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EMERGENCY
MANAGEMENT POLICY

Quality Area: NQS 2 - Children’s Health and Safety Why this is

Policy Owner: Safety and Compliance WWMZ—

1.0 Introduction and Purpose

The purpose of this policy is to ensure the safety and wellbeing of children, families, team members, and visitors in the event
of an emergency. This policy establishes a consistent approach to preparing for, responding to, and recovering from
emergency situations. It provides a framework for meeting all legislative requirements and reflects best practice in
emergency management.

2.0 Who does this policy apply to:

All Team Members, Children, Students, Volunteers, Contractors and Visitors

3.0 What is our Policy:

Each centre will have the documents and equipment to ensure that they know how to respond to an emergency. This includes
an Emergency Management Plan (EMP), and Evacuation Diagrams displayed at each exit.

We ensure that centre facilities remain safe and compliant by maintaining a combination of fire safety and emergency systems.
This includes a fire panel and alarm system, smoke or thermal detectors, emergency lighting, and sprinkler systems, all of which
are regularly tested with formal reports. In addition, fire hoses, fire extinguishers, and fire blankets are tested, tagged, and
maintained to ensure they remain in good working condition.

Operationally, a working telephone and emergency telephone numbers will be available on the important phone numbers
document and displayed in each play space as well as in the administration area. And at least one team member must hold a
current, approved first aid qualification and be at the centre during operating hours. They need to be immediately available in
the event of an emergency.

3.1 Emergency Management Plan (EMP)

All centres will have an Emergency Management Plan (EMP) that meets Australian Standards. The EMP will reflect and
document specific evacuation requirements to support centres to exit the building including how to evacuate non ambulant
children and adults.

The EMP will be in place for (5) five years and a review conducted annually or sooner if information changes. The EMP will
include a documented risk assessment to identify potential emergencies particular to that centre. It may include procedures for
the following.

e natural disaster or weather event

e fire / bushfire

e bomb threat

e gas leak, chemical or hazardous leaks and spills, loss of power or water
e building invasion, intrusion or personal threat

e medical emergency

e structural instability
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3.2 Emergency Management Plan Development and Review

We classify centres based on risk, then implement a proactive approach to emergency management in response to this
classification. Centres are classified as low, high, extreme or other.

1. Low risk centres are generally single level with evacuation egress and assembly that are unobstructed and uncomplex.
High Risk Centres are those multi-storey centres above three levels, where we are evacuating babies from above a
second level and geographical locations which may experience significant weather conditions such as cyclones.

3. Extreme Risk Centres that are considered high bushfire areas on the Bushfire at Risk Register, evacuation from high rise
multi-tenanted centres with shared evacuation paths.

4. Other classification relates to those centres that have specific requirements documented on their Service Approval or in
their Development Approval that dictated or sets out emergency management drill or other requirements.

We ensure all centres have an EMP that caters for the centres individual circumstances and address the different emergency
responses that may occur. Centre may also have external training and an observed drills as part of managing the risk, this
includes internal /or training for centres in bushfire areas.

3.3 Emergency Management Plan — Review Process

EMPs will be subject to a large review every five (5) years or earlier if there is a significant change to the evacuation route or
change to the building that impacts evacuation. All centres will undertake an annual review and update sections of their EMP.
Safety will advise when their EMP is going to be reviewed.

3.4 Emergency Management Drills
3.4.1 Emergency management drills are carried out quarterly.

a. We highly recommend these to be undertaken monthly, at different days of the week, times of day and practicing
different emergency situations (documented in your EMP) so that a variety of team members and children can be
involved.

b. Itis highly recommended that a lockdown be conducted once a quarter.

3.4.2 Each emergency drill is documented on the Emergency Management Drill Report.

a. This documentation is kept for a minimum of three years and stored in the safety folder in Centre Desktop and /or the
centre safety folder.

b. All centres will be provided with the equipment required to undertake an emergency drill safely. This may include
emergency cots, prams and / or carriers or other equipment that are to be used for any children not walking during
evacuations. Evacuation cots are clearly marked to ensure that all team members know which cots should be used for
evacuation purposes.

c. Cots/equipment are checked regularly and maintained in good condition to ensure they remain in good working order.
3.5 Evacuation Diagrams

Evacuation Diagrams must meet the Australian Standard are located near each exit door. These are updated every five (5) years
or more frequently if there is a change to the premises that impacts evacuation.

3.6 Training

We ensure centre based team members are knowledgeable in relation to emergency management, understanding procedures
and site-specific requirements that have been identified in the EMP. In specific cases and where the centre is deemed high risk
or there are additional requirements outlined on the EMP the Approved Provider will engage third party experts to ensure that
training and other advice can be provided.

State-based requirements related to emergency management including fire safety are met. This may include fire wardens, first-
aid and other prescribed emergency training.
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Incident Alerts and Safety Summaries are developed in response to incidents or to address knowledge. These are accessible to
all team members to support improvements.

Emergency Drills are considered training opportunities for team members to understand effective emergency procedures where
centre specific emergencies are regularly practiced.

During the induction, new team members will have access to this policy and the Emergency Management Plan. They will also
receive an overview of evacuation routes, lock down procedures, fire equipment and their role in an emergency.

3.7 Children who are non-ambulant or not confident walkers including the use of evacuation aids

3.7.1 Additional equipment is required to support the safe evacuation of non-ambulant children (those who are not yet

confident walkers).

a.

Where evacuation routes include stairs, specific procedures for safely evacuating non-ambulant children must be
documented in the centre’s Emergency Management Plan.

Equipment to support evacuation may include purpose-designed evacuation cots, porta cots, four-seater prams, and
approved baby carriers.

Cots and emergency aides must be in good working order and will be checked as part of evacuation drills.

Where there are maintenance issues with any aide, this will be raised immediately to the Lead Educator / Centre
Manager for action. In these cases, a plan will be developed to address how you will evacuate whilst these items are
being repaired or replaced.

To support evacuation, evacuation cots must be positioned close to the sleep room door for quick access during an
emergency. No more than four non-ambulant children may be placed in an evacuation cot at one time.

Evacuation cots that are designed and labelled by the manufacturer as suitable for emergency use may also be used for
sleeping after other cots have been used.

4.0 Responsibilities

4.1 The Approved Provider will:

1
2
3.
4

Develop and provide expectations related to training and regular practices of the emergency responses

Respond to incidents in a timely and proportionate manner

Engage third party emergency management experts where required

Ensure that where a Be Safe Report is received by a centre that this is reported in the prescribed timeframes to the
appropriate reporting bodies

4.2 We recommend the Portfolio Manager:

1.

Be involved in a full off-site emergency evacuation drill annually, for each of their centres. They will support and
contribute to the completion Emergency Management Drill Report. This will provide an opportunity for suggestions,
and identify any issues for continuous improvement

4.3 The Centre Manager / Nominated Supervisor (NS) will:

1
2
3.
4
5
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Ensure that emergency drills are practiced quarterly and documented on the Emergency Management Drill Report
Ensure actual emergencies are documented on the Emergency Management Drill Report

Maintain the required equipment and resources to support emergency responses

Ensure evacuation diagrams are displayed at each emergency exit as documented on each diagram

Ensure that all team members are aware of and have access to the Emergency Management Plan and they understand
how to respond to an emergency and their role to support safe and effective responses to emergencies
Induct all team members (including casual team members), volunteers and students so they are aware of the EMP,

related procedures and understand their responsibilities during an emergency
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7. Ensure that if they identify additional emergency management risks that impacts their EMP that this is referred to our
internal safety team so that the EMP can be updated

8. Assume the role of Chief Fire Warden if the building does not already have someone assigned to this role

9. Ensure all equipment that supports emergency management is available and in good working order such as warden
caps, children’s vests, ropes and evacuation bags

10. Review the team members that are present during evacuations drills and use this information to inform upcoming drills
so that a variety of team members are present

11. Ensure that emergency services apps are downloaded on all centre iPads to support emergency management decisions

12. Seek advice from safety if any changes are recommended by Regulatory Authority that changes the centre Emergency
Management Plan or Evacuation Diagram

We recommend that the Centre Manager / Nominated Supervisor (NS):

1. Conduct an emergency drill monthly monthly and at least one of these in the quarter to be a lockdown. These
emergencies should be at different times of the day

2. Consider all emergency responses when designing or configuring spaces or making changes to the indoor or outdoor
environment

3.  Ensure that families are regularly reminded of the emergency procedures in place at the centre

4.  Ensure whistles are readily accessible (if there is no other alarm system) and all team members know how to initiate a
lockdown

5. Consider a combination of planned and unplanned evacuation drills

6. Involve team members in a debrief/discussion after each drill to identify areas that need improvement or changes that
might be necessary

7. Conduct a monthly audit of emergency bags are for out of date/ used items checked which then are replaced.
Emergency contact lists must be reprinted every 3 months or when a new child commences
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4.4 Team Members will:

1. Ensure they understand their centre or support office Emergency Management Plan, procedure/s and site-specific
information

2. Ensure each child is signed in or out correctly, and rectify this record

Sign themselves in/out on the Team members attendance record and on Time Target

Familiarise themselves with the emergency procedures in each area of the centre where they work directly with

children

Assist the Nominated Supervisor in identifying risks and potential emergency situations

Participate in drills as outlined in the centre EMP

Be aware of the placement of, and know how to operate communications and emergency equipment

Ensure evacuation paths, exit doors, emergency equipment is always clear and unobstructed

W
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We recommend that Team Members:

1. Ensure all items in emergency bags are present and always stocked
2. Bealert and respond to the immediate needs of all children throughout any drills
3. Provide children with learning opportunities about emergency situations and procedures

4.5 Families will:

Be aware and follow any direction given to them during an emergency

Ensure they sign their child in/out correctly

Give permission on the enrolment form for child/ren to be involved in emergency drills

Provide emergency contact details on child’s enrolment form and ensure that these are kept up to date

Rl S o

5.0 Definitions

Emergency Management Plan (EMP) is a written set of instructions that outlines what workers and others at the workplace
should do in an emergency. It may also include a copy of all the buildings evacuation diagrams.

Evacuation Diagrams provide building occupants and visitors with information regarding how to evacuate the facility and
where the relevant emergency equipment is located throughout. Building occupants and visitors will have access to
these diagrams to predetermine the safest options available to them should an emergency occur at that facility.

Multi-Level centre
Guardian Childcare & Education defines a multi-level centre as any building that includes more than two floors;
whether split level/mezzanine or multi levels that is licenced and non-licenced space and accessible but not limited to
children, families, team members, third parties including volunteers and visitors.

6.0 Tools and Resources

The most important documents | need are: Other supporting documents will include:
Emergency Management Plan Template Emergency Management Guardian Way page
Personal Emergency Evacuation Plan (PEEP) Sample Scenarios to Support Drills

EMP Annual Update First Aid Policy

Monthly Emergency Management Drill Report
Emergency Evacuation Bag Checklist
Incident Process Poster

7.0 Additional Information
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https://guardianchildcare.sharepoint.com/:w:/s/Knowledge-Hub/Ec_xsDkhmYpGkcLH-mnr328BJyZSj6f5F_QvfRn2KE3hsg?e=5ebvRh
https://guardianchildcare.sharepoint.com/:w:/s/Knowledge-Hub/EXx_JoTemuZAi4lPPchJLxMBJfC2KvS-ThqDNXVZG3DpFg?e=6YbbJs
https://guardianchildcare.sharepoint.com/:w:/s/Knowledge-Hub/Ec48tWutSCJKr0VC9t1QaAoBn751Tbu8Zg-sRGS4RY9tRA?e=rkuext
https://guardianchildcare.sharepoint.com/:w:/s/Knowledge-Hub/EQFpsWv1OihDsVGuhHPdbK4BQ9gn1B-_ZdouWH-_FtPWcA?e=UI6S9t
https://guardianchildcare.sharepoint.com/:w:/s/Knowledge-Hub/EYdmsSKtfzBAsjcTe0MUdWgB0X4e6RcvqPlqdQI2x76Wdg?e=Lw95Tm
https://guardianchildcare.sharepoint.com/sites/Knowledge-Hub/_layouts/15/viewer.aspx?sourcedoc=%7bd13de946-cc20-428a-8ff1-bbacba0cca94%7d
https://guardianchildcare.sharepoint.com/sites/Knowledge-Hub/SitePages/Emergency-Management.aspx
https://guardianchildcare.sharepoint.com/:b:/s/Knowledge-Hub/ETaUmhNX6h9MmCOT9fpu62UBFaaoiXKOWrVWvTMv2Tc16A?e=nMC8Kr
https://guardianchildcare.sharepoint.com/sites/Knowledge-Hub/_layouts/15/viewer.aspx?sourcedoc=%7b2ae29dc2-7202-46cc-82dd-26b209a5a76a%7d

Australian Standard 3745-2010, AS/NZ 1841.1
Work Health & Safety ACT NSW/ACT/QLD/SA 2011
Work Health & Safety Regulations

Occupational Health & Safety Act VIC 2004
Occupational Health & Safety Regulations
Emergency Management Act 2013

Queensland Fire and Emergency Services Act 1990
Queensland Building Fire Safety Regulation 2008

7.0 Source
Section 167 Offence relating to protection of children from harm and hazards
Regulation 97 Emergency and evacuation procedures
Regulation 98 Telephone or other communication equipment
Regulation 168 Education and care services must have policies and procedures
Regulation 170 Policies and procedures must be followed
Policy owner Chief Quality and Curriculum Officer Content author National Safety and Compliance Manager
Date published 1/09/2025 Document version V1.0 Revision due date 1/09/2028

Copyright © 2024 Guardian Early Learning Group Pty Ltd ABN 094 805 820

Ensure you are using the latest version of this procedure.

Warning — uncontrolled when printed. This document is current at the time of printing and may be subject to change without notice.
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