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	Purpose:
	This policy is to provide a comprehensive policy, in the event of an emergency or evacuation so that all Educators can comprehensively follow in order to ensure the safety and wellbeing of children at all times.  



Policy Statement
The Centre aims to provide and maintain an environment that ensures the safety and wellbeing of (all on site ) the children at all times. Our aim is that all children and Educators will be familiar and comfortable with the emergency and evacuation procedures.

Procedures 
Emergency responses
· Emergency evacuation procedures and floor plans will be clearly displayed in a prominent position near the main entrance and exit of each room used by the Centre.
· A risk assessment will be conducted on the emergency procedures; this will be reviewed or altered after an emergency incident or drill.
· All Educators and volunteers will be informed of the procedure and their duties identified in their orientation of Wahroonga After School Care Centre.
· Educators will discuss the emergency procedure with the children and following each drill children will be reassured. Suggestions and comments will be welcomed for how the drill might be improved to provide them with a sense of control and understanding of the process. (“My Time Our Place” 4.2)
· Children and Educators will practice the emergency procedures at least once a term, in all types of care, before school, after school and vacation. 
· All emergency drills will be recorded with date, time and length of time. Additional comments, recommendations and improvements will also be included in the records.
· Families will be informed of the procedure and assembly points during enrolment and weekly emails.
· Educators and children must move directly to the nominated area during an emergency. Personal items, belongings or bags are not to be retrieved until the area has been cleared.
· The Centre will maintain fire blankets and smoke detectors and have them checked regularly as per manufacturer’s instructions.
· Fire extinguishers will be installed and maintained in accordance with Australian standards 2444. Educators will be instructed in their operation.
· Educators will only attempt to extinguish fires if the fire is small, and there is no threat to their personal safety. They will only use it if they feel confident to operate the extinguisher and all the children have been evacuated from the area.
· Educators should be aware of any unfamiliar person on the premises and find out what they want as quickly as possible and try to contain them outside the Centre.
In the event of an emergency, natural disaster or threats of violence the following procedures will be implemented.

Procedure for a fire threat
· Siren (3x3) will sound and an announcement will be made to alert Educators and children to move calmly and in an orderly manner, by the nearest safe exit then to the Partial Evacuation Point.
· If safe to do so the Educator may put out fire with an extinguisher or fire blanket. 
· The Responsible Person (Chief Warden) with the help of the closest Educators must collect parent Ipad, Educators and volunteers sign in sheets and roster, emergency back pack (back pack located behind office door) epi pens and phone to call 000.
· Kitchen Educator, if safe to do so, will close windows and doors then quickly search all rostered play areas and toilets for Educators and children, then proceed to the Partial Evacuation Point 
· Educators and children if safe to do so, assemble on the silver seat behind the infant toilets
· The Supervisor (Area Warden) will call the roll and check all children and Educators are present.
· The Responsible Person (Chief Warden) will call 000 and give details of fire location and nearest cross road.
· All Educators will calm and reassure children.
· Chief Warden will liaise with Fire officers and report, any missing children or Educators the location of the fire and other relevant information.
· The building will not be re-entered until the Fire Officers advises that it is safe to do so.
If   the Partial Evacuation Point  is unsafe due to a larger fire in the school or a surrounding bush, the Chief Warden and Area warden will direct Educators and Children to the external evacuation point Wahroonga Park via Burns and Grovenor streets 

Procedure for electrical wires,storms including extreme winds, power failure, police activity, deceased body and burst water main
· Siren will sound and an announcement will be made to alert Educators and children to move calmly and in an orderly manner, to their nearest Shelter in Place location ( Wattle,Rosella ,Hall)  
· Responsible Person will notify Educators in all programmed areas of the situation.
· Contact authorities if required.
· The Supervisors will ensure all Educators and children are accounted for.
· The Supervisors will phone floater and ask them to stay where they are.
· Educators will keep children calm and distracted, whilst monitoring for any signs of reactions to smoke, pollen and pollution if these occur first aid will be administered 






Procedure for harassment and threat of violence
If a person/s known or unknown to the Centre harasses or makes threats to children or Educators at the Centre or on an excursion, Educators will:
· Calmly and politely ask them to leave the Centre or the vicinity of the children.
· Be firm and clear and remember your primary duty is to the children in your care.
· If they refuse to leave explain that it may be necessary to call the police to remove them.
· If they still do not leave, call the police.
· If the Responsible Person  is unable to make the call another Educator should be directed to do so.
· Educators will use a code word (peanuts) that will alert the team to a threatening situation arising.
· Where possible Educators must endeavour to calmly and efficiently move the children away from the person and distract them with another activity in another area. (We are going to the hall to play group games) 
· Educators should not attempt to physically remove the unwelcome person but try to remain calm and keep the person calm and wait for the police.

Robbery, Intruders or Hostage Situation

If a person/s enters the building and acts in a threatening manner, Educators should:
· Remain calm and carefully listen to their instructions
· Do everything that they say and ask
· Give them what they want (money, equipment, phone etc)
· Examine the physical appearance of the person if possible, including (Short or tall, heavy or thin, hair colour and or clothes they are wearing)
· Follow procedure for harassment and threat

Bomb Threat

· Remain calm and carefully listen to instructions
· Educators receiving the call to immediately advise police (000)
· Notify Responsible Person immediately
·  Evacuate building as per Emergency Evacuation procedures located in each room of the Centre.
· Police will check building according to their procedures
· If a suspect object is found before Police are contacted, advise Police and evacuate the building.

REMEMBER— safety of the children is our first priority. Do not search for the suspect object yourself. Evacuation plan as per fire procedure is to be followed.


Gas Leak or Chemical Spill
· Notify Responsible Person
· Sound siren
· Follow procedure for an Evacuation or Shelter in Place, implementing appropriate First Aid OR
· Clean spill using PPE if safe to do so (can be found in the first aid or chemical cupboard)
· Inform authority of where the gas main is located (Located at the front of the school, Burns Road)

Natural or Unforeseen  Disaster - fire, flood 
· The responsible person is to be proactive and listen to alerts and follow authorities requirements  and directions early. 
· All education and persons at the Centre  are required to ensure that every reasonable precaution is taken to protect children  from harm and any hazard likely to cause injury, including responding to potential natural or unforeseen disasters.
· Commence a lock down to ensure  children and educators are  safe and sheltered. Educators may be required  to care and support the children  for an extended period due to road closures  and other unexpected circumstances where families may be unable to collect their children from the Centre.



Considerations:
	Education and Care Services National Regulations
	National Quality Standard
	Other 

	R 168(e) R 97
R98
R 168 -172

	Quality Areas 2, 3 ,7
	Centre Policies including but not limited to:
Providing a Child Safe Environment
Dealing with Medical Conditions
Incident ,injury,trauma and illness 
WHS Act and Regulations 2012
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