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Dealing with Emergency Situations / Lockdown Policy 

NQS 

QA2 2.3.3 Plans to effectively manage incidents and emergencies are developed in consultation with relevant 
authorities, practised and implemented.  

 

National Regulations 

 

Aim 
Little Souls Taking Big Steps has written policies and procedures on child protection, health and 
safety, and staff monitor and act to protect the health, safety and well-being of each child. 
 
The Lockdown Policy aims to ensure the safety of all children, educators, families and other visitors 
to Little Souls Taking Big Steps in the vent of a threat. Also, Little Souls Taking Big Steps aims to 
minimise the risk of harm or the exposure to danger to anyone on the premises through the 
implementation of this procedure. 

 
Related Policies 
Death of a child policy 

Death of and Educator Policy 

Bushfire policy 

Child protection policy 

Emergency management and evacuation policy 

Incident, Injury, Trauma and Illness Policy 

 

Who is affected by this policy? 
Child 
Staff 

Regs 168 (2)(e) Policies and Procedures in relation to emergency and evacuation 

97 Emergency and Evacuation Procedures 
98 Telephone or other communication equipment 
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Families 
Management 

 

Implementation 

Examples of such critical incidents are: 

 Death of a child or Educator at Little Souls Taking Big Steps. 

 Children/educators/visitor being taken hostage. 

 A siege of service property. 

 A disaster in the local community. 

 Unusual amounts of media attention. 

 Aggressive trespassers. 

 Storms. 

 Noncustodial adult wanting child. 

 Bomb or arson threat. 

 

Initial Notification 

A situation involving potential threat to the safety of staff or children if they LEAVE the premises is 

referred to as a LOCK DOWN. 

A lockdown may occur for cases involving: 

 An aggressive trespasser 

 Situations involving a non-custodial adult 

 Unusual amounts of media attention 

 

If an event takes place that requires a "Lock Down", the following should occur: 

 The educator who witnesses the event or issue must try to raise an alarm with the 
Responsible Person in Charge. 

 000 must be called immediately if the event or issue requires the police, ambulance or fire 
service to respond.  

 The Responsible Person in Charge will determine the need for a "Lock Down" and raise the 
appropriate alarm. 

 

Alarm Procedure 

 The emergency lockdown phrase will be used, “Need a newspaper”. 

 Use the phone to notify the kindy and preschool staff that a lockdown procedure has 
commenced. 

 The most senior staff member will also need to say the phrase through the hallways so that 
the staff in the therapy rooms, resource room, front office, Robyn’s office and staff room 
know that the centre is in lockdown. 
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Sometimes it may not be possible to raise the alarm to notify all staff as per regular emergency 
procedures. In such an instance, staff are to be mindful that remaining aware of the goings-on within 
the whole centre at all times throughout the day is very important. 
 
Movement of Children, Educators and visitors 
 
General 
 

 When the lockdown procedure has begun all staff/children/visitors must make their way to 
the kindy bathroom and lock the door. 

 If possible, educators will make efforts to seal and lock classroom doors and windows, and 
close the blinds. Curtain for the glass on the internal door needs to be hung up as well. 

 Children should remain out of sight, preferably away from doors and windows during the 
lockdown period.   

 Every effort should be made to keep the children calm and quiet. 

 If children are outside, educators should get them inside as quickly as possible even if they 
are not from their room. 
 

Pre-school/ Kindy Rooms 
 

 Gather all the children in the Pre – School Bathroom 

 If it is possible, the senior staff member should lock up all the doors, close the blinds and 
hang the curtain up on the door, and join the children in the bathroom 

 Ensure that you take the ratio sheet in to the bathroom with you to keep track of children 

 There is an emergency kit in the bathroom with books and biscuits 

 Mobile phone will be kept in the pre-school room for communication with authorities 

 Use internal phone system to communicate with Kindy Room or Pre-school room 
 
 
Staff Responsibilities: 
 

 Responsible Person in charge or the person who noticed the situation to contact Emergency 
Services and follow their instructions. 

 Responsible person in charge or the person who noticed the situation to collect the family 
contact list, cordless telephone, mobile, first aid kit and centre keys. 

 The responsible person in charge or the person who noticed the situation is to go to the 
front of Little Souls Taking Big Steps to liaise with Emergency Services if it is safe to do so, if 
it is not safe use the mobile phone to communicate with the authorities 

 Educators must check the sign-in sheet and check all signed-in children are present. Any 
absences must be reported to the Responsible person in charge as soon as it is safe. Use the 
interphone system to check both the Kindy and Pre-school rooms. 

 All staff, children and anyone else present will remain in the locked room until the “All Clear 
Signal” is given by the responsible person in charge. 

 
All Clear Signal 
 

 The responsible person in charge will inform staff that it is safe to leave the rooms 
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Non-custodial Adult Wanting Child (or other suspicious persons on or near the premises) 
 

 If staff or children are being threatened, staff; 
 May not have time to contact the Police or the custodial parent 
 May be unsuccessful in negotiations, and 
 May have to release the child in question …in order to protect the other 

children and staff. 

 In the event of the above occurring the situation then becomes a matter to be dealt with by 
the appropriate authorities (Police). 

 The appropriate custodial parent should be notified as soon as is safe to do so. 
 
 

Storms 

 Keep all children and staff together in a combined group. 

 Seat the group away from windows and power outlets and in the strongest area of the 
building.  Depending upon numbers of children the area around the Laundry, hallway and 
staff toilet is recommended.  

 If safety allows, leave the glass sliding doors in the kindy and preschool room’s open, the 
ones under the veranda, to allow the building to de-pressurise. Make sure all electrical items 
are turned off, including power switches. 

 If sufficient warning has been given of the approaching storm, measures should be taken to 
secure the premises and surrounds if possible.  This includes the removal of loose 
equipment and the securing of windows and doors. 

 Make sure the emergency bags and first aid kits and keys are collected and brought with to 
the corridor. 

 
Hold up 
 

 Try to stay calm. 

 Evacuate to safe house if possible. 

 Try to contact the Police. 

 For the safety of children and staff, obey all instructions and demands. 

 Immediately after the threat has passed ensure all staff and children are safe then call 000. 
 

Bomb Threat and/or Arson 

In the event of a bomb/arson threat by telephone or mail: DON”T PANIC! 

 Record all known information for Police. 

 Dial emergency 000 or press the buttons on the alarm. 

 Follow the instructions of the 000 operator. 

 Prepare to evacuate. 

 Assist in search if required. 
 
IF AN OBJECT IS FOUND: 

 Do not touch. 

 Report find to the Police. 

 Keep area clear. 
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Basic Rules For All Emergency Situations: 
 

1. Stay Calm 
2. Treat all threats as genuine 
3. Record all actual information 

 
In preparation for possible emergency situations we will rehearse our evacuation drill quarterly. All 
drills will be recorded and parents and carers will be notified by a display poster when a drill has 
taken place 
 
 

Sources 

 Education and Care Services National Regulations 

 National Quality Standard  

 Work Health and Safety Act 2011 

 Work Health and Safety Regulation 2011 

 

Review 

 The policy will be reviewed annually.  

 The review will be conducted by: 

 Management 

 Employees  

 Families 

  Interested Parties 

 

Reviewed: July 2015    Date for next review: September 2016 

 

 

 


