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Emergency Plan Policy 
 

 
Policy statement 

 

 Creating Opportunities for Growth Youth Services has a duty of care to 
provide all persons with a safe and healthy environment.  

 

 The service defines ‘emergency’ as an unplanned, sudden or 
unexpected event or situation that requires immediate action to prevent 
harm, injury or illness to persons or damage to the service’s 
environment. It is a risk to an individual’s health and safety.  
 

 The emergency events or situations the service’s Emergency Policy 
identifies and responds to are: 

o fires and/or forest fires 
o bomb threats 
o missing child 
o intruders (animal or human) 
o power failures or electrocution 
o the involvement of firearms or other weapons 
o structural damage 
o natural disasters, such as a flood, cyclone, thunderstorm or 

earthquake. 
 
Services can use the above list to assist in developing risk 
management strategies and corresponding procedures and practices 
that will assist services to administer first aid, evacuate the service or 
remain in the service until further notice. 

 

 It is understood that there is a shared legal responsibility and 
accountability between, and a commitment by, all persons to implement 
the service’s Emergency Policy, procedures and practices. 
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Strategies and practices 

 
In the event of an emergency Creating Opportunities for Growth Youth 
Services and its staff will have considered: 
 

 location of the service in relation to emergency services, such as fire 
departments, police stations and hospitals. 

 external environment, such as vehicle entries and exits, surrounding 
vegetation and animals, proximity of roads and volume of traffic. 

 location and condition of the sites entries and exits 

 mobility and capability of young people and adults  

 skills and knowledge of staff/carers and their responsibilities in an 
emergency 

 age range of children and young people needing to be evacuated and 
the complications that may arise, such as children who are unable to 
walk 

 the documentation required by staff/carers once the service has been 
evacuated, such as the contact details of children’s families  

 weather conditions at the time of the emergency and evacuation 

 contingency plans when regular staff/carers are on leave 

 time of day that the incident may occur 

 the implications of two or more emergencies occurring at the same 
time, such as a fire and people requiring first aid. 

 
 
Risk management strategies 

 
Prior to any activity Creating Opportunities for Growth Youth Services and its 
staff will assess the risk of the activity. Risk Assessments will have 
considered: 
 

 What can be done to reduce the risk of an emergency occurring? 

 Is there a qualified First Aider available? 

 How does the service communicate with families during an 
emergency? 

 How does the service maintain children’s and young people’s security? 
For example, if the emergency is a human intruder, what strategies are 
implemented to keep children and adults safe and calm? 

 What type of authorities does the service keep in contact with during an 
emergency?  
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In the event an evacuation is required Creating Opportunities for Growth 
Youth Services and its staff will have considered the following reflective 
questions: 

 Who decides that an emergency exists and an evacuation is required? 

 From what criteria is an emergency defined? For example, how big 
does a fire become before an evacuation is required? Do all fires 
(regardless of their size) require an immediate evacuation?  

 What is the signal to notify persons of a fire or evacuation? 

 Who contacts the fire brigade? 

 What roles do other persons perform during an evacuation? 

 Which exits are utilised during an evacuation? 

 How do children, young people and adults exit the service? For 
example, is the evacuation procedure different if there are large 
volumes of smoke? Are children, young people and adults directed to 
crawl along the ground? 

 If the service is in a high rise building, what is the safest exit route to 
the ground floor? Does it mean that the service shares the evacuation 
route with persons not directly involved in the operation of the service, 
such as employees from other businesses? How does this affect the 
service’s evacuation procedure? 

 Are any documents required to leave the service during an evacuation? 
Who is responsible for these documents?  

 Does the service have a portable first aid kit? 

 Where is the assembly area once the service has been evacuated? 

 What is the procedure once all persons are assembled? 

 How are children and young people grouped and supervised at the 
assembly area? 

 What happens when there are children, young people or adults missing 
from the assembly area? 

 What happens if the service’s evacuation exits are blocked by the 
emergency? 

 What happens if an individual requires first aid or is unable to leave due 
to an injury? 

 Is there an alternative assembly area if the primary assembly area is 
affected by the emergency? For example, the assembly area is 
flooded. 

 
 
Dealing with the emotional and psychological impact of an emergency 

 

 Emergencies involve more than a physical response to an unexpected 
or sudden event or situation. They have an emotional and 
psychological impact on people, which can affect individuals for an 
extended period after the emergency. 

 Services should be aware of the effect of an emergency on children’s 
ability to feel secure and safe. Play and learning experiences should be 
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planned which encourage children to express their thoughts, feelings 
and emotions regarding an emergency. 

 Services can also state the support networks and counselling services 
available for children, families and staff/carers following an emergency. 

 
Dealing with the media 

 

 During an emergency, Creating Opportunities for Growth Youth 
Services and its staff are not to give any official interview or briefing to 
the media.  

 All inquires by the media, during an emergency, should be directed to 
the lead member of the emergency services dealing with the incident.  

 After an emergency Creating Opportunities for Growth Youth Services 
will arrange a formal media release, at a date and time agreed by the 
management of the organisation.  
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