Elements of the
NQS that Family
Day Care services in
NSW are most often
not meeting.
Element 2.2.2:

Incident and emergency
management

What is this booklet?
This booklet is part of a five-booklet series prepared
by the NSW Family Day Care Association. The booklets
examines the elements of the National Quality Standard
for Education and Care Services that Family Day Care
Services are most likely to not meet when assessed and
rated against the National Quality Standard.
The five elements covered in the booklets are:

1.

1.3.1 Assessment and planning
cycle

2.

2.1.2 Health practices and
procedures

3.

2.2.1 Supervision

4.

2.2.2 Incident and emergency
management

5.

7.1.2 Management systems

Please note
Element 1.3.2 Critical Reflection is also a key element
that NSW Family Day Care services have been likely to
not meet. For more on this element please go to:
www.nswfdc.org.au/pdinyourpocket
These elements are the elements that Family Day
Care services rated against the current version of
the National Quality Standard (2018) are most likely
to have been rated as not meeting. In January 2020,
there were 161 NSW Family Day Care services, of which
89 or 55% have been rated against the 2018 National
Quality Standard.
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Quality Area 2 – Children’s health and safety
Standard 2.2 Safety

Of the NSW Family Day Care services that did not meet
this element:

Each child is protected.

Element 2.2.2 Incident and
emergency management
Plans to effectively manage incidents and
emergencies are developed in consultation with
relevant authorities, practised and implemented.

Of all NSW Family Day
Care services assessed
against the current NQS,
29% did not meet this
element.

●● They were from major cities and inner regional
areas.
●● 77% were for-profit Family Day Care services (57%
of all NSW Family Day Care services are for-profit).
●● 15% were not for profit services (20% of all NSW
Family Day Care services are for-profit).
●● 8% were council-run services (23% of all NSW
Family Day Care services are council-run services).
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What plans need to be in place and practiced for
incident and emergency management in Family Day
Care services?

1. Have plans to effectively manage incidents and
emergencies in place.

●● Evacuation plans – both emergency and
evacuation floor plans for each educator’s
house and procedural plans that include what an
educator should take with them, and procedures
they should follow (the procedural plans can be
part of your policy).

2. Develop these plans “in consultation with relevant
authorities”.

●● A communication plan for educators and staff to
follow in the case of an incident or emergency.

3. Practise these plans every three months and
implement them as needed.

●● Any other needed plans that come out of your risk
assessment.

Element 2.2.2 has three separate components that
effectively require Family Day Care educators and
services to:

Plans to effectively manage incidents
and emergencies
At a minimum the plans you need are:
●● An emergency and evacuation policy for the
service that covers lockdown, lockout and
evacuation procedures.
●● A risk management plan contextualised for
potential emergencies for each educator.

To determine exactly what plans you need to have in
place you need to do a risk assessment of the sort of
incidents and emergencies each educator in a service
might face.
This risk assessment needs to be kept and updated
regularly.
For example: does an educator’s home back onto
bushland? Then they need bushfire plans. Is their house in
a flood prone area? They need plans to deal with floods.
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Plans must also include emergency and evacuation
floor plans for educators’ houses – how they would
get themselves and the children out of the house if an
emergency happened that required evacuation.
Evacuation planning must take into account the
different times of the day when evacuation may be
needed. It needs to cover where an educator will take
the children they are caring for and what they will carry
with them.

Does this mean that every Family Day Care has to
consult these authorities for every educator’s evacuation
plan? No. But it does mean that where there is a specific
risk, there needs to be consultation. For example, if an
educator’s house is near a chemical factory, you need
to consult someone such as the local fire brigade about
what that educator should do in case of a chemical leak.
These consultations need to be:
●● Documented.

Educators will need a communication plan outlining
how they will let the service, authorities such as police
or fire brigades, and families know what has happened,
what they need and where they are.

●● Updated.
●● Appropriate for identified risks.

Developing these plans “in
consultation with relevant authorities”

Practice these plans every three
months and implemented as needed

Who are the “relevant authorities” that you need to
develop these plans in consultation with?

Regulation 97 of the education and care regulations
tells us that your emergency and evacuation policy and
procedures must be:

This may include:
●● Local councils.

●● Rehearsed every 3 months by each educator and
the children being educated and cared for by the
educator on that day; and

●● Local fire brigades.
●● That these rehearsals must be documented.
●● Local police.
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What does effective incident and emergency
management look like in Family Day Care?
ACECQA’s Guide to the National Quality Framework
tells us that Element 2.2.2 aims to achieve:
“Planning to manage incidents and emergencies assists
services to:
●● Protect children, adults and staff.
●● Maintain children’s wellbeing and a safe
environment.
●● Meet the requirements of relevant workplace
health and safety legislation.
Having a clear plan for the management and
communication of incidents and emergencies assists
educators to handle these calmly and effectively,
reducing the risk of further harm or damage.”
So effective incident and emergency management
looks like a lot of planning! This element of the NQF is
really one that the Nominated Supervisor in your Family
Day Care service can run with to ensure your service’s
emergency and evacuation policy is understood
by all educators and followed, that each educator

has appropriate evacuation floor plans displayed at
each exit and each educator has an individual risk
management plan for their house.
On top of that you need to ensure educators are doing
their evacuation rehearsals regularly, at different times
of the day and with different children present and that
these are evaluated.

The NSW Department of Education
has an entire section of their website
set up to help services with emergency
planning, management response and
recoveries. Although this booklet is
contextualised for FDC services, the
Department’s website is a great resource
for all services so please use it as well as
this booklet: education.nsw.gov.au/earlychildhood-education/operating-an-earlychildhood-education-service/emergency
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Incident and Emergency Management Checklist
A service with good incident and emergency
management planning in place would probably have
a number of plans and procedures, including the
ones listed on this checklist. Please note this is not a
comprehensive list – your service may require more
depending on the specific emergency risks each
educator may face.
Emergency and evacuation policy.

An evacuation kit for educators to grab if needed.
Emergency telephone numbers displayed near
telephones/clearly in each educator’s house.
Fire extinguishers and fire blankets in each
educator’s house.
Records of each evacuation rehearsal that includes
timing.

A risk management assessment for each educator.
Evaluations of each evacuation rehearsal.
Emergency and evacuation floor plans/evacuation
diagrams for each educator’s house near front and
back doors and where the children spend most of
their time.

Documentation of consultation with ‘relevant
authorities’.
Records of incident notifications to the Department.

Procedural plans for evacuation or lockdowns/
lockouts.
A communication plan.
Any other needed plans that come out of each risk
assessment.
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Your policy
Regulation 168 of the Regulations requires services to
have policies and procedures about emergency and
evacuation and Regulation 97 outlines that these must
be informed by a risk assessment “conducted to identify
potential emergencies that are relevant to the service”.

●● Emergency evacuation plans for each educator.

Does this mean a separate risk assessment for each
educator in Family Day Care? Essentially yes. Although
you may choose to do a common assessment for
the service as a whole adding in additional pages for
specific educators.

●● Reference to your communication plan.

Your policy should contain at a minimum:

●● Risk assessment for the service overall with
additional pages for specific educators with
specific risks.

●● How you will deal with children with specific
medical needs during an emergency.
●● A description of the emergency kits educators
should have and the location of these in their
houses.

●● A statement about why you have the policy and
what you want to do.
●● How you will do it (including specific tasks/
responsibilities assigned to the Provider, coordinators, educators).
●● Procedures for a lockdown/lockout/evacuation.
●● How you will practice lockdowns/lockouts and
evacuations and how often.
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Your risk assessments
The more thorough your risk assessment, the more
likely that if an emergency situation does develop, you
will have thought through and discussed all possible
scenarios with your educators.
Remember when doing your risk assessment children
and educators may behave in unpredictable ways
during an emergency – you need to factor this in.
The NSW Department of Education tells services that:
●● “A hazard is anything that has the potential to
harm children or staff at your service. This can
include fires, floods or unauthorised intruders.
●● A risk arises where there is a probability a hazard
can cause harm. For example, a fire or flood
hazard at your service may pose a physical or
psychological risk to the children or staff at your
service.”
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Your plans
Evacuation plans
Regulation 97 of the Regulations requires services to
have emergency and evacuation floor plans (Regulation
97(1)(b)) displayed prominently near each exit
(Regulation 97(4)).
Does this mean every educator needs formal evacuation
plans drawn up?

●● Says where the “assembly area” will be in case of
an evacuation.
●● Have all evacuation routes marked on the diagram
in green.
●● Have where the fire extinguisher/blankets are
marked in red.

●● Are titled “Evacuation Diagram”.

For more information see: education.nsw.gov.au/earlychildhood-education/operating-an-early-childhoodeducation-service/emergency/plan/resource-3 (The
Department has sample icons you can use on your
diagrams on this page as well.)

●● Are at least A4 in size.

Communication Plans

No, but it does mean they need diagrams near the front
and back doors that:

●● Have a “YOU ARE HERE” location on it.
●● Are dated (needs to be updated every 5 years).
●● Have the address and postcode and nearest cross
street.
●● Have a map of the floor.

Communication is crucial to any emergency response,
whether that be a safety exercise or a response to a real
incident.
The NSW Department of Education has developed
a sample template you may wish to use for your
communication plan. See: education.nsw.gov.au/earlychildhood-education/operating-an-early-childhoodeducation-service/emergency/plan/resource-1 (Point 4)

●● Have exits marked in green.
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Consulting with authorities
As you know, Element 2.2.2 requires that you develop
incident and emergency management plans in
consultation with relevant authorities. You need to keep
evidence of that consultation.

Who are relevant authorities?
This really depends on what risks you have determined
via your risk assessment but consider:
●● Police
●● Fire brigade
●● Ambulance
●● Local council

The NSW Department of Education has additional
suggestions on their website at: education.nsw.gov.
au/early-childhood-education/operating-an-earlychildhood-education-service/emergency/plan/
resource-1#4.6

What evidence of these do you need
to keep?
The NSW Department of Education suggests that your
service may:
●● Have “evidence its attempts to discuss emergency
management planning, responses and rehearsals
with relevant authorities.
●● Seek input from relevant authorities into policies,
processes, procedures and plans.

●● Rural fire brigade
●● Red Cross
●● St John’s Ambulance.

●● Critically reflect on the advice provided by relevant
authorities.
●● Document how they have considered advice from
relevant authorities.
●● Describe the previous four actions in your service’s
Quality Improvement Plan.”
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The Department also says that:
“Relevant authorities are not required to sign off on
your service’s emergency management arrangements.
You should however, document and evidence any
consultation with any relevant authorities that took
place. This evidence can include meeting minutes or
written correspondence with the relevant authority that
they attended your service on X date to discuss your
service’s emergency and incident management.”
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Evacuation rehearsals
Every Family Day Care educator needs to practice their
evacuation/lockdown/lockout procedure every three
months and document this practice. (A lockout is where
an event is occurring outside the service, but normal
activities can happen inside, lockdown is where there is
an immediate threat to the service.)
The NSW Department of Education has on their
website:
●● Emergency Response Exercise Observer Checklist.
●● Emergency Response Exercise Debrief and Report
Template.
●● Sample scenarios to support drills.
Using these would be good evidence to show that you
are meeting element 2.2.2 at assessment and rating.
See: education.nsw.gov.au/early-childhood-education/
operating-an-early-childhood-education-service/
emergency/plan/resource-4
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Emergency kits
Every educator should have fast access to an
emergency evacuation kit containing at a minimum:
●● Wipes
●● Underpants
●● Tissues
●● Bottled water
●● Plain biscuits
●● Plastic bags for rubbish disposal
●● Updated emergency contact lists
●● Anaphylaxis and asthma kits as required.
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What to see, say, show for this element during
assessment and rating
To meet the National Quality Standard for element
2.2.2 a Family Day Care service would need to observe,
discuss and sight that the service has systems in place
to manage risk and enable the effective management
and operation of their service as a quality service.

What could the authorised officer
SEE?
The authorised officer could see educators’:

●● Make sure educators understand your emergency
and evacuation policy.
●● Develop each educator’s emergency risk
assessment.
●● Check each educator’s safety equipment.

What could you SHOW?
Managers and co-ordinators could show an authorised
officer:

●● Emergency procedures displayed.
●● Risk assessment plans.
●● Evacuation plans.
●● Communication plans.
●● Fire extinguishers and fire blankets.
●● Evacuation rehearsal schedules and assessments.
●● Emergency telephone numbers displayed.

What could you SAY?

●● Medical management plans for children with a
specified medical condition.

Managers and co-ordinators could talk to the authorised
officer about the way you:
●● Ensure your educators do three-monthly
evacuation rehearsals.
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Further reading
GUIDE TO THE
NATIONAL QUALITY
FRAMEWORK

Guide to the National Quality
Framework (pages 174–175)
The Guide to the National
Quality Framework (NQF) is
designed to help education and
care providers, educators and
authorised officers understand
and apply the requirements of
the NQF.

First published – February 2018
Last updated – September 2020

Emergency Planning,
Management, Response and
Recoveries

Managing Emergency
Situations in Education and
Care Services

MANAGING
Emergency
Situations

in Education and Care Services

This publication seeks to
offer services some guidance
around preparing and planning
for emergency situations.
Managing Emergency
Situations in Education and
Care Services provides valuable
information which contributes
to ongoing professional
conversations and discussions
for whole staff teams.

The Department of Education’s
Emergency Planning,
Management, Response and
Recoveries section of their
website is so comprehensive
it is possibly the only resource
you need for this element.
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