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                                                  EMERGENCY EVACUATION PROCEDURE 

                      In the event of an emergency it may be necessary to evacuate the building. 
 
Signals for Evacuation: short blasts on whistle (LOCATED just inside main doors and shed doors)   
 
Muster Assembly point: All children, visitors and staff must assemble by back fence, area marked 

with smiley face poster. 
 

Roles of staff. 
INSIDE TEACHER 

• Collect mobile phone and emergency back pack (put this on) LOCATED office.  SHUT DOOR. 
• Collects children’s medications (where necessary) Located in kitchen cupboard 
• Collects sign in sheets  and pen LOCATED verandah table 
• Checks shed shuts doors and gate 
• Checks mud kitchen area before joining others at muster point. 
 

E.C.W. – (or if only 2 staff, teacher does this)  

• Collect first aid kit, staff bags,(LOCATED bathroom cupboards) 
• Checks all rooms are clear, shutting doors  as you proceed. Exits building (shuts doors) 
• Once assembled at muster point, telephone appropriate emergency service if applicable. 

 

 

 

 

OUTSIDE TEACHER -  

• Stands at muster point to act as focus for children.  
• Directs other adults to assist where necessary 

OTHER STAFF/ADULTS -  Move to muster point.  Assist where needed as instructed. 

 

When all are assembled a roll will be called. If deemed necessary, (Director will be 
guided by first responders)   we will evacuate to oval.  
 
Children will only be dismissed to parents or nominated contact as per Kindergarten 
procedure. 
 
DATE OF LAST DRILL:   

Emergency Number:  land line: 000 mobile:    112 

Police Assistance:  131 444   Police attendance 

DECD EMERGENCY HOTLINE    1800 000 279    - Staff must contact this 

number once you have enacted your emergency procedure and informed SAPOL. 

 


