	Emergency Management Evacuation 

Date: 03/06/2024
Scope and application: In the event of emergency events such as: fire, smoke, chemical spills, bomb threats, electrical outages, security breaches, natural disasters, personal threat, significant injuries, medical events and pandemics, this evacuation procedure must be followed.
Emergency contacts:
· Emergency services		000
· DCH Reception		0417 467 734
· Little Gum			0437 323 929
· Dromana Police Station	5987 2023
· Poison information		131 126
Emergency management team:
· Tracey Trueman
· Kerrie Harris
· Class Tutor
Evacuation procedures:
· Blow whistle to alert everyone - located on lanyard on desk
· Person in Control to nominate a person
· Nominated person to grab:
· Emergency bag
· Duress Lanyard
· Class lists
· Sign-in register
· Person in control to retrieve:
· Red mobile phone – located in top drawer of reception desk. This phone is the only phone to call 000 for emergency assistance by person in control. No other phones to be used
· Nominated person is to walk everyone out of the building in a calm and orderly fashion via exit gate at 15 Gibson St
· Everyone is to assemble in this carpark. If this is unsafe, assembly location #2 is next door at the Church carpark on cnr Gibson & Pier Streets.
· Alternative exit via Beach Street gate, located behind childcare portable building
· Wait for emergency services and follow instructions
· Use contents of Emergency bag as required
· If safe, person in control is to check all rooms to ensure the building is empty
· Person in control along with Emergency Services is to decide on the safety of the facility and when to return

After an emergency:
The manager and Chair of the Committee should be notified at the earliest opportunity.
The following also need to be notified:
· WorkSafe
· Department of Fairness, Families and Housing (DFFH)
· Department of Education
· Mornington Peninsula Shire Council (MPSC)
Use template to fill out incident report and file along with any Emergency services report of the incident

Testing the emergency plan:
Quarterly evacuation drills

Training:
· Induction training
· Quarterly training

Review, report & record-keeping:
It is important to review this plan when:
· There are changes to the workplace such as relocation or refurbishments
· The arrangement or numbers of the workforce changes
· Work activities increase or change
· After testing the plan, to improve and implement changes
Records will be kept in the appropriate folder in the Manager’s Office and online as appropriate
Reviews will be continuous and all Emergency plans will be developed and reviewed in consultation with the Manager and staff members of the Dromana Community House and Little Gum Early Learning Centre.


