilities. We add 
valued learning to the curriculum to aid children’s health and safety and recognise protective behaviours. We 
regularly reflect on and refine the program to build relationships and engagement in the community. We value 
the important role our Educators play in children’s education and care. 
 
The Emergency and Evacuation Policy is available in the foyer and office and on request digitally and will be 
reviewed every 2 years. 
  
LINKS TO OTHER POLICIES 
The following policies may be linked to this policy:  

• Delivery and Collection of Children 
• Enrolment and Orientation 
• Maintenance of a safe environment  
• Medications and medical conditions  
• Occupational Safety and Health  
• Incident, injury, trauma and illness 
• Supervision  
• The administration of first aid 

 
 
FURTHER SOURCES:  
National Health and Medical Research Council – Staying Healthy in Child Care – 6th Edition 2024 – 
Retrieved 1-10-2024, from  
ch55-staying-healthy.pdf (nhmrc.gov.au) 
Fire Protection Association Australia (FPAA) website – Reviewed 01-10-2024, from  
www.fpaa.com.au/    
St John Ambulance – First Aid Fact Sheets – Reviewed 01-10-2024 from  
www.stjohn.org.au/first-aid-facts  
St John Ambulance – First Aid Kits – Reviewed 01-10-2024, from  
https://shop.stjohn.org.au  
WorkSafe WA Reviewed 01.10-2024, from  
http://www.commerce.wa.gov.au/worksafe/    
City of Bunbury- Bushfire and Emergency Management website. Reviewed 01-10-2024, from 
http://www.bunbury.wa.gov.au/Pages/Emergency-Management.aspx  
ACE Fire Bunbury Facebook page. Reviewed 01.06.2022, from  
https://www.facebook.com/acefirebunbury/about/ 
City of Bunbury – Building and Planning – Building Services. Reviewed 01-10-2024, from 
http://www.bunbury.wa.gov.au/Pages/Building-Services.aspx  
    
POLICY CREATED DATE:   SEPT   2012            POLICY REVIEWED DATE:   OCT 2024          TO BE REVIEWED  OCT 2026 (OR AS 
NEEDED)    
 
Sourced:   PSC National Alliance 

PROCEDURES 
The following procedures may be linked to this policy:  

 
• Emergency Drill Reporting Form 
• Emergency Evacuation into and out of the service 
• Emergency Response (SR Tafe) 
• Educator/Staff Code of Ethics 
• Room emergency practice form 
 

 

https://www.nhmrc.gov.au/sites/default/files/documents/reports/clinical%20guidelines/ch55-staying-healthy.pdf
http://www.fpaa.com.au/
http://www.stjohn.org.au/first-aid-facts
https://shop.stjohn.org.au/
http://www.commerce.wa.gov.au/worksafe/
http://www.bunbury.wa.gov.au/Pages/Emergency-Management.aspx
https://www.facebook.com/acefirebunbury/about/
http://www.bunbury.wa.gov.au/Pages/Building-Services.aspx

