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Risk assessment example template – Emergencies and evacuations 
	Risk assessment example template – Emergencies and evacuations



This template is intended to assist services in undertaking risk assessments to identify potential emergencies relevant to their service. The examples provided within this template risk assessment are not exhaustive. This document is intended to provide guidance and examples which must be amended to reflect the service location and unique context to be effective – other potential emergencies may be relevant.

Approved providers are strongly encouraged to consult relevant authorities who have expert knowledge in the development and review of emergency and evacuation risk assessments (in line with 2.2.2 of the NQS). While generic, organisation-wide risk assessment templates may be used, the content of these should always reflect risks specific to each service operated by an approved provider. 

[bookmark: _Hlk200026358]Many factors may inform the need to update or change the risk assessment including (but not limited to) issues identified during emergency and evacuation rehearsals, incidents which have occurred at the service (i.e. real emergencies), feedback from relevant authorities, changes to the service environment (internal and external) etc. These should be considered when reviewing the emergency and evacuation risk assessment and used to inform changes to both the risk assessment and corresponding emergency, evacuation and lockdown etc. 

Emergency and evacuation risk assessments for centre-based services are required to be reviewed at least once every 12 months and as soon as practicable after becoming aware of any circumstance that may affect the safe evacuation of children from the service. As soon as practicable after reviewing the risk assessment, the approved provider of the service must make any necessary updates to the emergency and evacuation policies and procedures

	STEP 1
	
	STEP 2
	
	STEP 3
	
	STEP 4

	A risk assessment is prepared to identify potential emergencies that are relevant to the service

	
	The risk assessment is used to inform development of emergency and evacuation procedures, including 
· instructions for what must be done in the event of an emergency; and
· an emergency and evacuation floor plan; and
· additional considerations if the education and care service premises is located within a multi-storey building
	
	A copy of the emergency and evacuation floor plan and instructions are then displayed near each identified emergency exit at the service, family day care residence or family day care venue

	
	The emergency and
evacuation procedures are rehearsed every 3 months and documented



RISK ASSESSMENT Regulation 97 
Identifying potential emergencies relevant to (insert Service name here) 
 
The Education and Care Services National Regulations 2012 (the National Regulations) require services to ‘ensure that a risk assessment is conducted to identify potential emergencies that are relevant to the service’ (regulation 97 (2)). This risk assessment identifies potential emergencies relevant to this service and specifies actions (control measures) to be taken to minimise or control identified risks during or following an emergency. This risk assessment and the control measures identified will be used to inform emergency and evacuation procedures which will be rehearsed at the service in line with the requirements of regulation 97 of the National Regulations.
 
	SERVICE DETAILS

	Service Name 
	
	Phone Number 
	
	Email Address 
	

	Physical Address 
	
	Muster Point location/s 
	 



 RISK ASSESMENT STEPS 
	STEP 1 
	Identify the potential emergency, based on the service location and context i.e. hazards/threats

	STEP 2 
	Assess the likelihood and likely consequences of the potential emergency using the Risk Rating Matrix, provided later in this document. 

	STEP 3 
	Develop risk control measures i.e. prevention, preparedness (emergency action plans, equipment and training etc.), establish a response structure and consider recovery planning as well.

	STEP 4 
	Evaluate and Review (12 monthly and whenever required). Conduct rehearsals regularly to aid in evaluation 

	STEP 5 
	Use the control measures developed in the Risk Assessment to develop/inform changes to emergency and evacuation procedures 






	STEP 1: Potential emergencies/threats
	Emergency Procedure Action plan required
	Considerations

	Fire / Gas
	At the service premises (inside or outside the building), gas leak, 
	Evacuation Procedure 1
	Requires immediate evacuation to the identified muster point and contact emergency services – call 000
DFES
	Consider if the service is connected to gas - if not, then a gas leak need not be considered a relevant potential emergency. 

Consider potential fire sources and points within the service where a fire might ignite (Kitchen, Laundry, if applicable - where flammable chemicals are stored, appliances etc)

Review information at the below website  
for relevant considerations:
Fires in the home overview - Department of Fire and Emergency Services

	 Bush Fire / Hazardous Materials
	Within the nearby community 
	Evacuation Procedure 2
	May require children to be collected or transported to a designated community muster point (away from the service premises) as instructed by emergency services.

Implement the service’s bush fire management plan.

Bushfire Preparation Toolkit
Easy English bushfire planning tool.

	Use the DFES bushfire prone areas map to determine if the service is considered to be in a bush fire prone area - and review information available at the following websites to develop an evacuation procedure relevant to the service location.

DFES - Department of Fire and Emergency Services

Bushfire Overview - Department of Fire and Emergency Services

Prepare for a bushfire - Department of Fire and Emergency Services

Note: strong winds may affect the behaviour and speed of a bush fire. Monitor the weather conditions.

	Bomb Threat
	Phone
Electronic means
Written
	Evacuation Procedure 3
	Requires specific steps to be taken to evacuate to an alternative muster point and may include a scripted discussion to gather information from the caller for Police.
	Although unlikely to occur, this threat is widely considered to be a relevant emergency threat which requires a specific response. 

Consider the information available at the following websites to guide development of procedure about and about how to respond to a bomb threat:
Bomb threat, Emergency information, Emergency and critical incident procedures, La Trobe University

Emergency plans and procedures - Overview | Safe Work Australia

	Weather event
	Floods, cyclones, earthquakes, extreme heat, severe storms
	Lockdown Procedure 1
	May require children to be collected or lockdown when instructed to do so by emergency services. Follow the guidance provided by the relevant authority. 

DFES and the Bureau of Meteorology (BOM) work together to inform the community when there is a cyclone risk. Monitor the BOM  website for further information and instruction.

Western Australia Weather and Warnings
	Consider the information available at the DFES and Bureau of Meteorology  websites for information on each weather event.

Cyclone Overview - Department of Fire and Emergency Services

Earthquake Overview

Storm Overview

Flood Overview - Department of Fire and Emergency Services

Note: A lockdown may not be the best action if the flood has the potential to affect the facility and/or trap occupants. This scenario may require children to be collected or transported to a designated community muster point (away from the service premises) as instructed by emergency services.

	Physical Violence
	Intruders, child abduction (custody dispute), active shooter, intoxicated / drug affected person
	Lockdown Procedure 2
	Requires immediate lockdown to a safe and secure location within the service premises, out of sight and sound of the threat. Contact Police -call 000 
	Consider relevant court orders in place, including custodial arrangements and restraining orders.

Consider the location of the service, including proximity to other facilities where anti-social behaviour may be more prevalent. Is access to the service restricted and/or secure? This may include a doorbell, keypad / coded entry etc

Consider information and strategies available at the following websites to develop a response plan:
· How can I de-escalate a situation when someone is angry or agitated? 
· Guide for preventing workplace violence and aggression.pdf

	Dangerous animal or insects
	Snakes, swarm of wasps or bees
	Safety Procedure
	May require children, staff and families to relocate to a specific area of the service where the animal / insects don’t pose a threat. Contact a relevant authority qualified to remove the danger.
	Establish if the service is located in an area inhabited by animals and insects which may pose a risk. If so, consider the advice of your local government authority (LGA) with regard to the relevant professionals qualified to address and remediate threats related to dangerous animals and insects. 

The WALGA directory may be used to identify the relevant contact details for the service’s LGA:
· WALGA-Western-Australian-Local-Government-Directory-2024.pdf

	Medical episode
	Anaphylactic reaction, serious injury, medical episode (epilepsy etc) death
	Medical Procedure
	Will require the administration of first aid and may also require the attendance of ambulance services. 000
	Consider the service’s need to be prepared for a medical emergency response to an unknown situation, such as a first anaphylactic reaction. 

Consider the roles and responsibilities of appropriately trained people to respond in a coordinated way to medical emergencies. This may include specific training for staff. 

Consider information available at the following websites in developing appropriate procedures:
· Home - Australasian Society of Clinical Immunology and Allergy (ASCIA)
· Training devices - Allergy & Anaphylaxis Australia
· First Aid Training - St John Ambulance Australia

	Transport
	Road accident, vehicle breakdown, driver medical episode, child medical episode during transportation

	Transport Procedure
	Requires access to a working communication device and may require administration of first aid, attendance of emergency services and/or transportation of children to a safe location. May require children to take a role in managing the emergency.
	Consider the roles and responsibilities of people travelling on a vehicle in the event of an emergency, including children who may need to respond in the event the driver is incapacitated.  

Consider the need for a contingency plan when developing a response to emergencies relevant to traffic accidents and vehicle breakdowns (i.e. access to suitable alternative transportation, including relevant child restraints).
· Driving in Perth | Main Roads Western Australia

	Other (relevant to the service location/context)
	Discuss with a relevant professional when developing / reviewing this risk assessment – they may identify additional emergencies relevant to the service
	
	Action plans will need to be developed for any other threats 
	Consider the unique context of your service and any human and environmental factors which may contribute to other emergency types (i.e. falling trees, fallen power lines etc).
Consider neighbouring threats such as industrial, commercial, high traffic, civil unrest, perhaps even detention centres etc.



	STEP 2: ASSESSING THE LIKELIHOOD - descriptors
	ASSESSING THE LIKELY CONSEQUENCES - descriptors

	Almost certain 
	Has occurred on an annual basis (or more frequently) in the past 
	Critical 
	Death or permanent disability or multiple serious injuries. Loss of or catastrophic damage to premises. 
Critical business interruption. 
Likely to attract media interest
Risk needs careful planning and consideration required before going ahead - consultation and guidance required-policies/procedures/external professionals 

	Likely 
	Has occurred in the past few years  
	Major 
	Significant business interruption 
Serious long-term injury or illness could occur. 
Major damage to premises.
Risk needs careful planning and consideration required before going ahead - consultation and guidance required-policies/procedures/external professionals 

	Possible 
	May occur at some stage (has occurred at least once in the history of the Service) 
	Moderate 
	Medical attention may be required.  
Damage to premises may occur. 
Deal with the hazard as soon as possible.
Complete risk assessment to implement control measures to manage and reduce risk. 
 

	Unlikely 
	Has never occurred within the Service but has been known to infrequently occur in similar early education and care services in the local geographic area 
	Minor 
	This may be considered Business as Usual
First aid may be required. 
Minor damage to premises.  
Unlikely to cause long-term problems. 
Deal with the hazard when able-implement effective control measures to reduce risk.

	Practically impossible 
	It is not known to have occurred in any similar early education and care service within the local geographic area 
	Insignificant 
	No first aid required. 
No interruption to general operations. 
Damage to premises unlikely. 
This may be deemed business as usual.



	STEP 3: RISK RATING MATRIX. 
Use the Risk Score Matrix to identify and assess risks. Record the Risk Ranking within the Risk Assessment below 

	






LIKELIHOOD
 

	CONSEQUENCE LEVEL 

	
	 
	Critical 
	Major 
	Moderate 
	Minor 
	Insignificant 

	
	Almost Certain 
 
	Extreme 
	Extreme 
	Extreme 
	High 
	Medium 

	
	Likely 
 
	Extreme 
	Extreme 
	High 
	Medium 
	Medium 

	
	Possible 
 
	Extreme 
	High 
	Medium 
	Medium 
	Low 

	
	Unlikely 
	High 
	Medium 
	Medium 
	Low 
	Very Low 

	
	Practically Impossible 
	Medium 
	Medium 
	Low 
	Very Low 
	Very Low 


 





Extreme, High and Medium risk level assessments will require a range risk control strategies employed (prevention where possible, mitigation, and preparedness and recovery measure should also be considered. 

Medium to very low risks will also require, at minimum a training, diligence, and an emergency action plan.







	STEP 4: RISK ASSESSMENT ACTION PLAN - TEMPLATE

	EMERGENCY 
	
POTENTIAL CAUSES 
of the EMERGENCY 
	RISK 
RATING 
(use matrix) 
	
	CONTROL MEASURES  
	RESPONSIBILITY 

	
	
	
	
	
	WHO 
	WHEN 

	Fire /Gas
	· Kitchen fire – ovens, stove, electrical appliances
· Gas leak to hot water system, hot plates, air conditioners
· Laundry fire – dryer lint, flammable chemicals

	Very Low
Low
Medium
High
Extreme

To be determined by the service context 
	
	· Smoke detectors are working (checked and tested annually)
· Fire equipment including fire blankets and extinguishers in working order – tested and tagged twice annually by a relevant professional
· Appliances are in sound working order and are tested and tagged by a qualified professional (air fryer, electric frying pan etc)
· Dryer lint is removed daily
· Flammable liquids are stored safely and securely
· Staff are trained in the use of fire equipment
· Staff are trained in their allocated roles to respond in an emergency 
· Procedures for responding to a Fire / Gas to be developed 
(Evacuation Procedure 1)

	
	

	Bush Fire
	- 	Service is located in a DFES designated Bush Fire emergency zone
· Seasonal risk – bush fires are more prevalent

	To be determined by the service context
	· 
	· Having a compliant bush fire management plan
· Reviewing the bush fire management plan annually with a relevant professional
· Monitoring fire and weather warnings
· Service grounds are maintained – clearing of debris, hoses are in working order, monthly audits completed
· Establish an agreement with a local transport provider to provide adequate transport in an emergency
· Procedures for responding to a bush fire to be developed 
(Evacuation Procedure 2)
	 
	 

	 Bomb Threat
 

 
	· The service receives communication (phone, email, social media) threatening that a bomb has been left in an area that would affect the safety of those within or near the service
	To be determined by the service context 
	 
	· Staff are adequately trained in the management of a bomb threat
· Staff have access to the service’s Bomb Threat Checklist
· Procedures for responding to a bomb threat to be developed 
(Evacuation Procedure 3)
	 
	

	Weather event
	· The service is located in a weather event prone location (e.g. cyclones in far north WA)
· Seasonal risk 
· The BOM advises that action is required in relation to a weather event
	To be determined by the service context
	
	· Establish contacts with the local community emergency services responsible for providing guidance and assistance 
· Regularly monitor the relevant emergency management advice to respond as required
· Ensure contact information for children is current and paper copies are available in the event of a power and/or network outage
· Physical spaces at the service are arranged and maintained to minimise damage and risk to people (e.g. working air conditioning during extreme heat, securing loose equipment outside during a cyclone etc)
· Procedures for responding to a weather event to be developed (Lockdown Procedure 1)
	
	

	Physical Violence
	· Custody dispute
· Family domestic violence
· Unknown persons attempting to gain access
· Person/s affected by drugs or alcohol
· Aggressive behaviour
· Location of the service (eg near shopping, medical and other community facilities)
	To be determined by the service context
	· 
	· Court orders are accessible at the service and relevant staff are aware of these
· Access to the service is secure and/or restricted to ensure only people who should have access to the building may enter.
· Responsible persons will be trained to communicate and effectively respond to aggressive behaviours
· Procedures for responding to physical violence to be developed (Lockdown Procedure 2)
	
	

	Dangerous animal or insects
	· Snakes
· Bee / wasp hives

	To be determined by the service context
	
	· Regular checks of the environment as part of safety audits, to minimise or eliminate hiding areas where snakes may reside and food/water sources that may attract them
· Use of snake repellents e.g. vibration system
· Professional removal of hives and nests when detected
· Consideration of flora which attracts bees and wasps, and where these are planted (not where children play)
· Procedures for responding to dangerous animals and insects to be developed (Safety Procedure)
	
	

	Medical episode
	· Anaphylactic reaction
· Asthma attack
· Seizure
· Medical episode
· Serious injury 
· Death
	To be determined by the service context
	
	· Ensure children’s medical management documents are kept updated as changes occur
· Staff medical conditions are known to relevant people
· Ensure required medications remain accessible
· Eliminate/manage known triggers (e.g. through risk minimisation and communication plans)
· Ensure all staff follow the service’s child safe environment policy and procedures, to reduce risks that may lead to serious injuries and death. These should include processes to ensure supervision is adequate
· Regularly monitor / audit the environment, furniture and equipment 
· Procedures for responding to medical emergencies to be developed (Medical Procedure)
	
	

	Transport
	· Vehicle accident
· Vehicle breakdown
· Driver / passenger medical episode
· Injuries sustained while in transit
	To be determined by the service context
	
	· Maintain vehicles (e.g. regular servicing and safety inspections)
· Driver training to mitigate the risk of a road accident
· Adequate first aid supplies are available on the vehicle
· Carry required medications and medical management plans for known medical conditions in the vehicle with children
· Use the required child safety restraints, including booster seats, car seats and seatbelts as applicable
· Educate children on safe transportation expectations (ie, remaining seated and wearing a seatbelt)
· Procedures for responding to transport emergencies to be developed, including the role of children (Transport Procedure)
	
	

	Other (relevant to the service location/context)
	· Consider the unique context of the service and list any additional potential causes relevant to the other emergencies identified.
	To be determined by the service context
	
	
	
	


 
	STEP 5: EVALUATE AND REVIEW 

	Risk Assessment prepared by 
	Full Name 
	
	
	Role/Position 
	
	Signature 
	 

	Prepared in consultation with 
(Person/Relevant Authority) 
	Full Name 
	
	
	Role/Position 
	
	Signature 
	

	Prepared in consultation with other agencies (if applicable)  
	Full Name 
	 
	
	Role/Position 
	 
	Signature 
	 

	Communicated to all relevant staff 
	Yes 
	Comments (how and when communicated)
	 

	Risk assessment evaluation and review date 

	Date 
	
	Next Review Date
	
	This risk assessment must be reviewed at least once every 12 months or as soon as practicable following any change of circumstance that may affect the safe evacuation of children from the service. 
The corresponding policies and procedures must also be updated following any changes to the Risk Assessment

	Monitor the effectiveness of the controls and change if necessary.
	Actions 
required
	


	



This template has been developed based on the Australian Children’s Education and Care Quality Authority (ACECQA) ‘Risk assessment and management template’	
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