EMERGENCY PROCEDURE

Purpose
To provide the emergency control structure and directions which will prevent injury to personnel, visitors and neighbouring people or premises in the event of an emergency. The procedures also aim to minimise damage to the organisation’s equipment, plant and installations.

Definitions:

Nil

Standard
· Relevant State Act and Regulations

· Australian Standard AS 3745-1995 Emergency control organisation and procedures for buildings

Procedure

General

· Emergency procedures covered by this procedure are:

· Evacuation

· Fire

· Chemical Spill

· Medical Emergency

· Earthquake

· Bomb threat

· After hours.

Development of Emergency floor plans

· The Managing director in conjunction with Managers/supervisors will develop an emergency floor plan for each area. The emergency floor plan shows the location of exits, extinguishers, hose reels, assembly areas and other relevant information (eg. safety showers, dangerous goods storage, etc).

Review of Emergency procedures and inspections

· The Emergency Procedures and Emergency info for notice boards must be kept up to date and reviewed for each area by the Managing director in conjunction with the Manager/supervisor. The Managing director and Manager/supervisor will review the Emergency procedures and displayed Emergency Information for the specific area at the introduction and after every 6 months.

· All staff will continually monitor risk in order to minimise the potential of an emergency.

· As part of the hazard inspection the Manager/supervisor and OHS Representative shall identify and assess emergency situations, hazards and relevant controls such as servicing of fire fighting equipment etc. 

Display of information

· Emergency info for notice boards and Standard Emergency Orders will be displayed in all relevant areas and on all staff notice boards.

· The emergency procedure and the floor plans should be simple but effective.

Emergency control team

· The Managing director is responsible for the establishment of an emergency control team.

The responsibilities of the emergency control team are:

Chief Warden

· Oversee and support the activities of all other Wardens.

· Assist management with development and review of emergency management procedures.

· Determine training for all personnel.

· Co-ordinate drills and exercises.

In case of an emergency:

· Attend to the emergency control point.

· Communicate with Area Warden and ascertain the nature and scope of the emergency.

· Ensure the appropriate response has been actioned.

· Ensure that the emergency services have been notified.

· Brief the incoming emergency services and respond to their requests.

· Stop people from entering the building or area.

· Initiate evacuation of affected areas if necessary.

Area warden

· Determine the nature of the emergency and raise the alarm:

· Contact the emergency services / fire brigade on ‘000’.

· Notify the Chief Warden.

· Operate the fire alarm (if applicable).

· Evacuate personnel from immediate danger area to a safe location.

· Co-ordinate the attack on fire if safe to do so.

· Communicate with Chief Warden giving details of:

· present situation

· whether evacuation is warranted

· If evacuation is required, check all areas including offices, toilets, change rooms, etc. Closing all doors after check.

· Before leaving area, report evacuation complete to Chief Warden, then proceed to assembly area and count if staff is complete.

Wardens can be identified by the use of coloured helmets.

Helmets should be properly marked with the wearer’s title:

· Chief and deputy Warden: 
White Helmet

· Area Wardens:

Red Helmet

Training

· The emergency control team receives training regularly in their appointed duties.

· Emergency personnel will be trained in the use of fire extinguishers.

· All staff will be regularly trained in emergency procedures.

Responsibility 

Managing director

Procedure Owner

OHS coordinator
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