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CONTENTS

1. Emergency Procedures (Including Fire Safety)

2. Lockdown Procedure

3. Footwear

4. Storage of chemicals

5. Parking

6. Water safety

7. Legislation and Considerations

8. Sources and Related Policies
1. EMERGENCY PROCEDURES (INCLUDING FIRE SAFETY)

(a) Introduction

An emergency or critical incident is an abnormal or dangerous situation that occurs infrequently, requires immediate attention, and may be unpredictable in terms of the timing, nature and the extent of the situation. Examples of situations that may lead to an emergency situation and therefore require a calm, prepared, effective response, include (but are not limited to):

· Fire;
· A severe storm or flood (where the building’s structure is at risk);
· Where the children, educators and staff are at risk from an inside attack, i.e., a non-custodial parent wishing to harm others;
· Where the children, educators and staff are at risk from outside attack, i.e., a stranger not known to the Centre wishing to pose a potential threat.;
· A hazardous spill/gas leak;
· A bomb threat;
· A hold up;
· An earthquake;
· A terrorist attack;
· A serious vehicle accident at the front of the Centre.

Fire safety is a regular part of the curriculum for the children and the emphasis is on safety procedures.

· Evacuation routes and actual educator responsibilities during evacuation are posted in each room;

· All emergency telephone numbers are posted by the telephone in the office and in each room where a telephone is located;

· Each educator and staff member should have the opportunity to practice using the fire extinguisher.

(b) Procedures

Emergency evacuation

In the event of a fire, emergency situation or critical incident occurring at the Centre, the first and highest priority is to ensure that all persons in, at, or near the Centre, who may be in danger, are protected; before any steps are taken to prevent the spread of the hazard, to secure any physical assets (personal or workplace), or to eliminate the hazard.

The second priority is to, wherever practicable; control the extent of the hazard.

The third and lowest priority is to eliminate the hazard.

What to do in the case of an emergency evacuation. Nominated Supervisor, educators and staff responsibilities:

· The Nominated Supervisor or a staff member will alert all staff that an evacuation is required. This will be done as calmly as possible so as not to alarm the children. This is to be done via the phone system;

· The location of the situation determines the point of evacuation for all children, educators and staff;

· Evacuation routes and actual educator responsibilities are posted in each room;

· All emergency telephone numbers are posted by the telephone in the office and in each room near a telephone;

· If the situation begins at the front entrance area, the children will be escorted by the educators to the back playground. If the situation escalates, the children will be evacuated to the grounds of St Fiacre’s Public School;

· If the situation begins at the back of the Centre, the children will be escorted by educators and evacuated via the side gates or front door to the grassed area on the corner of Styles Street and McKenzie Street;

· The delegated First Aid Person is to collect the sign/in out sheets for children and adults and help room leaders take the children to the designated area. The Nominated Supervisor or Responsible Person is to check the playrooms for any children or other educators and staff who may be in storage rooms or bathrooms. Once the whole group is in the designated area, the class roll is called by each room leader to ensure that all children are safe;

· The Nominated Supervisor is to:
· Collect mobile phone

· Ensure that the kitchen, prep room, bathrooms and staff room are empty

· Turn off the electricity at the power board (located in the prep room)

· Direct the actions of others

· Check all adults are present by calling out the names from sign-in/out sheets

· Contact emergency services as required and maintain ongoing communications 

· Oversee decision making processes and make final decisions. The Nominated Supervisor is then to inform the other staff of the progress of the situation.
· The Delegated First Aid Person is to: 

· Collect emergency back pack from foyer, if possible
· Collect sign in/out sheet for children, visitors and staff and give to room leaders and NS/RP
· Help room leaders direct children and staff to designated evacuation area
· Administer first aid as required
· The Second in Charge is to: 
· Seek direction for information/messages to be passed on to families or emergency 
contacts

· Contact families or emergency contacts with consistent message

· Maintain ongoing contact with families or emergency contacts as directed

· Room leaders or designated leaders are to: 
· Collect emergency back pack from their rooms, if possible

· Direct children and staff to designated evacuation area

· Check all children are present by calling out the role for their class

· Ensure the safety and wellbeing of children and other adults

· Provide reassurance to children and other adults

· Ensure effective supervision of children allowing others to do their roles.
· All other educators and staff are to: 
· Ensure the safety and wellbeing of children and other adults

· Provide reassurance to children and other adults

· Ensure effective supervision of children allowing others to do their roles.
Emergency drills

· Every 2 months 2 emergency drills will be held – one at the beginning of the week and one at the end of the week;
· The nominated supervisor, educators, staff, volunteers and children being educated and cared for by the service should be present;

· The drills will be surprise drills, both for the children and educators;

· Different staff members will be responsible for organising the drill every 2 months, as per the drill roster;
· All staff will follow the evacuation procedures for the drill;
· The Nominated Supervisor/Certified Supervisor will place the ‘Evacuation’ sign on the front door to let the parents/guardians know where the children have been evacuated to;

· After each drill the staff member responsible for organising it will evaluate it according to a Emergency Evaluation Form. This is kept in the office. The finished forms are filed for future reference;

· Educators are to include in their program talks/discussion with the children about fire danger and fires, firefighters and 000 in both planned and spontaneous activities/experiences;

· Fire brigade attend the centre at least annually for education and awareness;

· Fire equipment is regularly serviced each quarter.
Fire safety

· Switch off all electrical appliances;
· Always switch off power point before removing the cord;
· No smoking;
· All staff are to be aware of the location of the power board;
· String displays across the room create a major fire risk. Keep these to a minimum;
· Be aware of all people entering and leaving the building. Are they known/unknown?;
· Craft materials should be stored away in cupboards;
· Be aware of location of fire extinguishers. Be aware of each type and how to use each one correctly.
2. LOCKDOWN PROCEDURE

(a) Policy Statement

Some situations, such as the threat of a violent person or a police operation in the vicinity, may require the service to go into lockdown. This means that the Centre locks all doors and windows and where possible, removes children, educators and other adults from view. These situations may take time to be resolved so the location everyone is to be removed to should be the Wumbat room as there is easy access to basic kitchen facilities, bathroom and nappy changing facilities. This area allows for children to engage in small or large group experiences during the lockdown period.
(b) Lockdown Plan:

1. Whoever finds or is made aware of the emergency situation sounds the alarm and notifies the Nominated Supervisor / Responsible Person with the safe word ‘Big Bad Wolf’.
2. All educators and staff lock external doors and windows and close blinds or curtains where possible. All available adults to assist with moving younger children to the designated assembly point (Wumbat’s room).
3. If we have not been notified of emergency situation by Police, the Nominated Supervisor on the premises calls 000 or rings 112 (mobile telephone) stating name, address of service and the nearest cross street.
4. The Nominated Supervisor will collect a mobile phone.
5. First aid officer collects the emergency back pack, staff and visitor sign in sheets and children’s attendance records.

6. Check attendance rolls. If a person is missing, advise the Nominated Supervisor as soon as possible.

7. All educators and staff support and supervise children’s wellbeing until the situation is resolved.

8. First aid officer administers first aid if necessary.

9. From the assembly point, the Nominated Supervisor continues to liaise with emergency services and other relevant agencies.

10. The second in charge contacts families or emergency contacts to notify them of the emergency situation. If advised, arrange for children’s collection.

11. Remain in lockdown until advised of the all clear by emergency services.
3. FOOTWEAR

(a) Policy Statement

Thongs and Crocs are deemed dangerous for children when they are climbing, running etc. as they do not provide reasonable grip.
(b) Strategy for Implementation

· Children, educators and staff are not permitted to wear thongs while attending the Centre;

· Children, educators and staff are encouraged to wear shoes, sneakers or sandals with a back strap.
4. STORAGE OF CHEMICALS

(a) Policy Statement

 Chemicals can be hazardous for children and staff following exposure and must be stored and handled in the safest and most secure way possible.
(b) Strategies for Implementation

· All potentially dangerous chemicals/products are to be clearly labelled and stored in a locked cupboard out of reach of all children;

· The phone number for the poisons information service should be displayed near the cupboard;
· Dangerous goods labels are on all chemicals that require them;

· Store all products according to the manufacturer’s instructions;

· Seek alternative non-hazardous products where possible;

· Never store chemicals in a drink bottle or other food container;

· If a spill occurs notify the director immediately;

· Educators must have appropriate first aid training;

· Medications should be stored in a locked first aid cupboard as appropriate;

· Material Safety Data Sheets (MSDS) are kept for all chemicals located on the premises.
5. PARKING

(a) Introduction

There is very limited, sub-optimal parking at the Centre.
(b) Strategies for Implementation

· The following should be adhered to:
· Each vehicle should not occupy more than one space

· Parking should be perpendicular not parallel to the Centre
· If the car park is full, street parking is available on Coleridge Street
· Great care should be taken when reversing out of the Centre into the traffic
· Even greater care should be taken to give way to pedestrians accessing the Centre
· Road safety especially relating to car parks is discussed regularly with the children.
6. MONITORING, EVALUATION AND REVIEW
7. LEGISLATION AND CONSIDERATIONS

· Education and Care Services National Law Act 2010 (Vic)

· Education and Care Services National Regulations 2011
· National Quality Standard for Early Childhood Education and Care 2018 - QA2, 3.1, 3.1.1, 3.1.2, 7.1.2, 7.1.3 

16. SOURCES AND RELATED POLICIES

· Community Early Learning Australia) – https://www.cela.org.au 
· Children’s Services Central – www.cscentral.org.au – Managing Emergency Situations in Education and Care Services 2012
· Kids and Traffic www.kidsandtraffic.mq.edu.au
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