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PURPOSE 
This policy will provide a framework for: 

• the development of specific emergency and evacuation procedures, practices, and guidelines at 
Plenty Kids Early Learning Centre 

• raising the awareness of everyone attending Plenty Kids Early Learning Centre about potential 
emergencies and appropriate responses. 

 
POLICY STATEMENT 

1. Values 
Plenty Kids Early Learning Centre is committed to: 

• providing a safe environment for all children, staff and persons participating in programs at Plenty Kids 
Early Learning Centre 

• having a plan to manage emergencies in a way that reduces risk to those present on the 
premises 

• ensuring effective procedures are in place to manage emergency incidents at the service 
• ensuring an appropriate response during and following emergency incidents to meet the needs of the 

children, their families, staff and others at the service. 

2. Scope 
This policy applies to the Approved Provider, Persons with Management or Control, Nominated Supervisor, 

Persons in Day to Day Charge, educators, staff, students on placement, volunteers, parents/guardians, children 

and others attending the programs and activities of Plenty Kids Early Learning Centre, including during offsite 

excursions and activities. 

3. Background and legislation 

Background 

The Education and Care Services National Regulations 2011 define an emergency in relation to an education and 

care service as any situation or event that poses an imminent or severe risk to the persons at the service premises 

e.g. flood, fire or a situation that requires the service premises to be locked down. 

Comprehensive emergency management includes prevention, preparedness, response and recovery. Services 

must have policies and procedures in place detailing what needs to be done in an emergency, including an 

emergency and evacuation floor plan. These policies and procedures must be based on a risk assessment 

identifying potential emergencies relevant to the service (Regulation 97). 

Early childhood services have a duty of care to all attending the facility, including the children, staff, volunteers, 

students, visitors, and contractors. It is also a requirement under the Occupational Health and Safety Act 2004 

that aloyers provide a healthy and safe environment for all persons who access the service’s facilities and 

programs. 
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All services in Victoria must have an Emergency Management Plan (EMP) as part of their everyday ‘best practice’ 

operations. All education and care services listed on the Department of Education and Training (DET)’s Bushfire 

At-Risk Register are required to submit their EMP to their regional office annually as a condition of their service 

approval. DET provides Emergency Management Plan Guidelines and an Emergency Management Plan template 

to assist services develop and review their EMP (refer to Sources below for the link). All services must complete 

the required sections of the plan and lodge it with the relevant DET regional office. A copy should also be attached 

to this policy. 

Legislation and standards 

Relevant legislation and standards include but are not limited to: 

• Education and Care Services National Law Act 2010 

• Education and Care Services National Regulations 2011 including Regulations 97, 98, 168(2)(e) 

• National Quality Standard, including Quality Area 2: Children’s Health and Safety 

• Occupational Health and Safety Act 2004 

4. Definitions 
The terms defined in this section relate specifically to this policy. For commonly used terms, e.g. Approved 
Provider, Nominated Supervisor, Regulatory Authority etc., refer to the General Definitions section on the PVCC 
website. 

Attendance record: Kept by the service to record details of each child attending the service, including name, time 

of arrival and departure, the signature of the person delivering and collecting the child or of the Nominated 

Supervisor or educator (Regulation 158). 

Country Fire Authority (CFA): CFA respond to a variety of fire and emergency incidents. They are also involved in 

a range of other activities, including: 

• fire safety building inspections 

• delivering community awareness, education and safety programs 

• post-incident analysis and fire investigation 
• fire prevention planning and land use planning at a municipal level. 

Duty of care: A common law concept that refers to the responsibilities of a service to provide an adequate level of 

protection against harm and all reasonably foreseeable risks. 

Emergency: Includes any situation or event that poses an imminent or severe risk to the persons at the education 

and care service premises, e.g. flood, fire or a situation that requires the service premises to be locked down 

(National Regulations, page 21). 

Emergency Management Plan (EMP): A written set of instructions for the service to prepare for and respond to 

emergencies. A guide to preparing an emergency plan and an Emergency Management Plan template is 

available on the DET website (refer to Sources below). 

Hazard: A source or situation with a potential for human injury, ill health, property damage, damage to the 

environment or a combination of these. 

Incident, Injury, Trauma and Illness Record: Contains details of any incident, injury, trauma or illness that 
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occurs while the child is being educated and cared for by the service. The Approved Provider must ensure an 

Injury, Trauma and Illness Record is kept in accordance with Regulation 87 of the Education and Care Services 

National Regulations 2011 and kept for the time specified in Regulation 183. A sample is available on the 

ACECQA website: www.acecqa.gov.au (search ‘Sample forms and templates’). 

Planned closure: services identified as being at high fire risk and on the DET’s Bushfire At-Risk Register will 

close on days determined to have a fire danger rating of ‘Catastrophic’ by the Emergency Management 

Commissioner. 

Where possible, Plenty Kids will provide four to seven days notice of a planned closure. Services not on the 

Department’s Bushfire At-Risk Register will remain open unless directly threatened by fire or another emergency. 

Metropolitan Fire Brigade (MFB) provides a fire and rescue service and is the first to respond to specific medical 

emergencies. The MFB aims to reduce the incidence and impact of fire and other emergencies on the community 

the delivery of educational strategies that assist the community in becoming more self- reliant, including: 

• fire safety building inspections, and checking fire-fighting equipment 

• delivering community awareness, education and safety programs. 

Notifiable incident: An incident involving workplace health and safety required by law to be reported by Plenty 

Kids to WorkSafe Victoria. Notification by Plenty Kids is required for incidents resulting in death, serious 

injury/illness, or dangerous occurrences. For a complete list of incidents that must be reported to WorkSafe 

Victoria, refer to the Guide to Incident Notification on the WorkSafe Victoria website: www.worksafe.vic.gov.au 

Risk management: A structured approach to managing the uncertainty related to a threat; a sequence of 

activities including the identification, assessment and prioritisation of risks followed by coordinated and 

economical application of resources to minimise, monitor and control the probability and impact of those 

risks. 

Serious incident: A serious incident (regulation 12) is defined as any of the following: 

• the death of a child while being educated and cared for at the service or following an incident at the 
service 

• any incident involving serious injury or trauma while the child is being educated and cared for, which 
- a reasonable person would consider required urgent medical attention from a registered 

medical practitioner; or 
- the child attended or ought reasonably to have attended a hospital, e.g. a broken limb* 

• any incident involving serious illness of a child while that child is being educated and cared for by a 
service for which the child attended, or ought reasonably to have attended, a hospital, e.g. severe 
asthma attack, seizure or anaphylaxis* 

• *NOTE: In some cases (for example, rural and remote locations), a General Practitioner conducts the 
consultation from the hospital site. Only treatment related to serious injury or illness, or trauma are 
required to be notified, not other health matters 

• any emergency for which emergency services attended. NOTE: This means an incident, situation or 
event where there is an imminent or severe risk to the health, safety or wellbeing of a person/s at an 
education and care service. It does not mean an incident where emergency services attended as a 
precaution 

• a child appears to be missing or cannot be accounted for at the service 

• a child appears to have been taken or removed from the service in a manner that contravenes the 
National Regulations 

http://www.acecqa.gov.au/
http://www.worksafe.vic.gov.au/
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• a child was mistakenly locked in or out of the service premises or any part of the premises. 

Examples of serious incidents include amputation (e.g. removal of fingers), anaphylactic reaction requiring 
hospitalisation, asthma requiring hospitalisation, broken bone/fractures, bronchiolitis, burns, diarrhoea requiring 
hospitalisation, epileptic seizures, head injuries, measles, meningococcal infection, sexual assault, witnessing 
violence or a frightening event. 

State of emergency: A situation in which the injuries, illness and fatalities 

• provides benefits to injured workers and helps them to return to work 

• enforces Victoria’s occupational health and safety laws 

• provides reasonably priced workplace injury insurance for employers 

• provides an emergency response service 24 hours per day. 

2. Sources and related policies 

Sources 

• Australian Standards: Planning for emergencies in facilities (AS 3745–2010) available from 
https://infostore.saiglobal.com/en-au/Standards/AS-3745-2010-Amdt-2-2018- 
122637_SAIG_AS_AS_281639/ 

• Department of Education and Training, Guide to Preparing an Emergency Management Plan: 
https://www.education.vic.gov.au/Documents/childhood/providers/support/EmergencyManagementPla 
n_EarlyChildhood.docx 

• Department of Education and Training, Emergency Management Requirements: 
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/emergencymanagementrequir 
ements.aspx 

• Metropolitan Fire Brigade: www.mfb.vic.gov.au 

• Country Fire Authority: www.cfa.vic.gov.au 

• State Emergency Service: www.ses.vic.gov.au 

• WorkSafe Victoria: www.worksafe.vic.gov.au 

Service policies 

• Administration of First Aid Policy 

• Administration of Medication Policy 
• Delivery and Collection of Children Policy 

• Incident, Injury, Trauma and Illness Policy 

• Occupational Health and Safety Policy 

• Staffing Policy 
• Supervision of Children Policy 

• Road Safety and Safe Transport Policy 

 
PROCEDURES 

The Approved Provider and Persons with Management or Control are responsible for: 

• completing the DET Emergency Management Plan (refer to Sources), lodging this with the relevant DET 
regional office and attaching a copy to this policy 

• conducting a risk assessment to identify potential emergencies that the service may encounter 
(Regulation 97(2)) (refer to attached Emergency Management Plan) 

• developing instructions for what must be done in the event of an emergency (Regulation 97(1)(a)) (refer 
to attached Emergency Management Plan) 

• appointing an Incident Management Team (IMT) to oversee safety at the service in the event of an 
emergency (refer to attached Emergency Management Plan) 

https://infostore.saiglobal.com/en-au/Standards/AS-3745-2010-Amdt-2-2018-122637_SAIG_AS_AS_281639/
https://infostore.saiglobal.com/en-au/Standards/AS-3745-2010-Amdt-2-2018-122637_SAIG_AS_AS_281639/
https://infostore.saiglobal.com/en-au/Standards/AS-3745-2010-Amdt-2-2018-122637_SAIG_AS_AS_281639/
https://infostore.saiglobal.com/en-au/Standards/AS-3745-2010-Amdt-2-2018-122637_SAIG_AS_AS_281639/
https://www.education.vic.gov.au/Documents/childhood/providers/support/EmergencyManagementPlan_EarlyChildhood.docx
https://www.education.vic.gov.au/Documents/childhood/providers/support/EmergencyManagementPlan_EarlyChildhood.docx
https://www.education.vic.gov.au/Documents/childhood/providers/support/EmergencyManagementPlan_EarlyChildhood.docx
https://www.education.vic.gov.au/Documents/childhood/providers/support/EmergencyManagementPlan_EarlyChildhood.docx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/emergencymanagementrequirements.aspx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/emergencymanagementrequirements.aspx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/emergencymanagementrequirements.aspx
https://www.education.vic.gov.au/childhood/providers/regulation/Pages/emergencymanagementrequirements.aspx
http://www.mfb.vic.gov.au/
http://www.cfa.vic.gov.au/
http://www.ses.vic.gov.au/
http://www.worksafe.vic.gov.au/
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Administration-of-First-Aid-Policy-v1.3.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Administration-of-Medication-Policy-v1.3.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Delivery-and-Collection-of-Children-Policy-v1.2.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Incident-Injury-Trauma-and-Illness-Policy-v1.3.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Occupational-Health-and-Safety-Policy-v1.3-1.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Staffing-Policy-v1.3.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Supervision-of-Children-Policy-v1.2.pdf
https://www.pvcc.vic.edu.au/wp-content/uploads/2021/08/PKELC-Road-Safety-and-Safe-Transport-Policy-v1.6-1.pdf
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• developing an emergency and evacuation floor plan (Regulation 97(1)(b)) (refer to attached Emergency 
Management Plan) 

• ensuring that a copy of the emergency and evacuation floor plan and instructions are displayed in a 
prominent position near each exit at the service premises (Regulation 97(4)) 

• ensuring that emergency and evacuation procedures are rehearsed at least every three months by all at 
the service (Regulation 97(3)(a)) 

• ensuring that the rehearsals of the emergency and evacuation procedures are documented (Regulation 
97(3)(b)) (refer to attached Emergency Management Plan) 

• ensuring that those working at, or attending the service, have access to a phone for immediate 
communication with parents/guardians and emergency services (Regulation 98) and that phone numbers 
of emergency services are displayed 

• identifying potential onsite hazards and taking action to manage and minimise risk (refer to attached 
- Emergency Management Plan) 

• ensuring all infrastructure and service 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 regularly following requirements specified by 
regulations, such as the Australian Standards Building Code, e.g. fire extinguishers, smoke detectors, 
evacuation kits, sprinkler systems and alarm or duress systems 

• providing a fully-equipped portable first aid kit (refer to Administration of First Aid Policy) 

• keeping lock-down areas in a state of readiness so they are safe for children, staff, and visitors to be used 
• developing a regular training schedule for staff to ensure that they can deal with emergencies, e.g. 

first aid, emergency management and OHS training 

• regularly reviewing, evaluating and updating emergency management plans, manuals and procedures (at 
least annually or following an emergency incident) 

• developing procedures to debrief staff following emergency incidents 

• conducting checks of documentation and practices to ensure all requirements of this policy are being 
complied with 

• notifying DET in writing within 24 hours of a serious incident (refer to Definitions) 
• completing the Incident, Injury, Trauma and Illness Record (refer to Definitions) where required 

• notifying DET within seven days of an incident that required the service to be closed, or a circumstance 
that posed a significant risk to the health, safety or wellbeing of a child attending the service (National 
Law: Section 174(2)(c); Regulations: 175(2)(b)&(c), 176) 

• reporting notifiable incidents (refer to Definitions) in the workplace to WorkSafe Victoria 
• engaging with the Metropolitan Fire Brigade or Country Fire Authority regarding fire safety 

awareness and training for the service, including demonstrations of fire equipment, basic fire safety, 
smoke alarm, fire blankets and escape plans 

• identifying staff and children requiring additional assistance in the event of an emergency (refer to 
attached Emergency Management Plan) 

• ensuring that emergency contact details are provided on each child’s enrolment form and that these are 
kept up to date 

• ensuring that an attendance record (refer to Definitions) is maintained to account for all children 
attending the service (Regulation 158) 

• keeping a written record of all visitors to the service, including time of arrival and departure 

• ensuring all staff, parents/guardians, children, volunteers and students on placement understand the 
procedures to follow in the event of an emergency 
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• ensuring there are induction procedures in place to inform new staff, including casual or relief staff, of the 
emergency and evacuation policy and procedures 

• ensuring all staff, parents/guardians, children, volunteers, students on placement and others attending 
the service are accounted for in the event of an evacuation 

• developing procedures to deal with the loss of critical functions, such as power/water shut off. 

The Nominated Supervisor and Persons in Day to Day Charge are responsible for: 

• ensuring that the emergency and evacuation floor plan is displayed in prominent positions and that all 
parents/guardians, volunteers, contractors, staff and relief staff are briefed and aware of the procedures 

• ensuring that children are adequately supervised at all times and protected from hazards and harm (refer 
to Supervision of Children Policy) 

• ensuring that the Emergency Management Plan (attached) is followed in the event of an emergency 

• testing alarms and communication systems regularly, such as monthly 
• keeping lock-down areas in a state of readiness so they are safe for children, staff and visitors to be used 

• informing the Approved Provider of any serious or notifiable incidents (refer to Definitions) that must be 
reported to DET or WorkSafe Victoria. 

All other educators are responsible for: 

• implementing the procedures and responsibilities in this policy and the service’s Emergency Management 
Plan (attached) 

• supervising the children in their care and protecting them from hazards and harm (refer to Supervision of 
Children Policy) 

• providing support to children before, during and after emergencies 

• checking that the attendance record (refer to Definitions) is completed at the beginning and end of each 
session 

• keeping lock-down areas in a state of readiness so they are safe for children, staff, and visitors to be used 

• checking that the emergency evacuation procedure is displayed in prominent positions and that all 
persons at the service are made aware of these (refer to attached Emergency Management Plan) 

• rehearsing emergency evacuation procedures with the children at least once every three months (or 
more often, as required) and ensuring that these are documented (refer to attached Emergency 
Management Plan) 

• providing feedback regarding the effectiveness of emergency and evacuation procedures to inform policy, 
procedures and manuals etc. 

- completing the Incident, Injury, Trauma and Illness Record, as required 
- informing the Nominated Supervisor or Persons in Day-to-Day Charge or, in their absence, the 

Approved Provider or Person with Management and Control, about any serious incidents or 
notifiable incidents (refer to Definitions) at the service 

• attending first aid, emergency management and OHS training, as required 

• communicating with parents about emergency procedures 

• raising children’s awareness about potential emergencies and appropriate responses. 

Parents/guardians are responsible for: 

• familiarising themselves with the service’s emergency and evacuation policy and procedures and the 
service’s Emergency Management Plan (attached) 

• ensuring they complete the attendance record (refer to Definitions) on delivery and collection of their 
children (refer to Delivery and Collection of Children Policy) 

• providing emergency contact details on their child’s enrolment form and ensuring that this is kept up to 
date 

• reinforcing the service’s emergency and evacuation procedures with their child 
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• following the directions of staff in the event of an emergency or when rehearsing emergency procedures. 

- Volunteers and students, while at the service, are responsible for following this policy and its 
procedures. 

 

EVALUATION 
To assess whether the values and purposes of the policy have been achieved, the Approved Provider will: 

• review the policy to determine whether it adequately addresses a range of potential 
emergencies 

• regularly seek feedback from everyone affected by the policy regarding its effectiveness, 
particularly following an emergency 

• review procedures, including evacuation procedures, to determine their effectiveness, including timing 
and processes 

• use information gained from checks on documentation and practices and the Incident, Injury, Trauma and 
Illness Record to inform proposed changes to this policy 

• revise the policy and procedures as part of the service’s policy review cycle or as required by legislation, 
research, policy and best practice 

• consult with emergency services such as the MFB and CFA to ensure the policy and procedures meet 
current best practices 

• notify parents/guardians at least 14 days before changing this policy or its procedures unless a lesser 
period is necessary because of a risk. 

 
ATTACHMENTS 

• Attachment 1: Plenty Kids Early Learning Centre Emergency Management Plan 

• Attachment 2: Early Childhood Service Site Bushfire/Grassfire Readiness Review Checklist 
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Attachment 1: Plenty Kids Early Learning Centre Emergency Management Plan 
 

Document classification: 

EMP 

Version: 

1.5 

Date: 

24/02/2022 

 
 
 
 
 
 

Emergency Management Plan 

2022 
 

Plenty Kids Early Learning Centre 
 
 
 

Physical Address 840 Yan Yean Road, Doreen, V IC, 3754 

Phone Number 03 9717 7400 

Email Address samantha.greenwood@pvcc.vic.edu.au 

DET Region Northern Metropolitan Area 

Bureau of Meteorology/Fire District North Central 

Is the service on the Bushfire- At-Risk Register? Yes  

Service SE Number SE-40009873 

Provider Number PR-40010731 

Approved Provider/Licensee Approving Plan Plenty Valley Education Limited 

Date Plan Approved 1/09/2022 

Next Plan Review Date 01/12/2022 

 
 
 
 
 
 
 
 
 
 
 
 

 

mailto:samantha.greenwood@pvcc.vic.edu.au
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1. Purpose 

The purpose of this Emergency Management Plan (EMP) is to provide details of how Plenty Kids Early 

Learning Centre will prepare for and respond to emergencies. 
 

2. Scope 
This EMP applies to all educators, staff, children, visitors, contractors, and volunteers at Plenty Kids Early 

Learning Centre. 
 

3. Distribution 
A copy of our plan has been distributed to: 

 

 

Name 
Position Title and 

Organisation Name 

 

Date Sent 
 

Email Address or Postal Address 

John Metcalfe Principal, PVCC 03/12/2021 john.metcalfe@pvcc.vic.edu.au 

Lily McDonald Vice Principal, PVCC 03/12/2021 lily.mcdonald@pvcc.vic.edu.au 

Peter Bain Business Manager, PVCC 03/12/2021 peter.bain@pvcc.vic.edu.au 

Samantha 

Greenwood 

Director, Plenty Kids Early 

Learning Centre 
03/12/2021 samantha.greenwood@pvcc.vic.edu.au 

 

PART 1– EMERGENCY RESPONSE 

4. In case of emergency 
 

IN AN EMERGENCY 

Call 
Police, Ambulance, Fire Services 

 

000 

For advice call your 
Approved Provider/Licensee or 

Person with Management or 

Control/Licensee Representative 

 
Samantha Greenwood 

PH: 03 9717 7400 

Convene your 
Incident Management Team 

mailto:john.metcalfe@pvcc.vic.edu.au
mailto:lily.mcdonald@pvcc.vic.edu.au
mailto:peter.bain@pvcc.vic.edu.au
mailto:samantha.greenwood@pvcc.vic.edu.au
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5. Emergency contacts 

1. Emergency services 

In an emergency requiring Police, Ambulance and MFB/CFA attendance, call 000. 

2. Our early childhood service contacts 
 

Key Roles Name Phone Mobile 

Approved Provider/Licensee or Person with 

Management or Control/Licensee 

Representative 

 
Samantha Greenwood 

 
03 9717 7400 

 

Responsible Person/Primary Nominee Jessicah O’Sullivan 03 9717 7400  

First Aid Officer Louise Hunter 03 9717 7400  

OHS Representative Susan Taggert 03 9717 7400  

Bulk Messaging System Operator (e.g. SMS) Hannelie Page 03 9717 7400  

3. Key organisational and DET regional contacts 
 

 Name Phone Mobile 

Quality Assessment and Regulation 

Division (QARD) Area Team 
Northern Metropolitan Area 03 70051989 

 

Regional Department of Education 

and Training (DET) Manager, 

Operations and Emergency 

Management 

 
 

North Eastern: Cristina Perra 

 
 

03 7505 3641 

 

 
 

0448 284 749 

Education and care services and children’s services are reminded that they must report serious incidents to 

the relevant DET QARD Area Team following applicable regulatory requirements. This can be submitted 

online via the NQA IT portal. 

Service agreements also require approved providers or licensees to notify DET in the event of a serious 

incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious 
incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the practice 
note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

4. Local/other organisations contacts 
 

Name  Phone 

Police Station Mernda Police Station 03 9216 1200 

 
 

Hospital/s 

Austin & Repatriation Medical Centre -Studley Road, 

Heidelberg 
03 9496 5000 

Northern Hospital – Cooper Street, Epping 03 9219 8000 

Royal Children’s Hospital 03 9345 5522 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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Gas  133 466 

Electricity  133 466 

Water Melbourne Water 131 693 

Facility Plumber PVCC Maintenance 03 97177400 

Facility Electrician PVCC Maintenance 03 97177400 

Local Government Nillumbik Council 03 9433 3111 

SES Flood, storm and earthquake 13 25 00 

WorkSafe Victoria  1800 136 089 

5. Bus emergency contacts 
 

Bus Company Contact Name Phone 

Panorama Coaches Liz Trainor 03 9438 3666 

 

6. Incident Management Team 

1. Incident Management Team (IMT) structure 

2. Incident Management Team contact details 
 

IMT Role Activities Primary Contact Backup Contact 

Chief Warden/ Early 

Childhood Commander 

Name Samantha Greenwood Name Jessicah O’Sullivan 

Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 

Planning tasks will be 

performed by: 

Name Samantha Greenwood Name Jessicah O’Sullivan 

Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 

Operations (Area 

Warden) tasks will be 

performed by: 

Name Samantha Greenwood Name Jessicah O’Sullivan 

Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 

Communications tasks 

will be performed by: 

Name Samantha Greenwood Name Jessicah O’Sullivan 

Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 

Logistics (Warden) tasks 

will be performed by: 

Name Samantha Greenwood Name Jessicah O’Sullivan 

Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 

First Aid tasks will be Name Samantha Greenwood Name Jessicah O’Sullivan 

INCIDENT CONTROLLER 

(Chief Warden) 

FIRST AID OFFICER 

LOGISTICS 

(Warden) 

https://www.google.com/search?safe=strict&rlz=1C1CHBF_enAU832AU832&biw=1920&bih=1009&ei=211VXNHXNtK7rQG3iqnQAg&q=nillumbik%2Bcouncil&oq=nillumbik%2B&gs_l=psy-ab.1.3.35i39j0i67j0i20i263j0l7.474757.481903..484752...0.0..0.209.1780.0j7j3......0....1..gws-wiz.......0i71j0i131i67j0i131.ChUOYpXNZZc
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performed by: Phone/Mobile 03 9717 7400 Phone/Mobile 03 9717 7400 
 

7. Incident Management Team responsibilities 

1. Chief Warden/Early Childhood Commander 

Pre-emergency 

1. Maintain current contact details of IMT members. 
2. Ensure ‘Children/educators/staff with additional needs’ list and ‘Staff trained in first aid’ 

list are up to date. 
3. Conduct regular exercises/drills. 
4. Ensure our emergency response and recovery procedures are kept up to date. 
5. Ensure staff on the IMT are aware of their responsibilities. 

During emergency 

6. Attend the emergency control point. 
7. Ascertain the nature and scope of the emergency. 
8. Ensure that the emergency services have been notified. 
9. Ensure the appropriate response has been actioned. 

10. Convene our IMT as required. 

11. Initiate evacuation of affected areas/lock-down/lock-out/shelter-in-place as required. 
12. Brief the incoming emergency services and respond to their requests. 

Post- emergency 

13. When the incident is rendered safe, or the emergency services return control, notify 
the IMT members to have staff and children return to normal operations. 

14. Organise a debrief with the IMT and, where appropriate, with any attending emergency service. 

15. Ensure recovery activities are considered and implemented as required. 
16. Complete the Post Emergency Record. 
17. Education and care services and children’s services are reminded that they must report 

serious incidents to the relevant DET QARD Area Team following applicable regulatory 
requirements. This can be submitted online via the NQA IT portal. Service agreements also 
require approved providers or licensees to notify DET in the event of a serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious 
incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the practice note 
Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

2. Planning 

Pre-emergency 

1. Assist the Chief Warden/Early Childhood Commander. 
2. Identify resources required. 
3. Participate in emergency exercises/drills. 

During emergency 

4. Attend the emergency control point. 
5. Ascertain the nature and scope of the emergency. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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6. Report any changes in the situation to the Chief Warden/Early Childhood Commander. 
7. Act as directed by the Chief Warden/Early Childhood Commander. 
8. Plan for contingencies. 

Post- emergency 

9. Collect and evaluate information relating to the emergency. 
10. Identify recovery needs and develop a recovery plan (if required). 

3. Operations (Area Warden) 

Pre-emergency 

1. Regularly check and report on deficiencies of emergency equipment and kits. 
2. Coordinate safety practices (for example, clear egress paths, access to first attack equipment 

such as fire extinguishers and disposal of rubbish) by Wardens throughout their areas. 
3. Participate in emergency exercises/drills. 

During emergency 

4. Attend the emergency control point. 
5. Communicate with the Chief Warden/Early Childhood Commander by whatever means 

available and act on instructions. 
6. Implement the emergency response procedure relevant to the floor or area and ensure 

that the Chief Warden/Early Childhood Commander is notified. 
7. Direct the Logistics Officer/Wardens to check the floor or area for any abnormal situation. 

8. Commence evacuation if the circumstances on the floor or area warrant this. 

9. Control the movement of people. 
10. Co-opt persons as required to assist the Logistics Officer (Warden/s) during an emergency. 
11. Confirm that the Logistics Officer’s/Warden’s activities have been completed and report this 

to the Chief Warden/Early Childhood Commander or a senior officer of the attending 
emergency services if the Chief Warden/Early Childhood Commander is not contactable. 

Post emergency 

12. Compile a report of the actions taken during the emergency for the debrief. 

4. Communications 

Pre-emergency 

1. Assist the Chief Warden/Early Childhood Commander. 

2. Attend training in the use of the service’s communication system as appropriate. 
3. Maintain records and logbooks and make them available for emergency response. 
4. Ensure emergency and parent contact details are up to date. 
5. Participate in emergency exercises/drills. 

During emergency 

1. Attend the emergency control point. 

2. Ascertain the nature and location of the emergency. Maintain up to date information. 
3. Confirm that emergency services have been notified. 
4. Notify appropriate IMT members. 
5. At the direction of the Chief Warden/Early Childhood Commander, provide 

instruction and information to staff, children and parents as required. 
6. At the direction of the Chief Warden/Early Childhood Commander, provide 

instruction and information to the staff member responsible for bulk messaging as 
required. 
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7. Keep a log of events that occurred during the emergency. 
8. Act as directed by the Chief Warden/Early Childhood Commander. 

Post- emergency 

1. Contact parents as required. 
2. Collate logs of events completed by all IMT members during the emergency for the 

debrief and ensure they are secured for future reference. 

5. Logistics (Warden) 

Pre-emergency 

1. Ensure staff are aware of the emergency response procedures. 
2. Carry out safety practices (e.g. clear egress paths, access to first attack equipment, for 

example, fire extinguishers and disposal of rubbish). 
3. Participate in emergency exercises/drills. 

During emergency 

1. Persons selected to perform as Logistics Officer/Warden will carry out activities as set 
out in the emergency response procedures and as directed by the Operations 
Officer/Area Warden. 

2. Activities may include the following: 

3. Attend the emergency control point. 
4. Operate the communication system in place. 
5. Check that any fire doors and smoke doors are properly closed. 

6. Close or open other doors following the emergency response procedures. 
7. Search the floor or area to ensure all people have evacuated. This function is of greater 

importance than a later physical count of those evacuated. 
8. Ensure orderly flow of people into a protected area. 
9. Assist occupants with disabilities. 

10. Act as lead of groups moving to nominated assembly areas. 

11. Report status of required activities to the Operations Officer/ Area Warden on their completion. 
12. Act as directed by the Chief Warden/Early Childhood Commander. 

Post- emergency 

Compile a report of the actions taken during the emergency for the debrief. 

8. Communication tree 

 
CHIEF WARDEN 

Samantha Greenwood 

 
 
 
 
 
 
 

LOGISTICS OFFICER 

(WARDEN) 

Jessicah O’Sullivan 

 
LOGISTICS OFFICER 

(WARDEN) 

Laura Novembre 

 
LOGISTICS OFFICER 

(WARDEN) 

 
LOGISTICS OFFICER 

(WARDEN) 
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9. Staff trained in first aid 
Note: education and care services must comply with the requirements set out in regulation 136 (first aid 

qualifications) of the Education and Care Services National Regulations 2011 (National Regulations). 

Children’s services must comply with the requirements set out in regulation 63 (Staff members to have 

first aid and anaphylaxis management training) of the Children’s Services Regulations 2009. 

 

 
 

10. Emergency response procedures 

1. On-site evacuation/relocation procedure 

When it is unsafe for children, educators, staff and visitors to remain inside the facility, the Chief 

Warden/Early Childhood Commander on-site will take charge and activate the IMT if necessary. 

1. Call 000 and inform emergency services of the nature of the emergency. 
2. Determine which of your facility’s pre-identified on-site evacuation points is most appropriate 

to use. 
3. Assemble children, educators, staff and visitors at Plenty Kids ELC Primary Evacuation Area 

(PVCC Oval) or Plenty Kids ELC secondary Evacuation Area (Primary School Basketball Courts) 
refer to evacuation diagram 

4. Take the child attendance list, educator and staff attendance list, your Emergency Kit/First Aid 
Kit and a copy of this EMP. 

5. Once at the assembly point, check all children, educators, staff and visitors are accounted for. 

6. Ensure communications with emergency services is maintained. 
7. Wait for emergency services to arrive or provide further information. 
8. Confirm with emergency service personnel that it is safe to return to normal operations. 
9. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 

10. Maintain a record of actions/decisions undertaken and times. 
11. Contact parents as required or as per service policy. 

Staff Member Training Date qualified to 

Samantha Greenwood First Aid – HLTAID001, HLTAID002, HLTAID003, HLTAID004 14/01/2024 

CPR Annual 

Update in 

December 

each year 

Anaphylaxis – 22300VIC 

Asthma – 22282VIC 

Asthma – 22282VIC 

Asthma – 22282VIC 

Jessicah O’Sullivan First Aid – HLTAID001, HLTAID002, HLTAID003, HLTAID004 11/01/2024 

CPR Annual 

Update in 

December 

each year 

Anaphylaxis – 22300VIC 

Asthma – 22282VIC 

Chipo Mushambi 

 First Aid – HLTAID001, HLTAID002, HLTAID003, HLTAID004 

09/01/2023 

CPR Annual 
Update 
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Actions after on-site evacuation/relocation procedure 

1. Ensure any children, educators, staff or visitors with medical or other needs are supported. 
2. Determine whether to activate your parent reunification process. 
3. Determine if there is any specific information educators, staff, children, and visitors need 

to know (e.g. parent reunification process or areas of the facility to avoid). 

4. Print and issue pre-prepared parent letters as appropriate. 
5. Undertake operational debrief with educators, staff and Incident Management Team to 

identify any on-site evacuation and procedural changes that may be required. 
6. Complete your Post Emergency Record form (refer to Appendix 4 of the Guide to 

Developing Your Emergency Management Plan). 
7. Education and care services and children’s services are reminded that they must report 

serious incidents to the relevant DET QARD Area Team in accordance with relevant regulatory 
requirements. This can be submitted online via the NQA IT portal. Service agreements also 
require approved providers or licensees to notify DET in the event of a serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious 
incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.
aspx 

2. Off-site evacuation procedure 

If it is unsafe for children, educators, staff and visitors to remain on the facility’s grounds, the 

Chief Warden/Early Childhood Commander on-site will take charge and activate the IMT if 

necessary. 

 
1. Call 000 for emergency services and seek and follow advice. 
2. Determine which off-site assembly point you will evacuate children, educators, staff, and 

visitors to. 
3. Assemble children, educators, staff and visitors at the Primary Off-Site Evacuation Point, 

880 Yan Yean Road, Doreen 3754 (refer to Evacuation Diagram) 
4. Take your emergency kit/first aid kit (including your children, educator and staff attendance 

lists and a copy of this EMP). 

5. Once at the assembly point, check all children, educators, staff and visitors are accounted for. 
6. Ensure communications with emergency services is maintained. 
7. Wait for emergency services to arrive or provide further information. 

8. Confirm with emergency service personnel that it is safe to return to normal operations. 
9. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 
10. Maintain a record of actions/decisions undertaken and times. 
11. Contact parents as required or as per service policy. 

Actions after off-site evacuation procedure 

1. Ensure any children, staff or visitors with medical or other needs are supported. 

2. Determine whether to activate your parent reunification process. 
3. Determine if there is any specific information staff, children and visitors need to know (e.g. 

parent reunification process or areas of the facility to avoid). 
4. Print and issue pre-prepared parent letters as appropriate. 

Undertake operational debrief with staff and IMT to identify any off-site and procedural changes that may be required. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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12. Complete your Post Emergency Record form (refer to Appendix 4 of the Guide to 
Developing Your Emergency Management Plan). 

13. Education and care services and children’s services are reminded that they must report 
serious incidents to the relevant DET QARD Area Team in accordance with relevant 
regulatory requirements. This can be submitted online via the NQA IT portal. Service 
agreements also require approved providers or licensees to notify DET in the event of a 
serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious incidents 
and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.
aspx 

3. Lock-down procedure 
 

When an external and immediate danger is identified, and it is determined that the children should be 

kept securely inside the building, the Chief Warden/Early Childhood Commander on-site will take charge 

and activate the IMT if necessary. 

1. Call 000 for emergency services and seek and follow advice. 
2. Initiate the lock-down and provide instructions to educators and staff, for example, close 

internal doors and windows, remain in the classroom, sit below window level, or move 
into corridors. 

3. Check that all external doors (and windows, if appropriate) are locked. 
4. Assemble children, educators, staff and visitors inside the Kindergarten Room’s storeroom 

(refer to E6.1 or E4.1 on the Emergency Evacuation Diagram) 
5. If available, allocate educators/staff to be posted at locked doors to allow children, 

educators, staff and visitors to enter if locked out. 
6. Divert parents and returning groups from the facility if required. 

7. Ensure a telephone line is kept free. 
8. Keep the public address system free. 
9. Keep the main entrance as the only entry point. It must be constantly monitored, and no 

unauthorised people allowed access. 
10. As appropriate, ascertain that all children, educators, staff and visitors are accounted for. 
11. If it is safe to do so, have an educator/staff member wait at the main entrance to the 

facility to guide emergency services personnel. 
12. As appropriate, confirm with emergency services personnel that it is safe to return to 

normal operations. 
13. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 
14. Maintain a record of actions/decisions undertaken and times. 
15. Contact parents as required or as per service policy. 

Actions after lock-down procedure 

16. Ensure any children, educators, staff or visitors with medical or other needs are supported. 

17. Determine whether to activate your parent reunification process. 
18. Determine if there is any specific information educators, staff, children, and visitors need 

to know (e.g. parent reunification process or areas of the facility to avoid). 
19. Print and issue pre-prepared parent letters as appropriate. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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20. Undertake operational debrief with educators and staff and IMT to identify any lock-
down and procedural changes that may be required. 

21. Complete your Post Emergency Record form (refer to Appendix 4 of the Guide to 
Developing Your Emergency Management Plan). 

22. Education and care services and children’s services are reminded that they must report 
serious incidents to the relevant DET QARD Area Team in accordance with relevant 
regulatory requirements. This can be submitted online via the NQA IT portal. Service 
agreements also require approved providers or licensees to notify DET in the event of a 
serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet 
Serious incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactshe
ets.aspx 

2. Children’s services operating under the Children’s Services Act refer to 
the practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspra
cnotes.aspx 

4. Lock-out procedure 

When an internal immediate danger is identified, and it is determined that children should be excluded 

from buildings for their safety, the Chief Warden/Early Childhood Commander on-site will take charge and 

activate the IMT if necessary. 

1. Call 000 for emergency services and seek and follow advice. 
2. Announce lock-out with instructions about what is required. Instructions may include 

nominating staff to: 

1. lock doors to prevent entry 
2. check the premises for anyone left inside 
3. obtain Emergency Kit 

3. Determine which of your facility’s pre-identified on-site evacuation point/s is most 
appropriate to use. 

4. Assemble children, educators, staff and visitors at Plenty Kids ELC Primary Evacuation 
Area (PVCC Oval) or Plenty Kids ELC secondary Evacuation Area (Primary School 
Basketball Courts) refer to evacuation diagram. 

5. Check that children, educators, staff and visitors are all accounted for. 
6. Where appropriate, confirm with emergency services personnel that it is safe to return 

to normal operations. 
7. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 
8. Maintain a record of actions/decisions undertaken and times. 
9. Contact parents as required or as per service policy. 

Actions after lock-out procedure 

10. Ensure any children, educators, staff or visitors with medical or other needs are supported. 
11. Determine whether to activate your parent reunification process. 
12. Determine if there is any specific information educators, staff, children, and visitors need 

to know (e.g. parent reunification process or areas of the facility to avoid). 

13. Print and issue pre-prepared parent letters as appropriate. 
14. Undertake operational debrief with staff and IMT to identify any lock-out and procedural 

changes that may be required. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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15. Complete your Post Emergency Record form (refer to Appendix 4 of the Guide to 
Developing Your Emergency Management Plan). 

16. Education and care services and children’s services are reminded that they must report 
serious incidents to the relevant DET QARD Area Team in accordance with relevant 
regulatory requirements. This can be submitted online via the NQA IT portal. Service 
agreements also require approved providers or licensees to notify DET in the event of a 
serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious incidents 
and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.
aspx 

5. Shelter-in-place procedure 

When an incident occurs outside the early childhood service and emergency services or the Chief 

Warden/Early Childhood Commander determines the safest course of action is to keep children, educators 

and staff inside a designated building in the facility (as evacuation might reasonably expose people to a 

greater level of danger), the Chief Warden/Early Childhood Commander on-site will take charge and 

activate the IMT if necessary. 

1. Call 000 for emergency services and seek and follow advice. 
2. Move all children, educators, staff and visitors to the pre-determined shelter-in-place location 

3. Take your emergency kit/first aid kit (including your children and educator and staff 
attendance lists and a copy of this EMP). 

4. Check that all children, educators, staff and visitors are accounted for. 
5. Ensure communications with emergency services is maintained. Wait for emergency 

services to arrive or provide further information. 
6. Where appropriate, confirm with emergency services personnel that it is safe to return to 

7. Maintain a record of actions/decisions undertaken and times. 
8. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 
9. Contact parents as required or as per service policy. 

Actions after shelter-in-place procedure 

10. Ensure any children, educators, staff or visitors with medical or other needs are supported. 

11. Determine whether to activate your parent reunification process. 
12. Determine if there is any specific information educators, staff, children, and visitors need 

to know (e.g. parent reunification process or areas of the facility to avoid). 
13. Print and issue pre-prepared parent letters as appropriate. 

14. Undertake operational debrief with staff and IMT to identify any shelter-in-place and 
procedural changes that may be required. 

15. Complete your Post Emergency Record form (refer to Appendix 4 of the Guide to 
Developing Your Emergency Management Plan). 

16. Education and care services and children’s services are reminded that they must report 
serious incidents to the relevant DET QARD Area Team in accordance with relevant 
regulatory requirements. This can be submitted online via the NQA IT portal. Service 
agreements also require approved providers or licensees to notify DET in the event of a 
serious incident. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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1. Education and care services operating under the NQF refer to the fact sheet Serious 

incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.
aspx 

 

11. Response procedures for specific emergencies 
Please use this section to address any specific emergencies identified in your risk assessment. If the pre- 

populated emergencies below do not apply to your facility, please remove and replace with emergencies 

identified in your risk assessment. 

1. Building Fire 

1. Call 000 for emergency services and seek and follow advice. 

2. Activate the fire alarm. 

3. If appropriate, follow the procedure for on-site evacuation. 
4. Report the emergency immediately to the Chief Warden/Early Childhood Commander 

who will convene your IMT if necessary. 
5. Extinguish the fire (only if safe to do so). 

6. Determine which of your facility’s pre-identified on-site evacuation point/s is most 
appropriate to use. 

7. Assemble children, educators, staff and visitors at the safest evacuation assembly point as 
per the Emergency Evacuation Diagram. 

8. Evacuate to the safest evacuation assembly point as per the Emergency Evacuation 
Diagram. Closing all doors and windows. 

9. Check that all areas have been cleared and notify the Chief Warden/Early Childhood 

Commander. 

10. Check that all children, educators, staff, visitors and contractors are accounted for. 
11. Seek advice from your Approved Provider/Licensee or Person with Management or 

Control/Licensee Representative if required. 
12. Contact parents as required or as per service policy. 
13. Education and care services and children’s services are reminded that they must report 

serious incidents to the relevant DET QARD Area Team in accordance with relevant 
regulatory requirements. This can be submitted on-line via the NQA IT portal. Service 
agreements also require approved providers or licensees to notify DET in the event of a 
serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet Serious incidents 
and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the practice note 
Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

14. Direct all Media enquiries to DET Media Unit on 8688 7776  
 

2. Bushfire 

A bushfire/grassfire is observable or identified via a VicEmergency App alert, emergency services and/or other 
advice and within approximately 10 km from the school 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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1. Call 000 for emergency services and seek and follow advice. 
2. Contact Vic Emergency Hotline on 1800 126 126 for information on the fire 
3. Report the emergency immediately to the Chief Warden/Early Childhood Commander 

who will convene your Incident Management Team and in consultation with 
emergency services determine the appropriate response 

4. Report the emergency to the Incident Support and Operations Centre (24 hour, 7 days) 
on 1800 126 126 

5. Notify your region and seek advice from your regional Manager, Operations and 
Emergency Management if required 

6. Continue to monitor local conditions (wind changes, size of fire, direction of travel) and 
emergency warnings and advice messages through the VicEmergency App, TV, battery powered 
radio tuned to an emergency broadcaster (local ABC radio)   

7. Ensure staff and students do not hinder emergency services or put themselves at risk 
by going near damaged buildings or trees 

8. Direct all Media enquiries to DET Media Unit on 8688 7776 
9. Contact parents as required 
10. Staff will remain with children until they are collected by parents or relocated by 

emergency services. 

If sheltering-in-place is required, move all students, staff and visitors to the Early Years Building (EYB), if possible, 
following the identified egress route: 

11. Take your emergency kit/first aid kit (including your student and staff attendance lists 
and a copy of your EMP) 

12. Check that all students, staff and visitors are accounted for 
13. Ensure communications with emergency services is maintained. 
14. Wait for emergency services to arrive or provide further information 
15. Where appropriate, confirm with emergency service personnel that it is safe to return 

to normal operations 
16. Maintain a record of actions/decisions undertaken and times 
17. Check all windows and doors in Shelter in Place are closed (but doors are not locked). 
18. Turn off Gas 
19. Staff, wherever possible, will wear full length clothing in the event they need to patrol 

the school for embers 
20. Confirm fire equipment (including torches, water, batteries, radio, water, mops, 

buckets, school portable phone and mobile phone are in the Shelter in Place.  
21. Any sprinkler system around the school grounds to be turned on (if this does not 

compromise other water based defence systems).  
22. If safe to do so, relocate cars and any other movable combustible objects to greater 

than 20m from the Early Years Building  and the evacuation path between the Shelter 
in Place and on site evacuation location or off-sift evacuation location 

23. Staff to check that students have their shoes on and drink bottles with them 
24. Staff will endeavour to keep students as calm and hydrated as possible 
25. Staff will identify and wherever possible attend to students who show signs of or are 

known to be susceptible to smoke. If possible supply these students with smoke masks 
and any medication they require.  

26. A nominated person is to monitor the phones and radios to ensure, as far as possible, 
that communication is maintained. 

27. Consider notifying parents that staff and children are sheltering in place in the Early 
Years Building 

28. Should parents arrive at the school, parents remain in the Shelter in Place with their 
child. Any decision to leave should only occur on advice and with direct support from 
emergency services    

29. Continually monitor Shelter in Place for its integrity, immediately identify and suppress 
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any building ignitions, where safe to do so.  
30. If the building’s fire alarm activates then staff to check if activating due to smoke or if 

the building has ignited. If the building has ignited and is not safe to extinguish –
evacuate to the Onsite Evacuation location or Offsite Evacuation location via the 
defined route 

31. While sheltering at the onsite evacuation location or the offsite evacuation location 
32. Check that all students, staff, visitors and contractors are accounted for. 
33. Assemble all staff and students in a tight group maximising the distance to potential 

sources of fire, with the more vulnerable people towards the centre of the group. 
34. Staff to check that children have their shoes on and drink bottles with them 
35. Staff will endeavour to keep students as calm and hydrated as possible 
36. Administer first aid if required 
37. Staff will identify and attend to students who show signs of or are known to be 

susceptible to exposure to smoke. Where possible supply these students with smoke 
masks. 

38. Maintain communication with emergency services and remain in place until 
emergency services or additional support arrives 

39. Communicate to all parents once the all clear has been given. 
40. Ensure any students, staff or visitors with medical or other needs are supported. 
41. Advise the Incident Support and Operations Centre on 1800 126 126 that the event is 

over. 
42. Determine whether to activate your parent re-unification process. 
43. Determine if there is any specific information students, staff and visitors need to know 

(for example parent reunification process or areas of the facility to avoid). 
44. Direct all Media enquiries to DET Media Unit on 8688 7776 
45. Print and issue pre-prepared parent letters and give these to students to take home. 
46. Ensure all staff are made aware of Employee Assistance Program contact details. 
47. Seek support from Student Support Services if required. 
48. Seek support from your region/regional Manager, Operations and Emergency 

Management as required. 
49. Undertake operational debrief with staff and Incident Management Team to identify 

any shelter-in-place and procedural changes that may be required. 
50. Complete your Post Emergency Record. 
51. Direct all Media enquiries to DET Media Unit on 8688 7776. 

1. Education and care services operating under the NQF refer to the fact sheet Serious 
incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

2. Children’s services operating under the Children’s Services Act refer to the practice note 
Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

• More information about managing bushfire risks in education and care services is available in 

the fact sheet Managing bushfire risks in centre-based services available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

• Plenty Kids has completed the Early Childhood Service Site Bushfire/Grassfire Readiness Review 

Checklist, see Attachment 2.  

3. Bus Emergency 

Coordinating and client school principals will: 
1. Call 000 to request emergency assistance, if required.  
2. Monitor the VicEmergency website, app, emergency broadcast information on 

television or radio for ongoing emergency information and warnings  
3. Convene an Incident Emergency Management Team (IMT) as required 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
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4. Notify and seek advice from the SEIL and/or DET regional emergency management 
staff as required. 

5. Direct all media enquiries directly to the DET Media Unit on 8688 7776 

Coordinating school principals will: 
6. Conduct the following additional actions as relevant to the situation: 
When students are at school: 
7. determine whether to cancel an affected or potentially affected bus route 
8. hold all students on affected services at the school until the all clear is given 
9. liaise with bus operators and drivers and instruct drivers not to leave the school until 

the all clear is given 
When students are enroute: 
10. inform emergency services of the status and location of bus services and seek advice 
11. confirm or provide the bus driver with the final bus stop destination with preference 

to return to school if safe and practical to do so 
12. Confirm bus’s arrival at destination with the driver 
When overnight or before school: 
13. determine whether the bus service is to be cancelled 
14. Notify the following stakeholders of the status of the school bus route/s and how bus 

users will be affected: 
1. client school principals and other relevant organisations or individuals who are 

allocated places on affected bus services  
2. parents/carers of affected students at their school 
3. Incident Support and Operations Centre on 1800 126 126 
4. DET Regional EM staff 

Client school principals will: 
15. Notify parents/carers of students of the affect to the bus service (as advised by the 

coordinating school principal). 
16. Contact the bus coordinating school principal to confirm that parents/carers of 

students have been notified.  
17. If bus is stopped at client school when students are at school: 

1. liaise with the coordinating school principal, including to determine whether 
the bus is allowed to leave the school 

2. hold all students on affected services at the school until the all clear is given 
3. instruct the bus driver not to leave the school until the all clear is given 

A copy of your schools Student Transport Emergency Management Plan, that details the emergency procedures 
in the event of a breakdown, accident, bushfire or other emergency situation, should be attached in the 
Additional Information section at the end of your school’s EMP 

Follow the four critical actions (of the PROTECT protocol) to respond to incidents, disclosures and suspicions of 
child abuse 

1. Respond to an emergency: 
1. by ensuring immediate safety 
2. administering first aid 
3. call ‘000’ if immediate police/ambulance assistance is required 
4. preserve evidence 

2. Notification: 
1. The staff member who has formed a reasonable belief regarding child abuse or neglect must 

also report to DHHS Child Protection; and to Victoria Police if the child is in immediate danger 
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2. If report is related to alleged student sexual offending (and child is over 10 years of age) – 
contact Victoria Police on ‘000’; and DHHS Child Protection if the victim’s parent/carer are 
unable or unwilling to protect the child 

3. Report the incident to the Incident Support and Operations Centre on 1800 126 126 
4. Confirm with Victoria Police or DHHS Child Protection that it is appropriate to contact the child’s 

parent/carer. 
2. Inform the parent/carer of the suspected child abuse 

3. Provide ongoing support 
1. Establish regular communication with child’s parent/guardian/carer 
2. Develop and implement a student support plan informed by allied health and wellbeing 

professionals 

 

2. Asbestos 

1. Report the incident to the 24/7 ‘Asbestos Make Safe’ line on 1300 133 468 and follow 
their advice. Depending on the circumstances they will send an Occupational 
Hygienist, asbestos removalist and/or contractor to assess the situation  

2. Isolate the area: 
3. Vacate everyone from the affected area 
4. Restrict entry to the identified area by i.e. locking a room; erecting temporary fencing 

and/or placing tape around the area  
5. Erect signage at entrances to affected area indicating unauthorised personnel must 

not enter 
6. Report the incident on eduSafe 
7. Seek advice from the OHS Advisory Service available for assistance with the 

implementation and ongoing management of the Occupational Health and Safety 
Management System – Asbestos Requirements. OHS Advisory Service can be 
contacted on 1300 074 715. 

8. Seek advice from the VSBA Asbestos Reform Unit on 
asbestos.reform@edumail.vic.gov.au 

 

3. Flood 

1. Call 000 if immediate/life threatening  
2. Monitor the VicEmergency website and/or VicEmergency App 
3. Contact the VicEmergency hotline on 1800 226 226 for information 
4. Monitor the Bureau of Meteorology website for weather updates and weather 

warnings and follow the advice 
5. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 
6. Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 
7. Listen to local radio or TV on battery-powered sets for weather warnings and advice. 
8. Do not drive, ride or walk through floodwater 

4. Heat (extreme) 

To minimise the risks associated with extreme hot weather, schools must develop appropriate strategies and 
measures.  Actions may include the following: 

1. Call ‘000’ if immediate medical assistance is required 

Scheduling/Activities 
2. Restrict outdoor time. 

mailto:asbestos.reform@edumail.vic.gov.au


PKELC EMERGENCY MANAGEMENT 
PLAN 

M:\Policies\Policies Plenty Kids ELC\PKELC Emergency and Evacuation Policy v1.5.docx 
Page 27 of 50 

 

 

3. Cancel or re-schedule any outdoor activities by duration and intensity i.e. to start 
earlier or later in the day when the heat is less intense, and to include more rest 
breaks. 

4. Consider using alternative venues to modify and relocate activities during extreme hot 
weather (e.g. indoor recess and lunch, sports programs moved to gym/indoor area). 

5. Reschedule/move classes from classrooms with direct sunlight/no cooling.   
6. In extreme weather conditions, schools may: 
7. reduce midday recess to no less than thirty minutes 
8. adjust dismissal time accordingly. 
9. Ensure students make use of extra shade from both man-made structures (e.g. sails 

and umbrellas) and natural features such as trees to provide cooler environments for 
outdoor activities. 

10. Implement sun and UV protection policy as per School Policy and Advisory Guide 
(SPAG) as well as the SunSmart program. 

11. Where possible, ensure sufficient shelter is available for students awaiting pick-up by 
parents. 

Hydration 
12. Ensure students and staff continue to hydrate and monitor the hydration of children 

with additional needs. 
13. Remind parents to provide their child with water and modified uniform 

Ensure staff monitor students for early signs of heat stress/dehydration. 

Notification/Information 
14. Report any heat health impacts to the Incident Support and Operations Centre (24 

hour, 7 days) on 1800 126 126. 
15. Seek advice from your SEIL or regional emergency management staff if required. 
16. Direct any media enquiries to DET Media Unit on 8688 7776. 
17. Notify parents about school heat conditions 
18. Brief staff to be extra vigilant during periods of prolonged heat 

5. Industrial/factory fire 

In the event of an industrial fire or chemical emissions incident at a nearby location: 
1. Call 000 for emergency services and seek and follow any advice from Emergency 

Services 
2. Report the emergency immediately to the Chief Warden 
3. If you can detect smoke or fumes, move all staff, students, visitors and contractors 

indoors. Close windows and doors and turn off air-conditioning. 
4. Check staff, students and visitors are accounted for 
5. Check staff, students and visitors with respiratory/relevant illnesses or conditions that 

may make the particularly vulnerable to smoke or fumes. If at any time you determine 
the situation poses an unacceptable risk to these individuals, consider arranging for 
their evacuation from the school.  

6. Report the emergency to the Incident Support Operations Centre (ISOC) on 1800 126 
126 

7. Notify your region and seek further advice from your regional Manager, Operations 
and Emergency Management if required 

8. Monitor the VicEmergency website at www.emergency.vic.gov.au, or the 
VicEmergency App on your mobile device, for any warnings and advice 

9. Contact families and advise them that students are safe and not to come to the school 
until further notice (or the end of the school day) 

10. Await advice from emergency services or from the Department before resuming 
normal school activities outdoors 

11. Direct all media enquiries to the DET Communications Division (Media Unit) on 8688 

http://www.emergency.vic.gov.au/
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7776 
12. Follow-up communications with parents as required. 

Specific actions prior to the start of school: 
Monitor the situation and if it is determined to pose an unacceptable risk to staff and students based on local 
assessment of risk, consider: 

13. Contacting families and advising them that students are not to come to the school 
until further notice  

14. Follow relevant steps in the School Bus Program Emergency Management Guidelines: 
1. For bus coordinating schools, enact the Rapid Onset Emergencies – Actions for 

Coordinating Principals as part of the 2018/19 Emergency Response Procedures 
and notify client schools 

2. For bus client schools, contact the coordinating bus school to alert them to the 
incident and any necessary route cancellations or shortenings that should be 
enacted.   

Specific actions at the end of the day: 
15. Await advice from emergency services or further advice before resuming normal end 

of day procedures 
16. Consider contacting families and advising and not to come to the school for collection 

until the ‘all clear’ has been given 
17. If the situation is determined to pose an unacceptable risk to student transportation 

routes ensure parents are informed and organise alternative arrangements and follow 
the relevant steps in the School Bus Program Emergency Management Guidelines: 

1. For bus coordinating schools, enact the Rapid Onset Emergencies – Actions for 
Coordinating Principals as part of the 2018/19 Emergency Response Procedures 
for School Bus Coordinating Schools and notify client schools 

2. For bus client schools, contact the coordinating bus school to alert them to the 
incident and any necessary route cancellations or shortenings that should be 
enacted.   

6. Information security 

1. Contact your IT specialist technician for advice and support 
2. If you require support from IMTD contact the Service Desk through one of the 

following mechanisms: 
3. Phone 1800 641 943 
4. Email servicedesk@edumail.vic.gov.au 
5. Submit an IT Service Request through the Service Gateway 
6. If the incident involves sensitive and/or personal information that may identify an 

individual without their consent 
7. Phone the privacy help desk on 8688 7967 
8. Email privacy@edumail.vic.gov.au 
9. Consider notifying the Media Unit on 8688 7776 
10. If the information security breach is considered malicious contact local police 
11. Offer impacted staff option to access EAP (as applicable) 
12. Offer Student Support Services support to impacted students (as applicable) 

7. Loss of essential services 

When there is a loss of essential services (power, water, communications): 
1. Determine which services are affected and the extent of the impact.   
2. Respond to any immediate threat to student and staff safety and isolate/secure 

buildings/areas if necessary. 
3. Call 000 if emergency services are required to respond e.g. power lines down in front 

of school. 

mailto:servicedesk@edumail.vic.gov.au
mailto:privacy@edumail.vic.gov.au
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4. Contact the relevant provider/s to report outage and ascertain when restoration will 
occur. 

5. Consider consequential impacts, e.g. power outage will impact on phone lines and IT 
systems. 

6. Contact your Senior Education Improvement Leader or regional Manager, Operations 
and Emergency Management for advice and support if necessary. 

7. Report the loss of essential services to the Incident Support & Operations Centre on 
1800 126 126. 

8. Contact parents as required. 
9. Refer to the school’s Business Continuity Management Plan  

8. Major external emissions/spill (includes gas leaks) 

1. Contact the relevant utility faults/emergency line and follow advice 
2. Call 000 for emergency services and seek and follow advice. 
3. Report the emergency immediately to the Chief Warden who will convene your IMT if 

necessary. 
4. Move staff and students away from the spill to a safe area and isolate the affected 

area. 
5. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 
6. Seek advice in regards to clean up requirements, and if safe to do so, the spill can be 

cleaned up by staff. Personal Protective Equipment should be worn as per the 
requirements of the Material Safety Data Sheet and Safety Work Procedure. 

7. Notify your region and seek advice from your regional Manager, Operations and 
Emergency Management if required. 

8. Contact parents as required. 
9. Seek advice from OHS Advisory Service 1300 074 715 
10. Consider notification to WorkSafe 13 23 60 
11. Report on eduSafe. 
12. Direct all Media enquiries DET Media Unit on 8688 7776. 
13. Education and care services and children’s services are reminded that they must 

report serious incidents to the relevant DET QARD Area Team in accordance with 
relevant regulatory requirements. This can be submitted on-line via the NQA IT portal. 
Service agreements also require approved providers or licensees to notify DET in the 
event of a serious incident. 

1. Education and care services operating under the NQF refer to the fact sheet 
Serious incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.a
spx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

9. Medical emergency 

If a medical emergency occurs on a school site or on a camp/excursion 
1. Call’ 000’ if immediate/life threatening  
2. Administer first aid  
3. Contact parent/guardian of affected student  
4. Contact Incident Support and Operations Centre (ISOC) on 1800 126 126 
5. Record evidence (if applicable) 
6. Keep other students away from the emergency/incident 
7. Provide support for students who may have witnessed early stage of emergency 

 

10. Mental stress 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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1. If there is immediate and/or life threatening concern for an individual’s health or 
wellbeing contact ‘000’  

2. Administer first aid (if appropriate) – keep physically and emotionally safe 
3. Report the incident to the Incident Support and Operations Centre on 1800 126 126  
4. Consider whether the following supports are appropriate: 

1. School’s student wellbeing officers  
2. Student Support Services  
3. Doctors in Secondary Schools  
4. Kids Helpline – 1800 55 1800 
5. Headspace in schools 0458 559 736 
6. Lifeline – 13 11 14 
7. Referral to the Navigator program for wrapround support for disengaged 

learners  
8. Suicide prevention resources from Beyond Blue and/or Headspace 
9. CAT Team – acute mental health triage 

 

11. Missing child/student 

If student/child is missing and/or cannot be accounted for: 
1. Search the immediate area 
2. Contact the parent/carer  
3. Contact ‘000’ for police to report child missing 
4. Provide a description, time last seen and location 
5. Report the incident to the Incident Support and Operations Centre on 1800 126 126 

 

12. Intruder 

1. Call 000 for emergency services and seek and follow advice. 
2. Report the emergency immediately to the Chief Warden. 
3. Do not do or say anything to the person to encourage irrational behaviour. 
4. Initiate action to restrict entry to the building if possible and confine or isolate the 

threat from building occupants. 
5. Determine whether evacuation, lock-down or shelter-in-place is required. Do this in 

consultation with the Police where possible. 
6. Evacuation only should be considered if safe to do so. 
7. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 
8. Notify your region and seek advice from your regional Manager, Operations and 

Emergency Management if required. 
9. Contact parents as required. 
10. Direct all Media enquiries to DET Media Unit on 8688 7776 

1. Education and care services operating under the NQF refer to the fact sheet 
Serious incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheet
s.aspx 

2. Children’s services operating under the Children’s Services Act refer to the 
practice note Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes
.aspx 

13. Bomb/substance threat 

If a suspicious object is found or the threat identifies the location of a bomb 

Immediate response 
1. Immediately clear and cordon off the area in the vicinity of the object. 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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2. Call 000 for police and seek and follow advice. 
3. Report the threat to the Chief Warden/Early Childhood Commander. 
4. Do not approach, touch, tilt or tamper with the object. 

Evacuation 
5.  Evacuate the facility and: 

1. Ensure children, educators and staff are not directed past the object 
2. Alert any other services co-located at the facility site 
3. Check that all children, educators, staff and visitors are accounted for 
4. Restrict all access to the site and ensure there are no barriers inhibiting access 

by police or emergency services 

Communication 
6. Provide police with details of the situation and actions you have taken and intend to 

take. Follow any advice provided by police. 
7. Contact parents when evacuation is complete and it is safe to do so. 
8. Notify your approved provider/licensee or licensee representative and seek advice if 

necessary. 
9. Await ‘all clear’ advice from police before returning to buildings to resume normal 

activities. 
10. Education and care services and children’s services are reminded that they must 

report serious incidents to the relevant DET QARD Area Team in accordance with the 
relevant regulatory requirements. This can be submitted on-line via the NQAIT portal. 
Service agreements also require approved providers or licensees to notify DET in the 
event of a serious incident. 

11. Education and care services operating under the NQF, refer to the fact sheet Serious 
incidents and complaints available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx 

12. Services operating under the Children’s Services Act 1996 refer to practice note 
Serious incidents available at: 
www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx 

If a bomb/substance threat is received by telephone: 
13. DO NOT HANG UP 
14. Keep the person talking for as long as possible and obtain as much information as 

possible. 
1. Without alerting the caller, signal a co-worker to: 
2. call 000 for emergency services on a separate phone 
3. notify the Chief Warden/Early Childhood Commander. 

15. Fill out the bomb threat checklist provided on the next page to record the following 
details while you are on the phone to the caller. The checklist should be located with 
staff who normally answer in- coming phone calls. Listen carefully for a full description 
and take note of: 

16. gender of caller 
17. age of caller 
18. accents or speech impediments 
19. background noises 
20. words/voices of people in the background (gender, age, accents, speech impediments) 
21. key phrases used 
22. whether the threat is automated/robotic/taped/recorded 

Ask the caller: 
23. where exactly is the bomb/substance located? 
24. what time will the bomb explode/the substance be released? 
25. what will make the bomb explode/how will the substance be released? 

http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/nqffactsheets.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
http://www.education.vic.gov.au/childhood/providers/regulation/Pages/vcspracnotes.aspx
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26. what does the bomb look like? 
27. what kind of device/substance is it? 
28. who put the bomb/substance there? Why was it put there? 
29. what kind of substance is it (gas, powder, liquid)? How much is there? 
30. where are you? Where do you live? 
31. what is your name? What are your contact details? 
32. Once the call is finished: 

1. DO NOT HANG UP – it may be possible for police to trace the call if the 
telephone line is kept open, regardless of whether the caller hangs up. 

2. Immediately:  
1. inform the Chief Warden/principal if this has not yet been done 
2. call 000 to report threat to police if this has not yet been done – use a 

different telephone line or mobile phone 
3. clear and cordon off the area if the caller identified the location of the 

object. Do not approach, touch, tilt or tamper with the object. 
3. implement evacuation and communication procedures as indicated in section 

“If a suspicious object is found” above 
4. report the emergency to the Incident Support and Operations Centre on 1800 

126 126 
5. ensure all of the caller information has been written down and provided to 

police on arrival. 

If a bomb/substance threat is received by letter 
33. Place the letter in a clear bag or sleeve and store in a secure place 
34. Avoid any further handling of the letter or envelope 
35. Call 000 for police and seek and follow advice 
36. Notify the Chief Warden/principal 
37. If the letter identifies the location of a device, immediately clear and cordon off the 

nominated area. Do not approach, touch, tilt or tamper with the object. 
38. Implement evacuation and communication procedures as indicated in section “If a 

suspicious object is found” above. 
39. Report emergency to the Incident Support and Operations Centre on 1800 126 126 

If a bomb/substance threat is received electronically e.g. by email 
40. DO NOT DELETE THE MESSAGE 
41. Call 000 for police and seek and follow advice 
42. Notify the Chief Warden/principal 
43. If the email identifies the location of a device, immediately clear and cordon off the 

area. Do not approach, touch, tilt or tamper with the object. 
44. Implement evacuation and communication procedures as indicated in section “If a 

suspicious object is found” above. 
45. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 

If you are at the site of an explosion 

46. Direct staff to shelter students under sturdy tables or desks if objects are falling 
around you. 

47. Implement evacuation and communication procedures as indicated in section “If a 
suspicious object is found” above. Do not retrieve personal belongings or make phone 
calls when evacuating. 

48. Help others to leave the area. Use stairs instead of elevators. 
49. Be aware of weakened floors and stairways and watch for falling debris. 
50. Once out of the affected building:  

1. Move students away from windows and glass doors or other potentially 
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hazardous areas 
2. Use caution to avoid debris that could be hot or sharp 
3. Call 000 for emergency services and seek and follow advice 
4. Report the emergency to the Incident Support and Operations Centre on 1800 

126 126 
5. Be aware of any potential secondary explosions 
6. Limit use of phones as communications systems may become congested. 
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11.16 Severe weather event 

1. Call 000 if emergency services are needed and seek and follow advice. 
2. Before the storm, store or secure loose items external to the building, such as outdoor furniture and rubbish bins. 
3. Secure windows (close curtains and blinds) and external doors. If necessary, tape windows and glass entrances. 

Utilise boards and sandbags if required. 
4. Monitor the VicEmergency website and/or VicEmergency App 
5. Monitor the Bureau of Meteorology website for weather updates and weather warnings 
6. During a severe storm:  
7. Remain in the building and keep away from windows. 
8. Restrict the use of telephone landlines to emergency calls only, particularly during a thunderstorm. 
9. Report any matter concerning the safety and wellbeing of students, staff and visitors to the Chief Warden. 
10. Disconnect electrical equipment – cover and/or move this equipment away from windows. 
11. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 
12. Notify your region and seek advice from your regional Manager, Operations and Emergency Management if 

required. 
13. Listen to local radio or TV on battery-powered sets for weather warnings and advice. 

11.17 Smoke 

This procedure may be used if you are not under direct threat from a fire and are remaining in smoky conditions. 

 Medical 
14. Call 000 if anyone is experiencing wheezing, chest tightness and difficulty breathing. 
15. Closely monitor for adverse effects of smoke on students and staff. 
16. Students and staff with existing heart or lung conditions (including asthma) should follow the treatment plan 

advised by their doctor. 
17. Asthmatics must follow their personal asthma action plan and keep a reliever or inhaler on hand. 
18. Notify parents about school conditions and to ensure they cater for their child’s needs e.g. extra inhaler. 

Activities/Indoors 

19. Restrict outdoor activities or as appropriate, cancel, re-schedule or use alternative venues for any outdoor 
activities. 

20. Close windows and doors. 
21. Switch air conditioners to ‘re-circulate’ or ‘reuse air’ (turn it off if it doesn’t have this function) 
22. Limit prolonged or heavy physical activity relative to the conditions. 

Notification/Information 
1. As appropriate:  
1. report the incident to the Incident Support and Operations Centre (24 hour, 7 days) 1800 126 126 

2. notify your region and seek advice from your SEIL or regional Manager, Operations and Emergency 
Management if required 

3. direct all Media enquiries to DET Media Unit on 8688 7776. 
4. For health information about smoke go to: www.betterhealth.vic.gov.au/bushfiresmoke or 

http://www.betterhealth.vic.gov.au/plannedburns 
5. For information about planned burns in your area call 1800 226 226, download the VicEmergency 

app.  Detailed information about the time, location and status of planned burns for the next 10 days can 
be found at http://www.delwp.vic.gov.au/fire-and-emergencies/planned-burns-for-the-next-ten-days 

6. Tune in to your ABC Radio station and keep listening for advice and warnings. You can find your local 
station on the ABC Radio frequency finder as well as listen online or via the ABC Radio app. 

http://www.betterhealth.vic.gov.au/bushfiresmoke
http://www.betterhealth.vic.gov.au/plannedburns
http://www.delwp.vic.gov.au/fire-and-emergencies/planned-burns-for-the-next-ten-days
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11.18 Snakes 
1. Treat the snake as venomous – almost all snakes occurring on or entering school properties in Victoria are 

venomous. 
2. Remain calm and alert students and staff – advise them to stay calm, move away slowly and keep away.  
3. If the snake is very close to you (around 1.5 metres or less) remain motionless until the snake moves away. 
4. If the snake is not agitated or defensive, calmly and slowly move to a safe distance away from the snake 

observing its position at all times. 
5. If the snake is located around buildings and playgrounds consider the need to activate a Lock Down procedure. 
6. If the snake is located inside a building, consider the need to evacuate the classroom or building. 
7. Leave the snake alone and give it the opportunity to escape. If possible, monitor the snake from a safe distance 

(at least 5 metres away) in order to see where it goes and to direct a snake catcher to the snake (or its shelter 
site) if one is called. 

8. If the snake remains on school grounds, call the local licensed snake catcher on insert local snake catcher contact 
details here. 

9. Report the incident to the Incident Support and Operations Centre on 1800 126 126. 

11.19 Traumatic death/injury/grief 
If death or injury occurs on a school site (that impacts or risks impacting the health, safety and wellbeing of 
students or staff):   

10. Contact ‘000’ for police/ambulance attendance 
11. Contact the Incident Support and Operations Centre (ISOC) on 1800 126 126 
12. Seek Student Support Services support  
13. Refer to the ‘Managing Trauma’ guide to support, plan for, and lead an effective recovery including: 

1. Develop a Communications Plan – check what information can be released 
2. Notification (as appropriate) to school community – letter, newsletters, emails, phone calls, text 

messages or SMS alert 
3. Limit exposure to ongoing trauma, distressing sights, sounds and smells 
4. Continue to identify those most at risk and triage for support 
5. Consider tribute, memorial, ritual 

14. Monitor the wellbeing of staff 
15. Actively implement self-care strategies 
16. If the incident occurs on school premises/camp/excursion 

1. Preserve the evidence 
2. Contact Region – i.e. Senior Education Improvement Leader, regional Manager, Operations and 

Emergency Management 
3. Contact Legal Division on 9637 3146 
4. Consider a Worksafe Notification 13 23 60 
5. Contact Communications Division/Media Unit on 8688 7776 

 

11.20 Violence and/or aggression 
Violence, aggression, harassment, on school site: 

17. Intervene only if safe to do so 
18. Contact ‘000’ if immediate/life threatening and require police/ambulance attendance 
19. Initiate action to confine or isolate the aggressor 
20. Determine whether evacuation, lock-down or Shelter in Place is required.  
21. Administer first aid if required and safe to do so 
22. Contact parent/guardian of student(s) impacted 
23. Report the incident to the Incident Support and Operations Centre (ISOC) on 1800 126 126 
24. Seek Student Support Services or School Wellbeing Officer support to develop a behaviour management plan  
25. Record evidence (if applicable) 
26. If multiple students involved and/or witness incident, isolate to preserve the integrity of the evidence until 

interviews etc can take place 
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If staff are directly impacted: 

27. Consider lodging an eduSafe report  
28. Consider whether a report to WorkSafe is required 
29. Contact Employee Assistance Program for support 
30. Consider liaison with the Principal Early Intervention Program 
 

If there is an allegation of reportable conduct: 
1. Notify the Employee Conduct Branch on 9637 2595 or employee.conduct@edumail.vic.gov.au and follow their 

advice 
 

11.21 Earthquake 
2. Call 000 if emergency services are needed and seek and follow advice. 
3. The Chief Warden will convene the IMT if necessary. 
4. Report emergency to the Incident Support and Operations Centre on 1800 126 126. 
5. Notify your region and seek advice from your regional Manager, Operations and Emergency Management if 

required. 

If Outside 
Instruct staff and students to: 

1. Stay outside and move away from buildings, streetlights and utility wires. 
2. DROP, COVER and HOLD  

1. DROP to the ground 
2. Take COVER by covering your head and neck with their arms and hands 
3. HOLD on until the shaking stops. 

If Inside 
Instruct staff and students to: 

1. Move away from windows, heavy objects, shelves and so on 
2. DROP, COVER and HOLD  

1. DROP to the ground 
2. Take COVER by getting under a sturdy table or other piece of furniture or go into the corner of the 

building covering their faces and head in their arms 
3. HOLD on until the shaking stops. 

After the earthquake 
1. Evaluate the need to evacuate if there are uncontrolled fires, gas leaks or structural damage to the 

building you are in. 
2. If you evacuate, watch out for fallen trees, power lines, and stay clear of any structures that may 

collapse. 
3. Arrange medical assistance where required. 
4. Help others if you can. 
5. Report any matter concerning the safety and wellbeing of students, staff and visitors to the Chief 

Warden. 
6. Contact parents as required. 
7. Tune in to ABC radio if you can and follow any emergency instructions. 
8. If the school property is damaged and it is safe to do so, take notes and photographs for insurance 

purposes. 
9. Direct all Media enquiries to DET Media Unit on 8688 7776 

11.22 Pandemic and Communicable Diseases 
Appendix B of the DET Pandemic Influenza Incident Response Plan provides details of the key actions for schools 

mailto:employee.conduct@edumail.vic.gov.au
https://edugate.eduweb.vic.gov.au/edrms/collaboration/EM/EM%20Policy%20Tools%20and%20Resources/Pandemic%20Influenza%20Stages%20and%20Key%20Actions%20for%20Schools.docx
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to implement at each of the preparedness and response stages of a pandemic influenza event. 

Incident response 
In April, (or at the time of the overseas detection if earlier), prepare to enact pandemic response section of your 
EMP with stakeholders and prepare to activate IMT. 
 
Hygiene measures 
Reinforce basic hygiene measures including: 
1. provide students and staff with information about the importance of hand hygiene (more information is 

available at Better Health) 
2. provide convenient access to water and liquid soap and alcohol-based hand 39anitizer 
3. educate staff and students about covering their cough with tissue or inner elbow to prevent the spread 

of germs 
4. careful disposal of used tissues. 
5. Ensure germicidal wipes are available in stationary supplies for staff to clean staff administrative area, 

telephones etc. 
Communications 
6. In May, (or at the time of the overseas detection, if earlier), ensure hygiene information/posters are 

communicated/ displayed. 
7. In late May, (or at the time of the overseas detection, if earlier), consider providing information sessions 

for staff and parents/carers to communicate: 
1. the status of the situation 
2. the risk of influenza and how to identify pandemic influenza symptoms and cases of possible 

influenza based on the current, up-to-date case definition by the Chief Health Officer, DHHS 
3. best practice hygiene measures 
4. measures for vulnerable students. 

8. Access and follow Chief Health Officer, DHHS/Principal Medical Advisor advice provided by DET and 
distribute consistent messaging to staff, students and parents/carers. 

9. Encourage staff and parents/carers to obtain seasonal flu vaccination as appropriate (especially those 
people/families at a greater risk of infection). 

10. School Nursing Program nurses may assist with information dissemination (provided by the DHHS) as 
directed by Area School Nurse Managers (based at regional offices). 

11. Prepare sample letters for parents/carers for the next stage (if required). 
Travel advisories 
12. Encourage staff and parents/carers to access the smartraveller website prior to international travel. 
13. Where appropriate, consider implementing procedures to repatriate staff and students who are 

overseas on a school trip if there is a risk of travel restrictions and overseas border closures, or risk of 
pandemic in a nearby country. 

14. For international students studying in Australia, provide advice to students and their parents/carers that 
in the event of an increased influenza pandemic risk, students may be sent home and, if travel 
restrictions apply, how the school will meet its duty of care obligations etc. 

Business continuity 
15. Ensure currency of business continuity plan which: 

1. identifies minimum requirements and key staff for continued operations (including planning for 
the absence of the principal) 

2. considers workforce strategies to enable continued operations, if pandemic affects a portion of 
the workforce. 

 
 

http://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/handwashing_why_it's_important
http://www.smartraveller.gov.au/
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1. Area map 
 
 
 

Legend 

Primary off-site assembly point 
 

 
Route to Primary off-site assembly point  

 

Emergency services access point  
 

Distance to Primary off-site assembly point: 

700 metres 

Approx. time to reach off-site assembly point: 

3 minutes 

Plenty Kids Primary Off- 

Date Evacuation Diagram Validated: 4th February 2019 
Site Evacuation Point 

Plenty Kids ELC Primary 

Evacuation Area 

Plenty Kids ELC Secondary 

Evacuation Area 

Emergency 

Services Entrance 
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2. Evacuation diagram 
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3. Parent / family contact information 
This list is stapled to the back, inside cover of each group’s daily attendance book, in a sealed envelope. 

 

4. Children, educators and staff with additional needs 
As of the 27th March 2020, there are no children with additional needs. 

 

PART 2– EMERGENCY PREPAREDNESS 

5. Early childhood service facility profile 

1. General Information 
 

Name Details 

Early Childhood Service Name Plenty kids Early Learning Centre 

Physical Address 840 Yan Yean Road, Doreen VIC 3754 

Operating Days Monday to Friday 

Operating Hours 08:15am to 4:00pm 

Phone 03 9717 7400 

Email samantha.greenwood@pvcc.vic.edu.au 

Fax 03 9717 7475 

Website https://www.pvcc.vic.edu.au/ 

Number of buildings One 

Is the facility a designated Neighbourhood Safer Place? N/A 

Shelter-In-Place Location N/A 

Number of Children (or approved places) 44 

Total Number of Educators/Staff 5 

Methods used for communications to our service’s 

community 
Phone 

 
2. Other services/users of site 

 

Name Details 

Service / User Name N/A 

Location N/A 

Children/Visitor Numbers N/A 

Operating Hours/Days N/A 

Emergency Contact Name N/A 

Phone Number N/A 

Mobile Number N/A 

mailto:samantha.greenwood@pvcc.vic.edu.au
https://www.pvcc.vic.edu.au/
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3. Building information summary 

 

Telephone Landlines 

Location Number 

Reception 03 9717 7400 

 

Alarms 

Name Location Monitoring Company Location of shut-off instructions 

Fire PA System in all rooms N/A N/A 

Intrusion PA System in all rooms N/A N/A 

Other N/A N/A N/A 

 

Utilities 

Name Location Service Provider Location of shut-off instructions 

Gas / Propane: N/A N/A N/A 

Water: N/A Yarra Valley Water N/A 

Electricity: N/A Energy Australia N/A 

 

Sprinkler System 

Location of Control Valve: None 

Location of Shut-off Instructions: None 

 

Building and site hazards 

Hazard description Location 

N/A N/A 

N/A N/A 
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6. Risk assessment 
This table lists the identified hazards and threats to our early childhood service, assessment of the risks associated with those hazards and how we reduce their impact. 

*Please note that under regulation 168(2)€ of the National Regulations, services operating under the NQF must have emergency procedures that are based on a risk 

assessment that is conducted to identify potential emergencies that are relevant to the service. 
 

Identify Potential 

Threats/Hazards 

List the hazards 

that could cause 

injury/incident 

 

 
Description of Risk 

 

 
Current Risk Control Measures 

Risk Rating 

(refer to OHS Risk 

Management Procedure 

 
Risk Control Measures 

List the control measures required to 

eliminate or minimise the risk Conseq 

uence 
Likelihood Risk Level 

Potential Bushfire 1. Risk of injury from 
burns or smoke 
inhalation 

2. Risk of property 
damage or loss 

1. Liaise with local fire services to 
determine potential controls 
e.g. clearing trees, building 
safety etc. 

2. Ensure Emergency Management Plan 
is up-to-date including 
identification of shelter-in-place 
and evacuation points. 

3. Check CFA website, alerts during the 
bushfire season. 

4. Schedule and practice emergency 
evacuation drills on a regular 
basis. 

5. Ensure there is a business continuity 
plan in place. 

Severe Possible Extreme 1. Fire extinguishers located in each 
room at the school. 

2. Extreme weather warning 
communicated to staff at 
school and Plenty Kids Early 
Learning Centre program 

3. Liaise with local fire authorities if 
fire warning has occurred 

4. Evacuation procedure practice 
each term 

5. Evacuation procedure on display 
at the service. 

6. EMP is updated annually 
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Grassfires 1. Risk of 
death/injury 
from burns or 
smoke 
inhalation. 

1. Liaise with local fire services to 
determine potential controls 
e.g. clearing trees, building 
safety etc. 

2. Ensure Emergency Management Plan 
is up-to-date including 
identification 

Major Possible Extreme 1. Fire extinguishers located in each 
room at the school. 

2. Extreme weather warning 
communicated to staff at 
school and Plenty Kids Early 
Learning Centre program 
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 1. Risk of property 
damage or 
property loss. 

2. Risk of 
psychological 
injury. 

• 

of shelter-in-place and evacuation 
points. 

1. Check CFA website, alerts during the 
bushfire season. 

2. Schedule and practice emergency 
evacuation drills on a regular 
basis. Ensure there is a business 
continuity plan in place. 

   1. Liaise with local fire authorities if 
fire warning has occurred 

2. Evacuation procedure practice 
each term 

3. Evacuation procedure on display 
at the service. 

4. EMP is updated annually 

Fire 1. Risk of 
death/injury 
from burns or 
smoke 
inhalation. 

2. Risk of property 
damage or 
property loss. 

3. Risk of 
psychological 
injury. 

• 

1. Ensure fire services equipment (fire 
hose reels, fire extinguishers, fire 
blankets, hydrants) is tested and 
tagged as per Australian 
Standards. 

2. Ensure there is a fire blanket (tested 
and tagged to Australian 
Standards) available in all kitchen 
areas. 

3. Ensure all electrical equipment is 
tested and tagged as per Australian 
Standards and that frayed leads, 
damaged equipment etc are 
disposed of in an appropriate 
manner. 

4.  Ensure there is a business continuity 
plan in place. 

Major Unlikely Medium 1. Fire extinguishers located in each 
room at the school. 

2. Liaise with local fire authorities if 
fire warning has occurred 

3. Evacuation procedure practice 
each term 

4. Evacuation procedure on display 
at the service. 
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Severe Weather 

and Storms 

1. Risk of roof down 
flooding 

2. Risk of injury. 
3. Risk of property 

damage. 

• 

1. Ensure roofs/gutters/drains are clear. 
2. Liaise with SES/local government to 

identify potential risks. 
3. Develop contingency for storage of 

equipment/materials if 
necessary. 

4. Test communications 
5. Ensure there is a business continuity 

plan in place. 

Major Possible High 1. Liaise with PVCC Executives if 
school is closed due to 
severe weather 

2. Evacuation procedure practice 
each term 

3. Evacuation procedure on display 
at the service. 
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Flooding 1. Risk of injury 
2. Risk of property 

Damage 

1. Ensure EMP includes planning and 
response procedures for floods. 

2.  Liaise with SES/local government to 
identify potential risks. 

3. Develop contingency for storage of 
equipment/materials if possible. 

4. Ensure there is a business. 

Major Possible High 1. Evacuation procedure practice 
each term 

2. Evacuation procedure on display 
at the service. 

3. EMP is updated annually 

Intruders/ 

personal threat 

1. Physical or 
psychological 
injury could 
occur to staff, 
children, 
visitors or 
contractors if 
threatened or 
physically 
assaulted by an 
intruder. 

2. There is a risk that 
property could 
be damaged. 

1. Ensure reception is a secure area and 
that no-one can enter the office 
area unless they have a pass/key. 

2. Ensure any visitors/contractors sign in 
through the office area when they 
first arrive on site. 

Major Possible Medium 1. Evacuation procedure practice 
each term 

2. Evacuation procedure on display 
at the service. 

Earthquake 1. Risk of injury 
2. Risk of property 

Damage 

1. Ensure EMP is up-to-date. 
2. Training to staff and children in 

emergency response procedures 
during an earthquake e.g. drop, 
cover and hold. 

3. Ensure there is a business continuity 
plan in place. 

Major Unlikely Medium 1. Evacuation procedure practice 
each term 

2. Evacuation procedure on display 
at the service. 

3. EMP is updated annually 
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Bomb Threat 1. Physical or 
psychological 
injury could 
occur to staff or 
visitors. 

1. Ensure each phone has a Bomb Threat 
Checklist available. 

2. Schedule and practice emergency 
evacuation drills on a regular 
basis. 

Major Possible High 1. Evacuation procedure practice 
each term 

2. Evacuation procedure on display 
at the service. 
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 • 1. Implement and follow Bomb Threat 
response procedure (located in 
EMP). 

• 

   1. EMP is updated annually 

Major Medical 

Emergency 

1. There is a risk to 
health and 
possibly death. 

• 

1. First Aid Officer is appointed and 
training is up-to-date. 

2. First Aid Officers follow first aid and 
infection control processes. 

3. Staff are aware of emergency 
procedures. 

• 

Major Possible High 1. Staff are fully trained in first aid, 
CPR, Anaphylaxis and Asthma 

2. Staff update qualifications every 12 
months or as required. 

3. Serious incident procedure 
communicated to staff 

Hazardous 

Substance 

Release: Inside 

and Outside 

Facility Grounds 

• Exposure to certain 
liquids or gas that 
may be hazardous to 
health 

• Develop and implement safe work 
procedures for 

• handling chemicals. 
• Schedule and practice emergency 

evacuation drills on a regular basis. 

• Ensure EMP is up-to-date. 
• Obtain Material Safety Data Sheets 

(MSDS) for all Dangerous Goods and 
Hazardous Substances on-site from the 
supplier or manufacturer. 

Major Unlikely Medium • School to communicate to Plenty 
Kids Early Learning Centre program 
if works are taking place on the 
grounds. 

• Evacuation procedure practice 
each term 

• Evacuation procedure on display 
at the service. 

• EMP is updated annually 
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4. Emergency response drills schedule 

 
Year:   Group Name:   
  

 
Type of Drill 

 

 
Person Responsible 

 

Target 
Date 

 

Date Drill 
Performed 

Observer’s 
Record 

Completed* 

✓ 

 

 
Term 1 

 
Emergency Evacuation Drill 

 
Week 3 

  

 
Week 6 

  

 
Lockdown Drill 

 
Week 3 

  

 
Week 6 

  

 
 

 
Term 2 

 
Emergency Evacuation Drill 

 
Week 3 

  

 
Week 6 

  

 
Lockdown Drill 

 
Week 3 

  

 
Week 6 

  

 

 
Term 3 

 
Emergency Evacuation Drill 

 
Week 3 

  

 
Week 6 

  

 
Lockdown Drill 

 
Week 3 

  

 
Week 6 

  

 

 
Term 4 

 
Emergency Evacuation Drill 

 
Week 3 

  

 
Week 6 

  

 
Lockdown Drill 

 
Week 3 

  

 
Week 6 

  

Emergency Management Plans are required to be tested regularly. 

VRQA minimum standards require facilities on the Bushfire At Risk Register (BARR) to practise evacuation drills at 

least once per term during the October-April bushfire season. Evacuation drills must involve all children and staff 

moving to either a nominated on-site ‘shelter-in-place’ or an off-site evacuation point as per the school’s Emergency 

Management Plan. Early Childhood Services are encouraged to practice evacuation drills at least once per term 

during the October-April bushfire season. 
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DOCUMENT HISTORY AND VERSION CONTROL RECORD 
 

Name of document: PKELC Emergency Management Plan 

Responsible officer: Centre Director (Nominated Supervisor) 

Approved by: Principal (Approved Provider) 

Assigned review period: Annually 

Date of next review: December 2022 

Category: Staff & Parents 
 
 
 

Version 
number 

Version date Responsible officer Amendment details 

0.1 04/12/2017 Centre Director Initial issue as a controlled document 
1.0 04/02/2019 Principal Approved policy. 
1.1 26/03/2020 Centre Director Updated staff contact details. Formatting Changes 
1.1 27/03/2020 Centre Director Minor changes to wording and formatting 
1.1 23/04/2020 Principal Approved and signed. 
1.2 26/11/2020 Centre Director Updated details for 2021. 
1.2 03/12/2020 Centre Director Policy formatted in line with new style guide. 
1.2 03/12/2020 Principal Approved and signed. 
1.3 25/11/2021 Centre Director Reviewed and amended in line with ELAA 

recommendations. 
1.4 02/09/2022 Principal Approved and signed. 

 
Approved By: 

 

 
 
 

John Metcalfe 

Principal 

 
02/09/2022 

Date 
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Attachment 2: Early Childhood Service Site Bushfire / Grassfire Readiness Review Checklist 

Early childhood service site bushfire / grassfire 

readiness review checklist  

   
SERVICE NAME: PLENTY KIDS EARLY LEARNING CENTRE   

PROVIDER NUMBER: PR-40010731  
SERVICE PREMISES ADDRESS: 840 YAN YEAN RD, DOREEN, VIC, 3754  

REVIEW CONDUCTED BY:   SAMANTHA GREENWOOD & SUE TAGGERT            REVIEW DATE:  10 / 02 /2022   

BUSHFIRE ATTACK LEVEL RATING (BAL):  CATEGORY 4     DATE OF RATING:  9 /12 /2021  
 

  

ENSURING YOUR EARLY CHILDHOOD SERVICE’S (SERVICE) BUILDINGS, SAFETY AND COMMUNICATIONS EQUIPMENT AND SURROUNDS ARE AS 

BUSHFIRE/GRASSFIRE READY AS POSSIBLE IS CRITICAL TO REDUCING THE CONSEQUENCES OF BUSHFIRE/GRASSFIRE RISK TO CHILDREN AND 

STAFF.  

This early childhood service site bushfire/grassfire readiness checklist is a key part of your annual bushfire preparation and complements other important tasks 
including:   
• Reviewing and updating the service’s Emergency Management Plan (EMP)   

• Conducting regular drills/scenarios to rehearse emergency and evacuation procedures for specific types of hazards/threats  

• Ensuring that staff with responsibilities in an emergency understand and can perform their roles   

• Socialising your EMP with families, local emergency services, local Council, the CFA (the CFA will be able to advise on many of the items covered in this checklist) 

and the broader community  

• Aligning your EMP with that of any facility sharing your site or in close proximity  
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4. Fire and Safety Equipment    

  Yes/No  Required Action  
Due 

Date  

The service specific emergency warnings/alarms for evacuation, lockdown and shelter-

in-place (if these are not able to function during a power outage, alternative 

arrangements have been developed)  

Yes (whistles)       

Contents of the emergency kit are regularly checked against the checklist of required 

items in the service’s Emergency Management Plan  
Yes       

The following fire protection equipment, where in place, has been tested (check testing 

tag for currency) and is in working condition in accordance with the Building 

Regulations 2006:  

Yes      

• Portable fire extinguisher/s, including correct colour code  Yes      

•  Fire blanket/s in kitchen/cooking areas  Yes      

•  Fire hose reel/s  
Yes      

•  Fire hydrant/s  Yes      

• Water storage tank connections for fire appliances  No      

•  Fixed water pressure pumps  Yes      

•  Emergency generator/power system  Yes      

•  Water supplies and equipment  Yes      

• Sprinklers (including any roof mounted and irrigation systems)  Yes      

•  Alarms  Yes      
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•  First aid materials  Yes      

•  Fire blankets  Yes      

•  Communications systems  Yes      

• Other:   

• (e.g. roller shutters on the shelter-in-place location)  
No      

The service’s register of emergency equipment and maintenance testing is up to date  Yes      

Nominated staff have been instructed in, and practised the operation of fire protection 

equipment  
Yes      

Fire safety equipment, including hydrants are clear of vegetation and obstruction, is 

easily accessible and visible   
Yes      

All fire protection equipment has clear signage and operating instructions are 

displayed   
Yes      

The service has equipment to safely move children if necessary  Yes      

  

    

5. Vegetation Management    

  Yes/No  Required Action  
Due 

Date  

The site has been slashed or cleared of all flammable undergrowth such as dry grass to the site 

boundary  
Yes      

A fuel reduction zone has been established around buildings (20 metres as a guide) by cutting 

long grass, removing dead vegetation and pruning lower limbs of established trees (check with 

local council before removing trees)   

Yes      
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The fuel reduction zone does not have plantings that are dense and typical of bushland settings 

(but may include low plantings with low flammability characteristi–s - seek advice from the CFA 

if necessary)  

Yes      

Trees or branches overhanging buildings and sheds have been removed or trimmed to a height 

of 2 metres from building rooflines and 2 metres clear of buildings  
Yes      

All stockpiled leaves, prunings, dead limbs and trees and other combustible materials have been 

removed from the site   
Yes      

Thick, continuous shrubs or other vegetation contacting building walls or directly under windows 

have been removed  
Yes      

Roof gutters are clear of leaves, twigs and branches  Yes      

6. Emergency Communications  

It is critical to ensure the service is able to remain in contact with emergency services, parents and other relevant parties, such as school bus program coordinator 
schools where appropriate etc. during an emergency.  

  Yes/No  Required Action  
Due 

Date  

In case of a power outage, the service has options/arrangements to maintain communications 

(e.g. dedicated landline, Emergency Positioning Indicator Radio Beacon (EPIRB), satellite phone, 

designated school mobile phone)  

Yes      

Where possible, the service is able to access IT systems, including  for sending emergency SMS 

messages to parents from an off-site location   
Yes      

The service has a battery operated radio in its shelter-in-place location or emergency kit  Yes      
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7. Evacuation/Relocation, Site Access and Surrounds  

  Yes/No  Required Action  
Due 

Date  

Emergency and evacuation floor plans/diagrams and instructions are displayed in a prominent 

position near each exit at the service (Regulation 97).  Further guidance is provided in DET’s 

‘Guide to developing your emergency management plan’   

Yes  

Correct the N E S W orientations 

of Emergency Evacuation Route 

signs/maps/plans  

  

Exit signs are displayed over emergency exits  Yes      

Designated emergency exits are free of obstruction and easy to open  Yes      

The services has equipment to safely move children with a disability where this is required  Yes      

Fire appliances can access water tank connections  Yes      

Where they exist, driveways and fire vehicle access areas are clear of debris and any obstacles 

(CFA advises fire truck access requires 4m wide and 4m high that is clear of overhanging 

branches and archway structures)  

Yes      
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The service has more than one option for evacuating off-site  

Yes  

Assembly area 1 – oval  

Assembly area 2 – basketball 

court  

Assembly area 3 – when facing 

the school from Yan Yean Rd the 

neighbour to the left has given us 

permission to use their land for 

an offsite emergency evacuation.  

  

Where neighbouring properties pose a fire risk to the service because of vegetation, flammable 

materials or  

activities conducted on the property, the service has consulted the property owner, local council 

or  Department of Environment, Land, Water and Planning as appropriate to address the issue  

Yes      

  

  

  

  

8. Shelter-In-Place  

All services should have nominated location/s in which to shelter-in-place (SIP).  The shelter-in-place location can be used to provide temporary accommodation 
until emergency services arrive or as a place of last resort if there is insufficient time to evacuate.  

  Yes/No  Required Action  
Due 

Date  

Location/s in which to shelter-in-place on the site have been identified  

The SIP location/s are able to accommodate all students and staff   Yes  Early Years Building    

The SIP location/s provide access to toilets and water  Yes      
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The SIP location/s have more than one entry and exit point  Yes      

The SIP location/s allow access for students and staff of all abilities  Yes      

Safety equipment in the SIP location/s is in proper working order   Yes      

  

    

9. Flammable Substances/Materials and Site Rubbish  

  Yes/No  Required Action  
Due 

Date  

Gas storage systems (portable bottles and fixed tanks), flammable materials and substances and 

other dangerous goods are maintained, secured and controlled in accordance with the WorkSafe 

Code of practice for the storage and handling of dangerous goods  

Yes      

Gas storage/flammable liquids are kept away from the SIP location/s  Yes      

If the car park is near the nominated shelter-in-place location/s, arrangements exist for vehicles 

to be relocated when necessary (due to the risk of fuel tanks exploding)  
Yes      

Rubbish bins are emptied before each weekend and holidays  Yes      

Rubbish bins are secured away out of service hours from any buildings and structures such as 

pergolas, verandas and trees   
Yes      

Broken or unused equipment stored on site is appropriately disposed of, including resources, 

furniture and packaging material  
Yes      

Industrial bins are located in a secure area or the lid secured and away from the shelter-in-place 

location/s  
Yes      
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