Kilbirnie After School Care Group Incorporated: Policy & Procedures

Appendix 7: Emergency Procedures

KASC Emergency Procedures
	Evacuation plan

If you have to evacuate:

Caregivers:

· Assemble the children and do a head count 

· One caregiver leads children quickly and calmly to the Top Field.  The caregiver will use their discretion as to the safest path to the Top Field
· A second caregiver follows behind to make sure that all children have left the area.

· Once at the Top Field, assemble children and do another headcount

· Await further instruction from Supervisor and/or Emergency Services

· Never leave any children unsupervised!

Supervisor:

· Wear Emergency Vest for identification

· Ensure that all buildings have been evacuated, including toilets

· collect the

· Attendance Roll

· Enrolment Forms Folder

· Emergency Bag

· Cell phone

· Turn off appliances and gas if safe to do so

· Account for all children against attendance Roll
· Watch for children with disabilities, and appoint a suitable person to assist them as necessary

· Contact the management committee for advice, information, support and assistance as required

· Meet and communicate with emergency services



	Fire

If you see or smell fire:

· Operate fire alarm.  If you are unable to get to the fire alarm, tell the Supervisor, who will blow a whistle.

· Ring 111 and clearly state the name and address of the building and the nature of the emergency.

· Supervisor wears emergency vest

· Evacuate to the Top Field, then:

· Do a full head count

· Give first aid as necessary

· Supervisor meets the fire service on its arrival and advises them of the location and type of emergency, evaluation status of the building, and whether there is anyone with a disability

· Contact parents and advise them to pick up their children.  No children will be left unsupervised

· Contact the management committee for advice, information, support and assistance as required

At no time are any caregivers responsible for fire-fighting!



	Earthquake

When the shaking starts

· Hall

Tell children to take cover by crouching along eastern wall (nearest staff toilet), back to 

wall, arms and hands covering head, and remain in that position until instructed 


otherwise

· Outside
tell the children to assemble in the centre of playground or field, in crouch position.  At 

no time is anyone to enter a building
When the shaking stops

· Administering first aid as required
· Make sure the immediate environment is safe and secure

· Evacuate the children and caregivers to the tennis court

· If it is not safe to stay in the Top Field, await instruction from the Supervisor about moving to a safer location

Supervisor
· Action emergency procedures
a. Attendance Roll

b. Enrolment Forms Folder

c. Emergency Bag

d. Cell phone 

e. Put on Emergency Vest

· Appliances / gas turned off

· Conduct a full headcount 

· Contacting parents and advising them to pick up their children.  No children will be left unsupervised.

· Contacting the management committee for advice, information, support and assistance as required.

· Meeting emergency services, if relevant, on arrival and advising of the evacuation status of the building, including the location of any persons with disabilities and the location and type of emergency.


	Tsunami

If you are notified of a tsunami

· Evacuate children and assemble to do a head count

· Take 

a. Attendance Roll

b. Enrolment Forms Folder

c. Emergency Bag

d. Cell phone 

e. Put on Emergency Vest

· Evacuate quickly to higher ground at Overtoun Terrace via the private driveways between nos. 55 and 57 Hamilton Road.  The Supervisor will then be responsible for:

· Contacting parents and advising them to pick up their children.  No children will be left unsupervised.

· Contacting the management committee for advice, information, support and assistance as required.
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