
EMERGENCY PROCEDURES - TOOL

As part of your responsibility to ensure the safety of people in your workplace you are required to make arrangements for a safe and rapid evacuation in case of emergency.  This checklist will help you develop your emergency procedures.

If you share your workplace or worksite with others you can use the checklist to coordinate you emergency response. You will need to involve your employees in developing these procedures.

What emergencies may require an evacuation of the working area?

For example, fire, explosion, chemical spills, bomb threat, flooding




Responsibility

Who will be responsible for managing the evacuation?




Signal to evacuate

What signal(s) will be used to initiate the evacuation?

Where will these signals be located?

Who is authorised to activate the signal?




Evacuation Procedure

How will people evacuate from the workplace?

Where will they assemble after evacuation?

What checks will there be to ensure everyone is accounted for?

What signal will give the all clear to return? Who will give it?




Re-entry

How will the re-entry be managed?




After developing the procedure you should:

· Write it up and display it in your workplace

· Ensure all employees are aware of it

· Include it in induction training

· Schedule practice sessions

· Review the procedure if:

· Problems are found in practice sessions

· Work systems are changed

· New substances or plant are introduced













