
   

EMERGENCY AND EVACUATION 

POLICY/PROCEDURE 

Policy Statement 
Berri OSHC is committed to ensuring the safety, health and wellbeing of children attending our education 
and care service by identifying the risks and hazards of emergency and evacuation situations. Children, 
educators and staff will regularly rehearse our emergency and evacuation procedures to maximise their 
safety and wellbeing in the event of an emergency or event requiring evacuation. 

Roles and Responsibilities 
Approved provider - Berri Primary School Governing Council 
●​ ensure the Emergency and evacuation policy and procedures are in place  

●​ take reasonable steps to ensure that nominated supervisors, educators, staff and volunteers follow the 

policy and procedures  

●​ ensure copies of the policy and procedures are readily accessible to nominated supervisors, educators, staff 

and volunteers, and available for inspection  

●​ notify families at least 14 days before changing the policy or procedures if the changes will:  

»affect the fees charged or the way they are collected or  

»significantly impact the service’s education and care of children or  

»significantly impact the family’s ability to utilise the service.  

●​ ensure a risk assessment has been undertaken to identify potential emergencies that are relevant to the 

service  

●​ conduct a risk assessment of emergency evacuation routes and assembly points  

●​ review the risk assessment at least once every 12 months and as soon as practicable after becoming aware 

of any circumstance that may affect the safe evacuation of children from a service 

●​ ensure that a copy of the emergency and evacuation floor plans and instructions are displayed in a 

prominent position near each exit of the service premises, including near each exit that forms part of an 

evacuation route  

●​ ensure emergency equipment is tested within the timeframes recommended by recognised authorities  

●​ ensure that designated emergency exits/routes are kept clear at all times to ensure that everyone can exit 

safely in the event of an evacuation 

●​ document rehearsals of the emergency and evacuation procedures  

●​ notify the regulatory authority of any serious incidents, change of circumstances and complaints  

●​ ensure that the emergency and evacuation procedures are rehearsed every three months by the educators, 

staff, volunteers, visitors and children present at the service on the day 

 

Nominated Supervisor/Director 

●​ participate in rehearsals of the emergency and evacuation procedures every three months  

●​ keep a documented record of each rehearsal and reflections that occurred after  

●​ collaborate with educators and staff to develop procedures to manage all risks associated with emergency 

and evacuation situations  

●​ ensure the development of an emergency evacuation floor plan  

●​ ensure educators and staff have ready access to an operating telephone or similar means of 

communication and that emergency telephone numbers are displayed near telephones  
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●​ ensure that designated emergency exits/routes are kept clear at all times to ensure that everyone can exit 

safely in the event of an evacuation  

●​ ensure educators and staff have ready access to emergency equipment such as fire extinguishers and fire 

blankets, and that staff are adequately trained in their use  

●​ ensure that emergency equipment is tested within the timeframes recommended by recognised 

authorities  

●​ ensure that up-to-date portable emergency contact lists are held in each room within the service and that 

evacuation procedures state who will carry this list during evacuation  

●​ ensure that emergency and evacuation risk assessments are carried out and reviewed regularly and any 

necessary updates provided to the approved provider  

●​ ensure the emergency and evacuation instructions and floor plan are displayed in a prominent position 

near each exit of the service premises, including near exits that forms part of the evacuation route and 

that all staff and educators are aware of these  

●​ ensure that all educators and staff are trained in the emergency and evacuation procedures and aware of 

their roles and responsibilities in an emergency or evacuation • ensure that all educators and staff are 

aware of emergency evacuation points 

●​ ensure that families are regularly reminded of the emergency procedures in place at the service  

●​ ensure procedures consider collecting children’s medication and managing children’s medical conditions. 

 

Educators 
●​ rehearsing emergency and evacuation procedures with everyone who is present at the service at least every 

three months and that the rehearsal is documented  

●​ communicating with parents about emergency procedures. 

Families 
●​ ensure they have the service’s up-to-date contact details  

●​ ensure they complete the attendance record on delivery and collection of their child  

●​ provide emergency contact details on their child’s enrolment form and ensure this is kept up-to-date  

●​ ensure they are aware of the service’s Emergency and evacuation policy and procedures  

●​ ask them to reinforce the service’s emergency and evacuation procedures with their child  

●​ if present at the service at the time, ensure that they follow the directions of educators and staff in the 

event of an emergency or when rehearsing emergency and evacuation procedures. 

 

Procedure – During School Hours 
If an emergency occurs during school hours please follow the Berri Primary School Emergency Procedures. Berri 

Primary School Emergency Management Plan is located on the wall behind the front door.  
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Procedure – During OSHC Hours 

EVACUATION 
●​ Educator to blow whistle in a continuous long blast and saying ‘Evacuate, Evacuate, Evacuate’. 

●​ Evacuate through safest room exit, through the gate and gather on the oval. 

●​ RP is conduct roll call using the SPIKE app on the phone.  

●​ RP to call 000 to report emergency. 

●​ All Educators to stay with children until instructed otherwise. 

 

 

INVACUATION 
●​ Educator to blow whistle in a continuous long blast and saying ‘Invacuation, Invacuation, Invacuation’. 

●​ Educators and children to move into the carpeted area and sit quietly on the floor. 

●​ RP to lock doors and close curtains. 

●​ RP is conduct roll call using the SPIKE app on the phone.  

●​ RP to call 000 to report emergency. 

●​ All Educators to stay with children until instructed otherwise. 

Legislative Requirements 
 

Approved by Berri Primary School Governing Council: August 2026 

TO BE REVIEWED: August 2027 

_____________________________________________________________________________ 

Related Documents 
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Section/Regulation Description 

Education & Care Services National Law Act (2010)  

Section 167 Offence relating to protection of children from harm and hazards   

Education & Care Services National Regulations (2011) 

Regulation 97 Emergency and Evacuation Procedures 

Regulation 98 Telephone and other communication equipment 

Regulation 168 Education and care service must have policies and procedures  

Regulation 170 Policies and procedures to be followed  

Regulation 171 Policies and procedures to be kept available  

Regulation 172 Notification of change to policies or procedures  
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