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SUMMARY
	Premise name
	

	Premise location
	

	
	


Building Description 
	


Hazardous or dangerous goods

	There are NO dangerous goods kept on site.

There are Class 8 Cleaning Chemicals kept inside the ‘cleaners room’ in quantities of 5L or less. The cleaners room is located 


Regular Hours of Trade

	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY
	SUNDAY

	
	
	
	
	
	
	

	TO
	TO
	TO
	TO
	TO
	TO
	TO

	
	
	
	
	
	
	


Fire Safety and Emergency Facilities of this site
	


Mechanisms for alerting people to an emergency

	


Emergency Assembly Point

	Primary
	


	Alternate
	


Emergency Shutdown

	Utility
	Shutoff location

	Security alarm
	

	Fire alarm
	

	Electrical supply
	

	Gas
	

	Water
	

	Heating/airconditioning
	


Action to be taken when the fire alarm is activated

Identify a safe route of exit from the building

Begin evacuating persons from your area.

Team members must proceed to the designated assembly area, or alternate area.
Action to be taken by any team member who discovers fire or smells smoke
Remove yourself and others from immediate danger.

Confine fire & smoke by closing doors if it is safe to do so.

On becoming aware of a fire or emergency, staff or other occupants must raise the alarm and notify the Chief Warden.

It is mandatory that when the fire alarm is activated in this building that all persons leave immediately and move to the nominated assembly area.
Distribution

· Site Manager
· EPC and ECO Members

· Staff notice board
Emergency Control Organisation

	Chief Warden
	White Hat
	

	Deputy Chief Warden
	White Hat
	

	Wardens
	Red Hats
	

	
	
	

	
	
	

	
	
	

	
	
	


Plan validity

	Date implemented
	
	Review date
	


EMERGENCY PLAN

Purpose
	The principal function of the Emergency Management Plan is to ensure the safety of employees and visitors to our sites. The Emergency Management Plan establishes a framework for the effective handling of emergencies and/or disasters. Adherence to this framework is intended to:

· To control or limit the effect an emergency or potential emergency may have on people, property or the environment.

· To facilitate emergency response and provide appropriate onsite assistance.
· To ensure as soon as practical communication of all vital information.
· To facilitate recovery so that normal operations may resume.
· To provide a basis for updating and reviewing emergency procedures

· To provide training so that a high level of preparedness can be maintained.


General Information
	Emergency Response
	Emergency situations can develop from a number of causes including major accident, fire and/or explosion, armed intrusion, natural disasters, structural faults, gas leakage, civil disorder and other unexpected events.

A prompt and organised response is essential for the safety and wellbeing of our team members and customers, and for the preservation of company assets.

	Implementation of the Emergency Plan
	In order for the Emergency Plan to be effectively implemented all team members must:

· Have access to the Emergency Plan, web-based and/or hard copy;
· Have an emergency evacuation plan displayed in prominent positions throughout the building;
· Be provided with emergency procedure information;
· Undergo specific training (for team members with specific emergency duties);
· Undertake emergency evacuation drills annually;
· Have the support of sufficient staff to fulfill emergency roles for the plan.

	Emergency Planning Committee
	The EPC is responsible for the development, implementation and maintenance of the emergency plan, response procedures and related training.

 It is the responsibility of the EPC to:
· Identify events that could produce an emergency;

· Develop and implement an emergency plan;

· Establish site specific emergency procedures (such as evacuation points);
· Make recommendations to the National Emergency Planning Committee;
· Establish an Emergency Control Organisation, and ensure the ECO register of members is current and readily available;
· Arrange for periodic evacuation exercises at least annually;
· Review the effectiveness of evacuation exercises and arrange for procedure improvement.
The EPC consists of the Senior Management team of the site. The EPC shall meet at least annually.

	Emergency Control Organisation
	The ECO is a group of people who take command in the declaration of an emergency, pending the arrival of the fire brigade or other emergency service.
The ECO is made up of:

· Chief Wardens/Deputy Chief Wardens

· Wardens


	Media Response
	Statements to the media must not be made by any team member, all media queries must be directed to the Managing Director.

	Identification
	All ECO members are provided with appropriate identification which must be displayed during an emergency situation.

	Authority and indemnity
	During an emergency Wardens shall have overriding authority of all occupants regardless of their position in the organization.

All EPC and ECO personnel shall be indemnified against civil liability resulting from workplace emergency response assessment, education, training sessions, exercises or evacuation of the building where personnel act in good faith and in the course of their emergency control duties.


General Responsibilities
	Managers and supervisors
	It is the responsibility of Site Managers and Supervisors to:

· Provide overall commitment to the sites emergency preparedness

· Appoint wardens and first aid officers

· Develop action plans for site specific risks

· Ensure plans include assistance for mobility impaired persons

· Ensure that all team members have appropriate emergency training

· Provide support and resources to ensure that all team members are aware of emergency response plans

· Ensure emergency evacuation plans are current

· Ensure clear access and egress at all times.

	All employees
	It is the responsibility of all other employees to:

· Become familiar with who their Wardens are and their location

· Report all incidents and emergencies

· Become familiar with the Assembly area

· Participate in training exercises as required.

Comply with all reasonable directions issued by a member of the emergency control team during an emergency.


Specific Responsibilities
	Chief Wardens
	A Chief Warden and Deputy Chief Warden have been identified for this worksite.
The role of the Chief Warden will be to assume immediate operational responsibility for the worksite, coordinate activities and communicate to relevant parties.

	Wardens
	Wardens will be appointed to control emergency procedures for each area.
Wardens will respond to direction from the Chief Warden and Emergency Services personnel

Wardens have the authority to evacuate their area if they consider there is any immediate danger to personnel in that area.

	First Aid Officers
	First Aid Officers will respond to emergencies providing support to wardens for medical assistance.


Emergency Prevention

	Prevention Strategies
	In accordance with the company’s no smoking policy, team members are not to smoke in the store or receiving areas.

Electrical equipment is regularly tested and tagged and must be switched off when not in use.

Correct storage practices and good housekeeping must be maintained.


Emergency Preparedness
	Training
	To decrease the likelihood of emergencies occurring and to better control emergencies that do occur all team members are provided with training regarding emergency prevention and response.
All ECO members are trained in the worksites emergency response procedures and first attack firefighting. Skills retention training occurs every 6 months for emergency response and every 2 years for first attack firefighting.

	Response exercises
	A program of specific emergency response exercises will be undertaken in accordance with this plan, exercises will be conducted during the operating hours of the site to appropriately test the ECO. These exercises will include an evacuation exercise once every 12 months. 


Emergency Evacuation
	Emergency Evacuation Procedure
Code Orange
	On hearing a continuous alarm bell or the evacuation tone (first sound: “beep..beep”) or an Emergency Warning Intercommunication System (EWIS); or are requested by a Warden to evacuate the building you must:
1. Leave the building immediately by the nearest safe exit or as directed by a Warden.

2. Proceed to the assembly area or an alternative assembly area as directed by a Warden.

3. Remain in the assembly area until advised the emergency is over.

4. Only re-enter the building when advised it is safe to do so by the Chief Warden or Emergency Services Personnel.

In case of fire do not use lifts.

	Assembly Areas
	Assembly areas have been identified in the evacuation plan for the site and are detailed in the summary at the beginning of this plan.
In some cases assembly areas may be affected by the emergency and not be accessible. In these cases Wardens may determine an alternative location.

	Evacuation of mobility impaired persons
	Mobility impaired persons and persons confined to wheelchairs, who are in immediate danger, should be moved to a safe place.

A safe place may be:

· Inside a fire isolated stair well;

· Into another section of the affected building, closing doors between you and the fire, but still on an escape route;

· Out of the affected building.

Emergency services should be advised immediately of the presence of any mobility impaired person(s).

	Evacuation of injured persons
	Where injuries arise from an emergency, movement of the injured to an area which is safe will be crucial.

Injured persons should be classified using first aid triage and provided with first aid attention while awaiting ambulance services. A suitably qualified first aider or occupational first aider should be asked to manage a Triage Post until the arrival of the ambulance service.

	Refusal to evacuate
	At no time are persons other than Emergency Services personnel permitted to use physical force to remove someone who refuses to evacuate. Wardens must report the location of the person to Emergency Services on their arrival.

	Accounting for persons
	Department heads are responsible for accounting for each of their team members. Once a count has been taken each department head must report to the Chief Warden.


APPENDIX 1. 
Specific emergency response procedures
	Fire Emergency Procedure

Code Red
	On discovering a small fire
1. Remove anyone in danger;

2. Notify a warden;
3. If safe to do so attempt to extinguish the fire using an appropriate extinguisher, fire blanket or hose reel;
4. If the fire cannot be extinguished, or if it gets out of hand, sound the fire alarm and notify the Emergency Services;
5. Begin evacuating people from the nearby area;

6. Provide a debrief to the warden/chief warden of your actions.
On discovering a large fire
1. Remove anyone in danger of the fire and notify a warden/emergency services immediately.
2. Begin a full evacuation.

	Bomb Threat Procedure

Code Purple
	Telephone caller
If you receive a bomb threat over the telephone, attempt to write down exact wording of the threat. Under no circumstance are you to hang up the phone.

1. Keep the caller on the line as long as possible. As questions as follows:

a. When is the bomb going to explode?

b. Where did you put the bomb?

c. When did you put it there?

d. What does the bomb look like?

e. What kind of bomb is it?

f. What will make the bomb explode?

g. Did you place the bomb?

h. What is your name?

i. Where are you?

j. What is your address?

2. Do not create panic by telling other team members.

3. Notify the chief warden immediately.

If an evacuation is required follow the evacuation procedures as directed by your warden.

Suspicious bag

If a suspicious bag is found and it cannot be identified by occupants of the building notify the chief warden immediately. The chief warden will notify the authorities and initiate the emergency evacuation process.

	Medical Emergency

Code Blue
	In the event of a medical emergency the person discovering the emergency should stay with the injured person and send someone else for a first aid officer (or manager if the first person on the scene is a first aid officer).
If the person appears to need urgent medical attention, (that is, the person’s condition is uncertain or possibly life threatening), then the emergency services should be contacted.

	Personal Threat

Code Black
	Hold Up

During the incident person/s should:

· Stay calm

· If not directly involved stay out if it

· Obey instructions – do not argue and agitate

· Avoid sudden movement – de deliberate in your actions

· Avoid direct eye contact

· Try to remember everything about the suspect

· If a vehicle is used try to get the registration

After the hold up

· Notify emergency services immediately

· Help any injured persons

· Secure the area

· Begin recording your observations

Assault
In the event of an assault:

If minor, initial response from first response person on the scene or warden is to:

· Assess the situation, remain calm and obtain assistance if required

· If the assailant is still around request separation from the victim. Do not become involved in any physical altercation

· Provide assistance to the victim if possible, call for a first aid officer

· Notify the chief warden immediately

· Begin noting details from the scene.

If major, contact the chief warden immediately who will notify the emergency services.

· Gather details of offenders, including vehicles, weapons, etc

· Keep witnesses at the scene until policy arrive

· If offender is still at the scene try to keep others away from them

If offender is still threatening move all persons away to a safe place

	Air Supply Contamination

Code Yellow
	The person identifying the contamination (smoke, chemical, fumes, etc) should notify the Chief Warden who will then assess the emergency and undertake appropriate action.

	Gas leak

Code Yellow
	Any individual who observes a gas leak should immediately notify the chief warden, all persons should be kept away from the area and if safe to do so the gas supply should be isolated.

The Chief Warden will:

· Notify the fire brigade

· Ensure no naked flames in the area

· Ventilate the affected area

· Do not allow the operation of electrical equipment

· If major leak, evacuate the building

	Power Failure

Code Yellow


	In a power failure, emergency lighting/torches will be activated. The Chief Warden will determine if an evacuation is necessary. If the site has lifts ensure no one is stuck inside. All registers should remain closed.

	Civil disturbance

Code Yellow
	If you become aware of any form of civil disorder immediately advise the Chief Warden. Avoid any physical confrontation wherever possible. The Chief Warden will initiate appropriate action.

	Earthquake

Code Brown
	If necessary, evacuation for an earthquake should proceed as soon as practicable after the tremor has passed. Depending on the severity of the earthquake normal evacuation procedures may not be possible and designated assembly points may be changed.


APPENDIX 2. Primary roles and duties
	Pre-emergency
	Chief Warden

· Maintain a register of ECO Members;

· Conduct regular exercises;

· Ensure procedures are kept up to date;

· Attend meetings of the EPC;

· Ensure ECO identification is available;

· Ensure that ECO members are capable of operating emergency communication equipment;

· Attend training and emergency exercises. required.

Wardens

· Inspect and report on emergency equipment;
· Communicate emergency response procedures to team members;

· Ensure a safe working environment;

· Attend training and emergency exercises.

	Emergency
	Chief Warden

On becoming aware of an emergency the chief warden will take the following actions:

· Ascertain the nature of the emergency;

· Take control as appropriate;

· Notify the Emergency Services if applicable;

· Initiate an action plan in accordance with the emergency response procedures;

· Control entry to the affected area;

· Brief emergency services personnel on arrival;

· Record a log of the events;

· Take instruction from the emergency services.

The Deputy Chief Warden will assume the responsibilities normally carried out by the chief warden if the chief is unavailable, and otherwise assist as required.

Wardens

On hearing an alarm or becoming aware of an emergency wardens will take the following actions:

· Ensure the Chief Warden has been notified of the emergency;

· Implement the emergency response procedures for their area;

· Check any fire doors and smoke doors are properly closed;

· Check the floor for any abnormal situation;

· Commence evacuation of the area if required;

· Advise the chief warden of the circumstances and action taken;

· Assist occupants with disabilities;

· Co-opt persons to assist in the search of the area and/or evacuation.

· Take direction from the Chief/Deputy Warden.

	Post emergency
	Chief Warden
· When rendered safe or the Emergency Services returns control, notify wardens to have occupants return;

· Organise a debrief with the ECO;

· Compile a report for the EPC and management.

Wardens

· Compile a report on the actions taken during the emergency for the debrief.
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