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EMERGENCY MANAGEMENT POLICY (CRITICAL INCIDENT)

QUALITY AREA 2: CHILDREN’S HEALTH & SAFETY
Link to National Quality Standard 2.2

Element 2.2.1     2.2.2     2.2.3

QUALITY AREA 7: LEADERSHIP & SERVICE MANAGEMENT
Link to National Quality Standard 7.1

Element 7.1.2
Statutory Legislation & Considerations
· The NSW Work Health and Safety Act 2011 and the NSW Work Health and Safety Regulation 2011
· Children (Education and Care Services National Law Application) Act 2010
· Education and Care Services National Regulations 2018
INTRODUCTION

Children must be supported to feel secure and safe in the education and care environment so that they can safely explore and learn about their world. In order to protect children from harm and any hazard likely to cause injury, the education and care service must manage risks and implement procedures to maintain a safe environment for children, educators and families.

AIM:  This policy will provide a framework for: 
· The development of specific emergency management procedures, practices and guidelines, including the identification of hazards in the centre and surrounding area 
· Increasing awareness and implementation of emergency action plans.
· Manilla Preschool is committed to providing a safe environment for all children, staff and persons participating in the program and to ensuring that an appropriate response is provided, which meets the needs of the children, their families and other users of the services during and following emergency incidents
· We are committed to providing effective procedures to manage emergency incidents at the centre 

BACKGROUND: 

There are several emergency situations that may occur at any time, including: 

• Structural damage 

• Chemical hazards 

• Bomb threats 

• Missing child 

• Intruders (animal or human) 

• Toxic leak 

• Loss of water, electricity or gas 

• Fire and/or bushfire 

• The involvement of firearms or other weapons 

• Hostage/siege 

• Natural disasters, such as floods, severe winds, thunderstorm or earthquake 

• Transport accident; for example, on excursion or outside the centre 

• Hazardous substances incidents 

• Medical emergency (refer to Incident and medical emergency management policy).
· Telephone threats

Centres can use the above list to assist in developing risk management strategies and corresponding procedures and practices that will assist centres to administer first aid, evacuate the centre or remain in the service until further notice. 
· It is vital that pre-emergency procedures are developed and that strategies for dealing with emergency situations are planned ahead of time to ensure the safety of all involved. 

GUIDELINES: 

The management is responsible for: 
• Preparing a risk assessment to identify building safety features, risks, hazards and near misses by: 

o Observation and consultation 

o Regular inspections of the premises 

o Reviewing documentation of accidents and potential accidents 

• Developing, in collaboration with staff, appropriate procedures to be followed in the event of an emergency 

• Ensuring emergency procedures are prominently displayed and practised at least once per term 

• Ensuring all infrastructure and equipment are regularly checked for condition and maintenance, including emergency exit lighting 

• Ensuring the location of first-aid kits, fire extinguishers and other emergency equipment are clearly signposted 

• Ensuring all emergency equipment is maintained on a regular basis in accordance with those requirements specified by regulations, such as the Australian Standards Building Code; for example, fire extinguishers, smoke detectors 

• Providing a fully equipped portable first-aid kit  

• Ensuring all staff are aware of where the fire extinguishers and fire blankets are, lock down procedures, evacuation procedures, including evacuation routes and safe places, occupational health and safety and first aid 

• Ensuring staff are provided with necessary information and training to deal with different emergency situations 

•Ensuring there are procedures to debrief staff following drills or emergency incidents

•  Notifying appropriate authorities by phone within twenty-four hours of a notifiable incident and following that up with written notification as soon as practicable  

• Ensuring the safety of the centre during severe weather and total fire bans by conducting a thorough inspection of the centre to find out all the potential sources of hazards the centre could be exposed to and taking action to mitigate any risks identified 

• Identifying external and internal threats to the workplace 

• Delegating a staff member to be responsible for specific actions in the event of an emergency 

• Ensuring that all children, staff, parent/guardians, students, volunteers and visitors understand the requirements of this policy and the role and authority of the delegated person, including the implications of non-compliance with that person’s directions—for example, if a person does not comply, that person is accountable for their own actions and the centre is no longer responsible for anything that may happen as a result of their own decision 

• Ensuring new staff, students and volunteers have an understanding of centre policy and procedures in relation to emergency management in their induction procedure 

• Ensuring procedures are in place to identify which staff are in attendance at any one time, such as a sign-in book. This can then be used to ensure that all staff are accounted for in the event of an emergency. 

The staff are responsible for: 
• Ensuring the safety of the children in their care and protecting children from hazards 
· Keeping up to date with W.H & S Policies

• Attending training, following consultation with the management, ie first aid,  

• Providing awareness and support to children before, during and after emergencies
Providing input into the development of procedures to be followed in the event of an emergency situation, and contributing to the review of the procedures following an emergency incident 

• Implementing the procedures and responsibilities in this policy and the service’s emergency management plan 

• Providing a role model to others by following the direction of the authorised person  

• Ensuring that the emergency evacuation procedure is displayed in prominent positions and that all visitors, parents, volunteers, contract staff and relief staff are briefed and aware of the emergency procedures 

• Ensuring the sign-in book is completed as per the requirements of the centre’s Arrival’s and Departure Policy 

• Practising emergency evacuation procedures with the children once a term, recording the dates of practices and response times, and providing feedback to the management regarding effectiveness of drills and any modifications required
• Informing the management and reporting notifiable incidents to DECS
• Recording incidents in the centre’s incident book 

• Reviewing emergency manuals and procedures 

• Ensuring that all children, staff and volunteers are accounted for in the event of an evacuation 

• Documenting any issues that arise during drills
• Testing alarms and communication systems regularly. 

The parents/guardians are responsible for: 
• Being familiar with the centre’s emergency procedures 

• Ensuring children are signed in as per the requirements of the centre’s Arrival’s and Departure Policy 
• Supporting children’s awareness and education in emergency situations 

• Following the directions of staff during an emergency, incident or drill. 

SOURCES:

• Guide to the National Quality Standard (3) ACECQA (2011)

• Guide to the Education and Care Services National Law and the Education and Care Services National Regulations 2011

• WorkCover NSW - www.workcover.nsw.gov.au

• St John DRABCD Action Plan

• St John Ambulance (NSW) - www.stjohnnsw.com.au

• Ambulance Service of NSW -www.ambulance.nsw.gov.au

• NSW Fire and Rescue - www.nswfb.nsw.gov.au

• Health and Safety in Children’s Centres: Model Policies and Practices (2nd ed.)

www.community.nsw.gov.au/docswr/_assets/main/documents/childcare_model_policies.pdf
EVALUATION

Educators act in a professional and sensitive manner when identifying risks. They respond quickly and effectively to minimise or remove risks to promote a safe environment free from harm and respond appropriately when incidents or emergencies occur.
ALSO REFER TO: 

· Emergency Management Plan

· Emergency Risk Assessment

· Procedure for dealing with telephone or bomb threats

· Disaster & Evacuation Policy

· Disposal of needles & condoms
· Shutdown
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