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EMERGENCY PROCEDURES 
 

Policy: 

 
The Biz-E-Kidz program follows two clear, simple emergency procedures that align 
with the school emergency procedures.   
 
One procedure is for evacuation and is used in the case of a building fire, internal 
flooding, etc. The other procedure is for lockdown and is used in the case of 
harassment, extreme weather, etc. 
 
Both emergency procedures are practised at least once a term during before school 
care, at least once once a term during after school care and at least once during 
each holiday care program. Each emergency procedure is practised at a different 
time. 
 
Records are kept of practice procedures and how long the procedure took in the 
Emergency Procedures Practice Google Document. 
 
 

Procedures: 

 
Evacuation  
 

●​ Signal: Three short sharp blasts on a whistle is the signal for evacuation at 
Biz-E-Kidz. A whistle is used for no other purpose at Biz-E-Kidz.  
Errol St Campus: during school hours the evacuation signal is a continuous 
bell or siren on the PA system.​
Molesworth St Campus: as Molesworth St is a ‘smart building’, it has a 
pre-recorded emergency evacuation announcement of a man’s voice saying 
“emergency, evacuate now”. To rehearse evacuation at Molesworth St, we 
find this recording in the Molesworth St mobile phone - “starred” in the 
Videos folder - and play it loudly, connected to the music speaker.   

●​ Alert other staff: An announcement on the PA or a phone call is made to alert 
staff in other areas of the school. Any staff and children in other areas of the 
school also evacuate and join the rest of the staff and children, unless unsafe 
to do so.  

●​ Phone 000 Emergency services are called if necessary and advised that 
children in wheelchairs or other inclusion support needs  are in attendance (if 
applicable).  

●​ Collect iPad, roster and mobile phone: The responsible person in charge 
collects the Biz-E-Kidz iPad (which has access to the attendance roll and 
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emergency contact details of children, stored in SmartCentral), Educator 
roster and Biz-E-Kidz mobile phone. 

●​ Delegate - First Aid kit and Medications: The RPIC delegates an educator to 
collect the first aid kits and medication bags (containing anaphylaxis and 
asthma emergency medication) and carry them with them. 

●​ Evacuate Children: Indoors Educators direct children outdoors to the 
evacuation point, assisting children with additional needs and thoroughly 
check all play areas including toilets, kitchens. 

●​ Outdoors Educators direct children to evacuation point and check the toilets 
and all play areas 

●​ Assemble in the evacuation points:   
Errol Street Campus: the emergency assembly area is the school oval, or 
alternatively the hand tennis courts on the Southside of the school. If the 
Errol Street Campus is under threat, the alternative assembly area is the 
outdoor area on the Upper Ground Level at the Molesworth Street Campus. ​
Molesworth Street Campus the emergency assembly area is the outdoor play 
area on Level 1, or alternatively the outdoor open area on the Upper Ground 
Level, which is accessible via external stairs from the Level 1 outdoor play 
area. If the Molesworth Street Campus is under threat, the alternative 
assembly area is the oval at the Errol Street Campus. In this instance, children 
would be walked to Errol Street via the pedestrian crossing on Curzon St.  

●​ Roll call children and staff The responsible person in charge checks that all 
children and staff have arrived safely at the emergency assembly area by 
marking the roll and the roster. 

●​ Wait for emergency services and safety: Everyone should remain in the 
emergency evacuation services until the area is declared safe.   

 
Evacuation inclusion support 

●​ General Inclusion support: Children identified as having inclusion support 
needs should be supported to evacuate by the person assigned to their 
support on the roster. This support will be specific to the child's needs and 
might include checking that they know an evacuation is in progress, have 
evacuated safely and that they remain calm. 

●​ Children using wheelchairs: Errol Street Campus: Inclusion support educator 
ensures that any children using wheelchairs are aware that an evacuation is in 
progress and that they are making their way to the evacuation point, assisting 
them and enlisting another educator to assist if required.  

 
Lockdown  
 

●​ Ring the handbell: Ring the handbell loudly and signal for the children to 
come inside quickly. Ringing of a bell is the signal for children to come inside, 
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and also used for emergency lockdown, which ensures children are not 
unduly alarmed or any perpetrator alerted.  

●​ Alert other staff: A phone call is made to alert any Educators in other areas of 
the school that a lockdown is in progress and depending on the nature of the 
threat, they should be directed to lock down or standby. (during school hours 
the signal for lockdown is an announcement or playing the song ‘Locked out 
of heaven’ over the PA). 

●​ Phone 000: Emergency services are called if necessary and advised that 
children in wheelchairs or other inclusion support needs are in attendance (if 
applicable). 

●​ Bring children inside: All Educators supervising outside direct children inside 
and remain outside until all children are inside. They check the toilets and all 
outside play areas, calling out for children and quickly checking out of bounds 
areas (around corners of buildings).   

●​ Secure the building: If necessary, an Educator is directed to lock some or all 
doors (this can be a safety measure to limit children’s ability to exit the 
building as well as to limit an intruder’s ability to enter).  

●​ Notify arriving families: If necessary and safe to do so, an Educator is 
delegated to stay at the entry to Biz-E-Kidz and inform families a lockdown is 
in process and assist them to collect their child/ren if possible.  

●​ Collect IPad, roster and mobile phone: The responsible person in charge 
collects the Biz-E-Kidz iPad (which has access to the attendance roll and 
emergency contact details of children, stored in SmartCentral), Educator 
roster and Biz-E-Kidz mobile phone. 

●​ Roll call children and staff: The responsible person in charge checks that all 
children and staff have arrived safely by calling the attendance roll and the 
roster. 

●​ Wait for emergency services and safety: Everyone should remain inside until 
emergency services arrive or until the area is safe.  

 
Internment / Lockdown inclusion support 

●​ General Inclusion support: Children identified as having inclusion support 
needs should be supported to intern by the person assigned to their support 
on the roster. This support will be specific to the child's needs and might 
include checking that they know an internment / lockdown is in progress, 
have intern safely and that they remain calm 

●​ Children using wheelchairs: Errol Street Campus: Inclusion support educator 
ensures that the children using wheelchairs are aware that an internment / 
lockdown is in progress and that they are making their way inside, assisting 
them and enlisting another educator to assist if required.  

 
Practice Schedule 
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●​ Emergency procedure practices are scheduled at leadership meetings or can 
be scheduled on the same day as undertaken.  

●​ These practice sessions are scheduled in the daily diary if in advance, and 
recorded in the Emergency Procedures Practice sheet Errol Street Campus or 
Molesworth Street Campus    

●​ The responsible person in charge is responsible for implementing the practice 
procedure on the day scheduled. This practice must take place regardless of 
what else is scheduled that day. 

●​ The responsible Person in charge informs the children of the practice and 
what they are to do when they hear the signal 

●​ The responsible person in charge may choose to delegate an Educator to 
inform families arriving to collect or drop off children that a practice 
emergency procedure is happening and to please cooperate by waiting until it 
is finished.  

●​ How long the procedure took is recorded in the Emergency Procedures 
Practice sheet and communicated to children. Any additional feedback is 
recorded, including areas for improvement 
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Errol Street Campus Map of Internal Evacuation Emergency Assembly Areas 

 
 
 

Molesworth Street Campus Map of Internal Evacuation Emergency Assembly Areas 
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 External Evacuation route between Errol Street and Molesworth Street Campuses​

Point A is the External Evacuation Assembly Area for the Errol Street Campus​
Point B is the Emergency Evacuation Assembly Area for the Molesworth Street Campus 

Distance between the Campuses is 400 metres (approx. 5 minute walk) 

 
 

Relevant Legislation:  

 
National Law:  

●​ 161 Offence to operate education and care service without nominated supervisor 
●​ 161A Offence for nominated supervisor not to meet prescribed minimum 

requirements 
●​ 162 Offence to operate education and care service unless responsible person is 

present 
●​ 162A Child protection training 
●​ 165 Offence to inadequately supervise children 
●​ 167 Offence relating to protection of children from harm and hazards 
●​ 169 Offence relating to staffing arrangements 
●​ 170 Offence relating to unauthorised persons on education and care service 

premises 
●​ 171 Offence relating to direction to exclude inappropriate persons from education 

and care service premises 
●​ 172 Offence to fail to display prescribed information 
●​ 173 Offence to fail to notify certain circumstances to Regulatory Authority 
●​ 174 Offence to fail to notify certain information to Regulatory Authority​
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National Regulation: 

●​ 84 Awareness of child protection law 
●​ 89 First aid kits 
●​ 90 Medical conditions policy 
●​ 97 Emergency and evacuation procedures 
●​ 98 Telephone or other communication equipment 
●​ 104 Fencing 
●​ 115 Premises designed to facilitate supervision 
●​ 117A Placing a person in day-to-day charge 
●​ 117B Minimum requirements for a person in day-to-day charge 
●​ 117C Minimum requirements for a nominated supervisor 
●​ 146 Nominated supervisor 
●​ 150 Responsible person 
●​ 158 Children’s attendance record to be kept by approved provider 
●​ 168 Education and care service must have policies and procedures 
●​ 170 Policies and procedures to be followed 
●​ 171 Policies and procedures to be kept available 
●​ 172 Notification of change to policies or procedures 
●​ 173 Prescribed information to be displayed - education and care service other 

than a family day care service 
●​ 174 Time to notify certain circumstances to Regulatory Authority 
●​ 174A Prescribed information to accompany notice 
●​ 175 Prescribed information to be notified to Regulatory Authority 
●​ 176 Time to notify certain information to Regulatory Authority 
●​ 177 Prescribed enrolment and other documents to be kept by approved 

provider 
●​ 180 Evidence of prescribed insurance 
●​ 181 Confidentiality of records kept by approved provider 
●​ 183 Storage of records and other documents 
●​ 184 Storage of records after service approval transferred 
●​ 185 Law and regulations to be available 

 
 

Equipment required:  

 
Emergency Procedures Practice sheet (stored on Google Drive Errol Street Campus 
Molesworth Street Campus ) 
 
Emergency Procedures Checklist  
 
Emergency Procedures Poster for children who are hearing impaired 
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https://docs.google.com/document/d/1Mgr5eZXw34OsiVW5GAVbpK_jc6jmzYU9/edit
https://docs.google.com/document/d/1JDnK27XWEIr9ry5irpe61ND0RJZrFivx/edit
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Emergency Contact Details (accessible via SmartCentral) 
 
Attendance roll (accessible via SmartCentral) 
 
Biz-E-Kidz iPad or mobile phone with 4G connection 
 
Educator roster 
 
Whistle 
 
Bell 
 
Mobile Phone 
 
Medications and First aid kit 
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