
	Regulation 97(2)   For the purposes of preparing the emergency and evacuation procedures, a risk assessment must be conducted to identify potential emergencies that are relevant to the service. 


	Educator Name:
	
	Registered Venue Address:
	

	Risk Being Assessed:  EMERGENCY EVACUATION DRILL PROCEDURE

	Purpose of Risk Assessment: TO TEACH CHILDREN HOW TO SAFELY EVACUATE THE SERVICE IN THE EVENT OF AN EMERGENCY

	CHECKLIST OF ITEMS THAT SHOULD BE TAKEN, RECORDED OR INSPECTED PRIOR TO THE EMERGENCY DRILL

	☐First aid kit
	☐List and contact details of children conducting the emergency drill other than mobile phone

	☐Medical information for each child (where applicable)
	☐Mobile phone / other means of communicating with the service & emergency services

	☐Emergency Evacuation Bag
	☐Parental Authorisation for each child involved in the emergency drill

	Implementation: Emergency drill evacuations must be conducted every 3 months as per Regulation 97(2ab) 

	Risk Assessment Review Dates:   Every 12 months OR if there is a change to drill procedure or venue


	Implementation Date: 
	
	Date Reviewed and signature:
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	Risk Assessment for Emergency Drill Procedure

	Identified Hazard
	Risk/Actions 

	Assessed Risk (use matrix)
	Elimination/control measures
	Adjusted Risk
(use Matrix)
	Responsible Person
	When

	Getting children to assemble at the emergency evacuation exit
	
	
	Ensure emergency evacuation exits are clear and easily accessible. Conduct a head count to identify that all children are present prior to evacuating. Actively supervise children.
	
	
	

	Getting children from evacuation exit to the muster point off the premises
	
	
	 Conduct a regular head count to identify all children are accounted for as we move to the muster point and actively supervise children. Discuss and role model road safety with the children.
	
	
	

	Getting children to muster point – not wearing appropriate clothing
	
	
	Ensure shoes / socks are easily accessible. If possible, avoid surfaces that may burn feet, eg. Astro turf / rubber mats. Use pram or trolley if available to transport children. Discuss with children the risks around hot surfaces.
	
	
	

	Children unaware of road rules when at the muster point
	
	
	Discuss and role model road safety with the children. Actively supervise and conduct a regular head count to identify all children are accounted for and no one is accessing the road.
	
	
	

	Muster point on or near a road or driveway
	
	
	Gather children at a safe distance from the road and role model to children how to check driveways for reversing cars. Active supervision and conduct a regular head count to identify all children are accounted for and no one is accessing driveways. Discuss and role model road safety with the children.
	
	
	

	Being locked out of the house
	
	
	Ensure key to the house is kept in a safe place and can’t fall out of pockets or bags. Ensure mobile phone is available so assistance can be contacted if needed.  Actively supervise and conduct a regular head count to identify all children are accounted for.
	
	
	

	Access to dogs or dogs off leads
	
	
	Discuss and role model safe strategies around dogs. Actively supervise and conduct a regular head count when near dogs to identify children are not approaching dogs.
	
	
	
	

	Access to unknown people
	
	
	Active supervision and conduct a regular head count to identify all children are accounted for and not being approached or accessed by other people. Discuss and role model strategies to assist children to be safe.
	
	
	

	Educator being distracted/phone
	
	
	Educator won’t answer phone while conducting drill. Phone will only be used in the case of an emergency. If phone is used the children will sit down in a safe space, they will be actively supervised and a regular head count done to identify all children are accounted for.
	
	
	



	Plan prepared by: 
	
	Signature:
	
	Prepared in consultation with:
	

	Sighted by Nature Alliance Staff:
	
	Staff Signature:
	
	Date:
	

	Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or significant change occurs.
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