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Hawthorndene Primary School OSHC 
Emergency and Evacuation Policy 

 

NQS 
QA2 2.2 Safety- Each child is protected 

2.2.1 Supervision- At all times, reasonable precautions and adequate supervision ensure children are 
protected from harm and hazard 

2.2.2 Incident and emergency management- Plans to effectively manage incidents and emergencies are 
developed with relevant authorities, practiced and implemented.  

QA7 7.1.2 Management systems- Systems are in place to manage risk and enable the effective management 
and operation of a quality service  

7.1.3 Roles and responsibilities- Roles and responsibilities are clearly defined, and understood, and 
support effective decision-making and operation of the service.  

 

National Regulations and Laws 
 

Policy statement  
The OSHC service considers the safety of our families, children and educators is paramount. Pivotal to our overall safety 
procedures is the management of emergency situations. We are committed to identifying risks and potential hazards of 
emergency and evacuation situations by conducting thorough risk assessments on an annual basis and continually plan 
for further risk Minimisation and improvement to our policy and procedures. 

 
Implementation 
An emergency is defined as an unplanned, sudden, or unforeseen event or situation that demands immediate action to 
prevent harm, injury, illness, or damage to the OSHC Service’s premises. Such situations can threaten the health and 
safety of individuals. It is essential for services to recognize potential emergencies that may be unique to their specific 
location and environment. 

Laws Sec  
174(2) (a) 

Serious Incident- Any emergency for which emergency services attended 

Sec 174 (2) 
(c) 

Any incident that requires the approved provider to close, or reduce the number of children 
attending the service for a period 

Sec 
174 (2) (C) 

Any circumstance at the service that poses a risk to the health, safety or wellbeing of a child 
attending the service 

Regs 4 Definitions “multi-storey building” and “storey” 

12(d) Meaning of a serious incident- any emergency for which emergency services attended 

97 Emergency and evacuation procedures 

98 Telephone or other communication equipment 

99 Children leaving the education and care service premises 

136 First aid Qualifications 

168 Education and Care Services must have policies and procedures  

170 Policies and procedures to be followed 

171 Policies and procedures to be kept available  

175 Prescribed information to be notified to Regulatory Authority  
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An emergency is any event, situation or event where there is an imminent or severe risk to the health, safety or 
wellbeing of children at the service. A more comprehensive list and reasons are on our Safety Plan under Risks for 
Invacuation/Evacuation. 
   
Circumstances under which an emergency evacuation will occur may include: (Full list in Appendix) 

- Fire within the building or playground  
- Fire in the surrounding area where the OSHC Service may be in danger  
- Flood  
- Cyclone, severe storm or dust storm or other natural weather event  
- dangerous animal, insect or reptile  
- Terrorist threat  
- Other circumstances may include: gas explosion, traffic accident, or any event which could render the building 

unsafe (eg: earthquake).  
 
Our Bushfire Policy contains specific information about Bushfire Risk Management Plans and evacuation plans for Bush 
Fires 

 

The Australian Warning System (AWS) 
 
The Australian Warning System (AWS) is a nationally consistent, three-tiered approach designed to make warnings 
clearer and lead people to take action during emergencies like bushfire, flood, storm, extreme heat and severe weather. 
The warning system comprises of levels, action statements, hazard icons, colours and shapes. 
https://www.ses.nsw.gov.au/about-us/our-warnings/  
 
The three warning levels are:  
 
Advice (Yellow): An incident has started. There is no immediate danger. Stay up to date in case the situation changes. 
Monitor conditions.  
Watch and Act (Orange): There is a heightened level of threat. Conditions are changing and you need to start taking 
action now. Prepare to leave/evacuate. Do not enter flood water.  
Emergency Warning (Red): An Emergency Warning is the highest level of warning. You need to take action immediately. 
Leave/evacuate (immediately by am/pm/hazard timing.  
 
When there is an Emergency Warning, educators need to prepare for possible emergency evacuation and implement the 
procedures effectively to ensure the safety of all children, staff, families and visitors in the OSHC Service. 
 

Evacuation 

Emergency evacuation procedures (including a floor plan) will be clearly displayed near the main entrance and exit of 
each room used by the OSHC service, and are to be followed in the event of fire, natural disaster or other emergency. In 
preparing these procedures, a risk assessment must be undertaken to identify the potential emergencies that are 
relevant to the service. 
There are clear instructions for what steps will be taken by the director, educators, staff and volunteers in case of 
emergency. 
 

The evacuation plan will include: 
1. a safe assembly area (middle of the oval) with its own escape route, away from access areas for emergency 

services and the building; where relevant and practical, use the same assembly areas as the school 
2. an alarm/siren or other method to give notice of an emergency 
3. a second assembly area in the event that the first assembly area becomes unsafe (under COMA) 
4. unobstructed routes for leaving the building, which are suitable to the ages and abilities of the children (special 

consideration must be given to the evacuation of children with disabilities) 
5. an emergency pack stored away from the building, including items such as blankets, first aid kit and so on 
6. a person nominated to collect the attendance roll and families' emergency contact numbers and, at the assembly 

https://www.ses.nsw.gov.au/about-us/our-warnings/
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area, check the roll to ensure that all children, educators and other staff are present 
7. a person nominated to phone the relevant emergency service  
8. a person nominated to check that the building is empty and, if safe to do so, check that all doors and windows are 

closed to contain the spread of fire 
9. a person nominated to supervise the children at the assembly area. When the emergency services personnel 

arrive, the director will inform the officer in charge of the nature and location of the emergency, and of any 
missing children, educators or other staff. 

 
No-one will re-enter the building until advised it is safe to do so by the officer in charge of the emergency service. 
Fire extinguishers will be installed and maintained in accordance with Australian Standard 2444. 
Educators will be instructed in their operation. Educators will attempt to extinguish fires only when: 
 
 

– a fire is burning in the exit and is preventing the safe evacuation of the children and staff 
– the children have been evacuated from the room 
– the fire is small 
– there is no danger to the person operating the extinguisher and the person is well trained and confident in its 

use. 
 
Services will have a fire blanket, ensure that appropriate and functioning smoke detectors are installed, and that there is 
a residual current device fitted.  

Safety and evacuation drills involving educators and children will be conducted every three months across all care 
sessions, including Before School Care, After School Care, Vacation Care, and Pupil Free Days, in accordance with 
ACECQA guidelines. 

To ensure preparedness for a range of potential emergencies, a different scenario will be practiced during each drill. 
These may include, but are not limited to, fire, lockdown, flood, or intruder situations. Educators will ensure that all drills 
are age-appropriate, clearly explained to the children, and followed by debrief discussions to support understanding and 
emotional wellbeing. 

All drills will be documented and reviewed to continuously improve safety procedures and maintain compliance with 
relevant regulations. 

 

Invacuation 
Services must develop strategies to bring children indoors if there is a serious risk to their safety outdoors. 
Many of the strategies will be a reversal of evacuation procedures. 

- To avoid confusion, services should identify a different alarm/warning from that used for evacuation. 
- A range of possible dangers need to be considered (eg gas leaks, storms, trespassers). 
- The emergency procedures for bringing children indoors will be explained to staff as part of induction. 
- Children will have regular practices of procedures, as for evacuation. 
- The service must decide on: 
 

– where indoors the children will gather (reception class room)  
– how the educator to child ratio will be managed 
– suitability of the selected gathering space with regard to access to optimum safety (lockable doors, etc.) 

 
The service should have a strategy to check that all children are safe and accounted for. 
Consider the school/site strategy and ensure there is a consistent approach that will meet the operational needs of the 
OSHC service. 
 

Bushfires 
With reference to the DECD Bushfires Strategy for 2011–12, OSHC services on DECD sites must develop a 
Bushfire Action Plan in consultation with the Approved Provider. This action plan must be included in the site’s Bushfire 
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Risk Management Action Plan. 
- If OSHC is located on a DECD site, know your site’s bushfire risk and consider the site Bushfire Action Plan. 
- Identify the refuge building for safe evacuation/invacuation in liaison with the site leader. 
- Ensure access to an analogue phone that can be plugged into the land line in the designated refuge building, in 

the event of a bushfire. 
If OSHC services are located outside the safer settlement and are in a bushfire prone area, develop a Bushfire Action 
Plan. 
 

Closure of the service 

There may be occasions when the normal operations of the OSHC Service are disrupted, requiring the service to close 
temporarily due to a planned or unplanned emergency. These situations may include local emergencies that pose a risk 
to the health and safety of children, instances where the service premises are unsafe or inaccessible, or where 
emergency services or relevant authorities have directed the service to close. 

Circumstances that may lead to a temporary closure of the OSHC Service include: 

- A period of local emergency, or emergency event  
- Flooding  
- Health emergency (i.e., pandemic)  
- Bushfire  
- Cyclone 
- Unexpected absence of staff where ratios are unable to be met  
- Sever outbreak of illness or disease  
- Lack of access to operating phone/communication means  
- Damage or vandalism to the service  
- Chemical hazard  
- Earthquake 

 

Other considerations 
 

A checklist of steps and procedures may be a useful tool to ensure that nothing is missed. 
The steps and requirements for evacuation/lockdown have been fully explained to all stakeholders, especially the 
children and educators. Ensure that instructions are clear and can be easily understood by the children. 
The procedures are determined for each service and for each component of that service, and that they are relevant to 
the service and its operational practices and its facilities. 
There are identified alarm strategies to be used and a person nominated to notify relevant emergency services. 
There are regular practices of evacuation/lockdown procedures and these practices are recorded and dated. 
The information supplied to parents also explains the procedures. 

 

Approved by Hawthorndene School Governing Council 9/9/25 

Review  

The policy will be reviewed annually by: 

• Management 

• Employees 

• Families  

• HPS Governing Council  

 

Date for Next Review: Sept 2025 

 
 



 

Hawthorndene School OSHC  

 

Last reviewed By who Changes made 

July 2025 Lauren  - Added in section closure to service 
- Rename Lock down to Invacuation 
- Added in section about AWS 
- Added in appendix for Risks for In/Evac 

 

Related Documents 
- ACECQA Guide to the National Quality Framework https://www.acecqa.gov.au/nqf/about/guide  
- ACECQA- Safe transportation of children in education and care: Your questions answered 

https://www.acecqa.gov.au/sites/default/files/2021-06/InformationSheet-SafeTransportationOfChildren-
YourQuestionsAnswered_0.pdf  

- ACECQA Safe transportation of children information sheet 
https://www.acecqa.gov.au/sites/default/files/2021-11/Infosheet-TransportRegulatoryProvision.pdf  

- ACECQA- Transportation risk assessment template 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.acecqa.gov.au/nqf/about/guide
https://www.acecqa.gov.au/sites/default/files/2021-06/InformationSheet-SafeTransportationOfChildren-YourQuestionsAnswered_0.pdf
https://www.acecqa.gov.au/sites/default/files/2021-06/InformationSheet-SafeTransportationOfChildren-YourQuestionsAnswered_0.pdf
https://www.acecqa.gov.au/sites/default/files/2021-11/Infosheet-TransportRegulatoryProvision.pdf


 

Hawthorndene School OSHC  

 

 

Appendix  

Risks for Invacuation/ Evacuation 
Invacuation 

Threatening person on or 

near premises 

- Intruder or unauthorized person acting suspiciously 

- Violent or aggressive behaviour from a visitor or member of the 

public  

Police or Emergency 

Services activity nearby 

- Law enforcement operation close to the service 

- Ongoing criminal activity in the surrounding area  

Severe weather 

conditions (including 

Bushfire) 

- Sudden onset of hail, lightning or high winds 

- Extreme Dust storms 

- Heavy smoke from nearby fires 

- Poor air quality 

Animal Threat - Dangerous or stray animals on site (snakes, aggressive dog)  

Non-natural spill or leak 

nearby  

- Chemical spill 

- Gas leak 

- Any hazardous substance that could pose a risk  

Medical emergency 

involving child, staff 

member or visitor  

- A Medical situation requiring privacy or containment until or while 

emergency services respond  

Security alerts - General alerts from authorities recommending to shelter in side 

for safety  

Evacuation 

Fire  - Fire inside the building or in close proximity 

- Fire alarm is triggered 

- Bush fire (needing to Evacuation to bush fire safe building)   

Bomb threat - Phone treat, email or unidentified item requiring emergency 

response 

Structural damage - Ceilings, walls or foundation posing a risk 

- Storm damage posing a risk 

Flooding - Internal water leak compromising safety  

Dangerous situation - A child, staff member or visitor become a danger to others 

Pests /Animals - Bees or wasps have formed a hive inside building 

- Animal had entered the building (bird stuck in the building)  

Directed by Emergency 

Services 

- Police, fire or other authorities order an evacuation  
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