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Emergency Procedures Standards
Check that the following equipment is available in your workplace

· Emergencies that may require an evacuation of the work area identified.

· Signal to evacuate identified

· Smoke detector positioned in each habitable room and in corridors in group accommodation settings and/or sprinkler or smoke alarm system available in administrative offices and disability enterprise work areas
· Fire extinguisher(s), fire blanket for kitchen areas, fire hoses available and located according to AS 2444-2001. (conspicuous and readily accessible position where practicable, along normal paths of travel and near exits and should not require a travel distance of more than 15m.)
· Location of extinguishers clearly indicated by placement of a location sign.

· Extinguisher or sign clearly visible for 20m in all directions of approach.
· Exit signs if you need to pass through more than one door to reach the outside.
· Sufficient number of exits from each floor so that if 2 or more storeys, exits not less than 9m apart and no more than 60 metres apart with maximum distance travelled to an exit not exceeding 40metres. 

· Evacuation plan with fire equipment, high risk areas such as chemical store, gas tanks etc and assembly point noted, displayed in a prominent location.
· Displayed evacuation procedures attached to evacuation plan which indicates specific responsibilities, assembly points, procedure to check that everyone is accounted for etc.

· Documented procedures to cover other types of emergencies such as bomb threats(see checklist), lockdown(see guidelines), medical emergencies, flood etc
· Emergency kits available depending on location such as for flood, vehicle breakdown etc. containing first aid supplies, torch, radio and batteries and bottled water.  Seek further advice from local emergency services in relation to preparing for natural disasters.
Check that the following systems are in place

· Allocation of responsibilities for specific types of emergencies.
· Conduct of an evacuation and lockdown (if relevant) drill at least once a year – frequency based on risk assessment of likelihood of event occurring.
· Service to fire extinguishers etc every 6 months by licensed person.
· Checking of smoke detectors at least once a year with replacement of batteries yearly if not hard-wired.
· Emergency procedures training for new staff during induction and regular reminders for existing staff including training of wardens when appointed.  Training in use of fire equipment if risk assessment indicates suitability.

	BOMB THREAT CHECK LIST (from AS 3745-1990)
 

 

BOMB THREAT CHECK LIST
QUESTIONS TO ASK
1. When is the Bomb going to explode?
2. Where did you put the Bomb?
3. When did you put it there?
4. What does the Bomb look like?
5. What Kind of Bomb is it?
6. What will make the Bomb explode?
7. Did you place the Bomb?
8. Why did you place the Bomb?
9. What is your name?
10. Where are you?
11. What is your address?
EXACT WORDING OF THREAT:
ACTION DO NOT HANG UP
Report call immediately to:
Phone number:
CALLER’S VOICE
Accent (specify):
Any impediment (specify):
Voice (loud, soft, etc.):
Speech (fast, slow, etc.):
Diction (clear, muffled):
Manner (calm, emotional, etc.):
Did you recognize the voice?
If so, who do you think it was?
Was the caller familiar with the area?
THREAT LANGUAGE
Well spoken:
Incoherent:
Irrational:
Taped:
Message read by caller:
Abusive:
Other:
BACKGROUND NOISES
Street noises: House noises:
Aircraft:
Voices: Local call:
Music: Long distance:
Machinery: STD:
Other:
OTHER
Sex of caller:
Estimated age:
CALL TAKEN
Date: …../……/…….. Time: ………….
Duration of call:
Number called:
RECIPIENT
Name (print):
Telephone number:

Signature:
REMEMBER KEEP CALM - DON’T HANG UP
BOMB THREAT



TYPICAL EMERGENCY EVACUATION EXERCISE OBSERVERS’ CHECK LIST

_________________________________________________________________

Date:
…………………………………………………………………………………………

Address:
…………………………………………………………………………………

Floor or Area:
………………………………………………………………………….

	EVACUATION SEQUENCE
	TIME

HOURS
MINUTES

	Alarm sounded

Warden(s) respond

Wardens check floor or area

Evacuation commenced

Wardens report floor or area clear

Persons with disabilities accounted for

Arrive at assembly area, safe place

Wardens check personnel present (where appropriate)

Evacuation completed

Exercise terminated
	…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………

…………… : ……………


COMMENTS:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Observer:
…………………………………………………………………………………










(BLOCK CAPITALS)

Signed:
…………………………………………………………………………………
Source: AS 3745 - 2002
EMERGENCY PROCEDURES CONTENT AND EVACUATION DIAGRAM
Fire procedures should embrace the following four essential steps, which in most cases will need to be initiated concurrently:

1. Life safety:
Ensure the immediate safety of anyone within the vicinity of the fire.
2. Call the fire brigade: 
Calling the fire brigade in all incidents of fire or suspicion of fire (e.g. smell of smoke).  There should be no criticism of any person who uses initiative in this respect nor should such action need another person’s permission.  However your procedures may identify a central person such as your receptionist allocated with this responsibility and staff instructed to call receptionist.
Note: Where the fire brigade has been called by automatic means or by breaking a manual call point, a telephone call should follow to confirm receipt of the alarm and provide further information.
3. Evacuation:
An evacuation plan, should be based on the following:

I. Effective warning arrangement.  A suitable arrangement to advise occupants of an emergency should be available e.g. alarm system, phone, PA.
II. Personnel.
Appropriately trained emergency control personnel should be present or staff delegated with responsibilities in cases of emergencies to take responsibility for ensuring that all staff, clients, visitors are evacuated.
III. Assessment of all evacuation routes.

A detailed assessment should be made of escape paths, and normal exits and the effect that any emergency condition (e.g. smoke) may have on these, and appropriate allowances made in any planning.

4. Fight the fire:
Most buildings, structures and workplaces have hose reels or portable fire extinguishers.  Where these are installed, information should be provided to cover their selection, use and operation.  However, immediately it becomes obvious that there are unnecessary risks associated with attempts to control a fire, occupants should withdraw, closing but not locking doors behind them.  As a general rule, occupants to not attempt to use installed canvas hose unless special training has been provide, e.g. members of designated plant fire teams.

Source: AS 3745 - 2002
SAMPLE FLOOR EVACUATION DIAGRAM WITH ASSEMBLY POINT

[image: image1.jpg]




Assembly Point
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LOCKDOWN PROCEDURES

GENERAL PRINCIPLES

When to instigate lockdown

A lockdown should be initiated when a situation arises that requires the isolation (rather than evacuation) of staff and others from an identified threat.

Threats to the safety of individuals on your site may include: aggressive or violent intruder, siege/hostage incident, dangerous animals, armed robbery, violent behaviour exhibited by client.  

Who is responsible for instigating lockdown

If a staff member identifies one of the above situations he/she should contact the local manager and CEO (you need to decide who will have the authority to manage the lockdown and who will have the authority to call police services if required) immediately by phone (you need to decide if there are other communication strategies required other than telephone for staff in outdoor or community settings etc) and if not available, their supervisor who will make a decision as to whether to sound the lockdown alert signal.

The lockdown alert signal

This is generally a message with a particular code word or similar (you need to determine how you will broadcast or communicate the signal).  This should not be sounded for an extended period.

What to do on hearing the alert signal

If the alert sounds staff members should ensure that all clients, visitors and staff in their area are secure in the relevant room and that the door is closed/locked.  Windows should also be closed/locked and blinds/curtains should be drawn where possible.  Any children should be asked to sit on the floor and should participate in an activity that will keep them quiet e.g. story reading. (you need to consider strategies if an extended period to ensure access for toileting and medication).

If staff members and others are outside when the alarm sounds they are to proceed to the nearest securable room immediately.  

Staff are to ring admin/central person to advise of their location and if anyone is missing from their room.

If staff are absent from the site they should be contacted to advise them to remain away until advised otherwise.

Ending lockdown

An all clear signal should be given by the person in control of the situation on the advice of police services (if applicable).  Debrief clients, children etc and advise parents/carers if appropriate.  Provide counselling/debriefing support to all involved if required.

Drills and administration

Conduct regular drills (minimum of yearly) once the procedure is developed and modify procedure if drill identifies a deficiency.  

The procedure should be reviewed every two years or when a change to circumstance warrants, eg purchase of new premises, modification of premises etc.

The full procedure should be communicated regularly to staff.  Others should receive a summary but not the complete procedure as a custody dispute (for example) may be the cause of a lockdown situation.

Reference: 

Australian Standard AS 244-2001 “Portable Fire Extinguishers and fire blankets – 




Selection and location”

Australian Standard As 3745-2002 “Emergency Control Organisation and 






   Procedures for Buildings, Structures and 





   Workplaces”
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