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This Emergency Management Plan applies to all Organisation name employees, contractors, customers and visitors.  
This plan relates to but is not limited to the following emergency situations; fire, chemical spills, bomb threats, electrical outages, security breaches, natural disasters and medical emergencies. Specific measures related to the COVID-19 pandemic can be found in the COVID-19 Safety Plan.  
This plan takes immediate effect at any time one or more of the above-named emergency situations is present at Organisation name premises.
Emergency contacts
In the event of any emergency, the WHS warden should be immediately contacted.  If directed by the warden to contact a particular emergency service, please refer to the contact details below.
	Contact 
	Name
	Phone number

	Emergency services – triple zero
	Fire/police/ambulance
	000

	Police
	
	

	First aid officer
	
	

	WHS officer
	
	

	Poison information line
	
	

	Utilities
	
	

	COVID-19 information lines
	
	National, 1800 020 080




Emergency Management Team – roles and responsibilities
The Emergency Management (EMT) team includes the individuals listed in Appendix A (subject to change)

The Emergency Management Team is responsible for the following;
1) Developing and reviewing this plan and associated policies
2) Regularly meeting to discuss any emergency management and planning issues and actioning them accordingly.
3) Evaluating emergency responses and updating this plan and associated policies and procedures to address any shortfalls identified in an emergency response. 
4) Coordinating emergency drills.
5) Debrief employees on the outcome of any emergency drills or actual emergency responses.
6) Conducting routine emergency management training and consultation for staff.
7) Securely holding emergency management records, plans and meeting minutes.
8) Appointing employees to specific roles pertaining to the plans response to an emergency.

Emergency Response Team-roles and responsibilities
The Emergency Response Team (ERT) includes the individuals and their roles, listed in Appendix B (subject to change).  

The ERT typically may include individuals occupying the following positions, which are identifiable by their hat or helmet colour;
1) Wardens (Red)
2) Floor/Area Wardens (Yellow)
3) Deputy Warden (White)
4) Chief Wardens (White)
5) First Aid officers (Green)

Details of the specific responsibilities of each position in an emergency can be found in Appendix C

The ERT is responsible for the following;
1) Manage the organisations’ response to an emergency situation with a primary view to protecting the lives of all persons of the organisation
2) Assist emergency personnel in an emergency as they require
3) Assist the EMT in conducting post-emergency follow-up investigations and response assessment
4) Support the EMT where required in reviewing and developing emergency plans, policies and processes.
5) Participate in emergency response drills and training
6) Maintain any statutory licenses or registration required for their role as a member of the ERT, (e.g. first-aid certificate). 

Under WHS Law, the Emergency Response Team has the authority to assume control of the organisation, (over and above the Director and Leadership Team if they are not members of the ERT), expressly for the purpose of coordinating the emergency response and for the entire duration of the response.

Supervisors – roles and responsibilities
1) Support the Emergency Management Team in implementing any workplace changes necessary to execute this plan.  

Workers – roles and responsibilities
The role of workers is as follows;
1) Immediately alert WHS Wardens to the presence of any emergency or hostile threats in the workplace that could trigger an emergency.
2) Comply with all instructions given to them by wardens in an emergency.
3) Not engage in any behaviour or activity that could trigger an emergency in the workplace.
4) Attend all training and meetings concerning emergency management.
5) Participate in emergency evacuation drills.

Communication in an Emergency
In an emergency situation, the Warden is to assume command of the emergency response.  This will require the Warden to issue directions to staff and customers, which will be done (delete if not appliable) verbally, via an intercom system. Emergency alarms (such as smoke alarms) may also sound in an emergency.  Should an alarm sound, staff should not panic or attempt to flee the premises.  Staff should cease working, pay attention to, and follow all instructions from the Warden/s. 

Evacuation procedures 
It may be necessary to evacuate in the case of a fire, bomb-threat or other threats of harm by third parties, gas leak, hazardous chemicals leak, structural or materials hazard, or an explosion.  The Warden is to contact emergency services by calling 000 or directing another staff member to call on their behalf.  For all other emergencies, all staff are to remain on the premises if it is safe to do so, unless otherwise directed to evacuate by the Wardens.  

If directed to evacuate, the basic procedure is as follows;
1) Immediately proceed to evacuate the building via the emergency exits located as per the floor plans in Appendix D.  Staff should not run to the door and must go through the door single file. 
2) Staff should meet at the designated emergency meeting point and remain there until receiving further instructions from the Wardens. 
3) Once all persons appear to have exited the premises, if safe to do so Wardens should do a final inspection of rooms and areas of the premises to check to see if anyone else is still inside the building.  If so, they should assist remaining individuals to evacuate. 
4) Wardens must assist emergency services as required, for example to advise if there are any individuals remaining in the premises. 
5) Mobility impaired individuals should exit and be assisted to exit the premises only after the Wardens have evacuated all other compliant evacuees.

Wardens cannot physically force or remove individuals who do not wish to leave.  In such circumstances, the Warden is within their right to leave them on the premises and evacuate themselves.

*The emergency assembly points are located at location and location for location. (See Appendix E for the map location of the Emergency Assembly Points)

Lockdown procedures 
It may be necessary to lock-down in the case of a bomb-threat, threat of harm form third parties or a significant weather event.  The Warden is to contact emergency services by calling 000 or directing another staff member to call on their behalf.  

The following procedures are recommended to lock-down the premises.
1) The Warden is to direct all staff and customers to move to a designated safe, structurally sound, and sheltered area of the premises.  If there is no such safe space on the premises, staff are to seek shelter behind large objects and furniture.  
2) The warden or other delegated person is to turn off all lights, lock all windows and doors and barricade them if necessary.  
3) Staff and customers are to keep out of the line of sight of windows.
4) All staff and customers should put their phones on silent and make as little noise as possible.  Wardens should however maintain contact with emergency services. 
5) No staff or customer should answer doors to persons who cannot verify their identity.  
6) Staff and customers should remain in the lockdown state after it has commenced until emergency services evacuate the premises or the Warden receives notice from emergency service to cease the lockdown. 

Emergency procedures for specific emergencies 
Fire:
Any time a fire is detected, it should be immediately reported to a warden.  The Warden may decide to attempt to combat the fire using the appropriate equipment or request another member of staff to do so.  All staff are to follow the guide in Appendix F, when selecting the appropriate extinguisher or apparatus to combat a fire
Wardens should direct all other staff not involved in combating the fire to move to the emergency exit or if obstructed by fire, an alternative exit.  If the fire reaches the point it is uncontrollable, the warden should direct all staff to commence evacuating the building and call 000.
No staff member should attempt to enter a room or area that is filled with smoke or visible fire. 

As a general rule, staff should not attempt or cease attempting to extinguish a fire and commence evacuating when;
1) The fire has spread from its original source to one or more other combustible sources
2) The premises is filling with smoke
3) The fire is at risk of spreading to block an exit
4) Firefighting equipment is not immediately at hand
5) They are unsure or in doubt about the likelihood of being able to extinguish the fire.

No member of staff including wardens are to attempt to combat a fire with the express intention of extinguishing it.  Staff and wardens should only combat a fire to the extent that it gives other staff an opportunity to evacuate the building safely if evacuation becomes necessary.  

Medical Emergency:
If a staff member experiences a significant medical episode all other staff are to remain calm.  The First Aid Officer (which may be a warden) is to immediately administer appropriate first aid.  The first aid officer or warden may direct another staff member to call 000 to alert emergency services.  All other staff are to follow the instructions of the First Aid Officer or Warden, which may include not congregating around the unwell or injured staff member and the first aider and allowing clear passage of emergency personnel to reach the staff member on their arrival.  

Personal threat:
Personal threats are threats to an individual(s) safety, be they customers or staff members made by third parties (which may also include staff members and customers).  Some typical situations personal threats may occur are bomb-threats (in person), the presence of armed assailants (e.g. robbers) and individuals experiencing acute mental health episodes who threaten suicide or homicide.

The following procedures are recommended in personally threatening events.
1) Do exactly what the assailants instruct staff or customers to do (that does not involve harming other persons or themselves).
2) Do not attempt to argue with the assailant, volunteer more information than requested or make suggestions.
3) Only speak to the assailants if directly spoken to.
4) If safe to do so any staff member who is not being attended to by the assailants should try to raise a duress alarm (if available) or contact emergency services.  
5) The Warden is to commence evacuation procedures if able to or it becomes necessary for all staff and customers to exit the premises or if necessary, commence lockdown procedures.  

Under no circumstances should a staff member attempt to physically fight or disarm an assailant.

Bomb threat by phone
If the business receives a call from an individual who makes a bomb threat, the individual who answers the call should follow the following procedures:
1) Remain calm
2) Try to keep the caller on the call as long as possible to gather and record information from them, in particular, what is the threat, what does the caller want, where is the device or substance located, the identity of the caller (if possible, paying attention to manner of speech or accents) when and under what circumstances will they detonate the device?
3) The staff member answering the call should try to signal to a warden while on the call that a threat is in progress and relay to the Warden as much information as possible gathered from the caller. 
4) The Warden should alert emergency services.  
5) The Warden should follow all instructions from emergency services, which may include, conducting a search of the premises for a possible device or substance, locking down or evacuating the premises.  

If a suspicious device or substance is found by any member of staff at any time, it should not be touched. 
Do not assume that a bomb-threat must be responded to by evacuating the premises.  In some circumstances, a lockdown may be more appropriate.   Follow the direction of Emergency Services at all times.

Earthquake
Earthquakes happen very unexpectedly so evasive action needs to occur the instant a tremor is felt.  After the tremors have completely stopped, the Warden should contact emergency services and may initiate an evacuation of the building if necessary and safe to do so, or direct staff to remain in the building until emergency services arrive. 

When an earthquake takes place, it is recommended staff and customers do the following.  
1) Try to stay away from walls, windows and other sources of falling debris such as shelves.
2) Try to take cover either in a doorway, under a desk or table or in the corner of two internal walls.  
3) Sit down or crouch in one of these safe locations and cover your face and head with your arms.
4) The warden should check to see if any customers or staff are inured and either administer first aid or have the first aid officer do so.
5) Do not attempt to turn on/off light switches, or gas or electrical appliances.

After an emergency
After an emergency has been resolved and it is safe to return to work, the Warden must complete the Accident/Investigation form.  The Warden may need to conduct a formal investigation into how the incident occurred and was responded to if the details are unclear.  Investigations may be conducted according to the Workplace investigation policy and in conjunction with title of HR representative.  
Once the form is complete, the Warden should submit it to the name/position of the EMT for further review.  The Team should review the incident according to the effectiveness of the response, follow-up actions for the leadership team to consider to improve the response in the future and any legal matters resulting from the incident and how they should be responded to.  
Some recommendations may include introducing new safety equipment or PPE, changing current operational procedures, changes to the emergency management plan and staff training.

Once the leadership team has reviewed the findings and recommendations of the Emergency Management Team, they are to advise the EMT of the recommendations they wish to adopt and the strategy for actioning the appropriate changes.

The EMT is to convene a meeting with all staff or (smaller group meetings if more appropriate) to debrief the incident, the response to the incident and what management actions will be adopted to improve the response.  Any feedback from staff regarding the proposals put forth by the EMT are to be considered and recorded.  

Testing the emergency plan
The EMT is to organise emergency evacuation drills at all work sites at least twice per year.
Emergency equipment and infrastructure such as fire alarms, smoke detectors, sprinklers, duress alarms, extinguisher and hoses are to be tested as often as required by law (currently once per 12 months under Victorian law), by an authorised tester (e.g., emergency response consultant or electrician).   

Training 
The ERT is to coordinate training for all staff in their roles and procedures in an emergency at least once per annum.  This may be done through emergency evacuation or lockdown drills and debriefing. Additional training may be necessary when the emergency management plan changes or new policies are introduced.  Emergency induction training should also be provided to all new employees on their first day of employment.  Lastly, emergency management related matters may be discussed in routine staff meetings and toolbox meetings. 

Reviewing, reporting and record-keeping
The response to an emergency (as detailed in the Accident/investigation form) may be evaluated by the EMT according to the following criteria; 
1) The number of persons injured
2) The severity of injuries (physical and psychological) sustained
3) Property and equipment damaged and to what extent
4) The time and resources necessary for staff to return to work as normal (taking into consideration possible workers compensation claims).  This includes financial cost of the emergency (I.e. cost of all the above) 

Documents that will be kept and secured by the EMT include:
1) The latest document-controlled version of this plan*
2) Emergency management training records
3) EMT consultation meeting records
4) EMT meeting minutes 
5) Accident/investigation records and evidence
6) Accident/Investigation forms
7) Any other documents pertaining to an emergency event, e.g., correspondence from emergency services, legal documents, correspondence from WHS authorities.  

*This plan should be always made accessible to all staff. 



Appendix A: Members of the Emergency Management Team

(List Names and their job title)
Name and job title
Name and job title
Name and job title
Name and job title
Name and job title
Name and job title
Name and job title










Appendix B: Members of the Emergency Response Team

(List Names and their job title. Remove roles that are not applicable)
Chief Warden; Name and job title
Deputy Warden; Name and job title
Floor Wardens/Area Wardens; Names and job titles
Wardens; Names and job titles
First Aid Officers; Names and job titles












Appendix C: Description of the roles of the Emergency Response Team (ERT) in an emergency 

	
	Responsibilities
	Hat/Helmet Colour

	Chief Warden
	· Overall coordination of emergency response;
· Relay instructions and receive updates to/from other wardens in an emergency
· Communicate and notify emergency response personnel once an emergency is identified and during the response
· Manage the emergency communications control panel
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	Deputy Warden
	· The Deputy Warden assumes the role of Chief Warden in the Chief Warden’s absence.
· If the Chief Warden is present the Deputy Warden may assume one of the other ERT roles or help relay messages between the Chief Warden and other wardens
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	Floor Wardens/Area Wardens
	· Coordinate the response as instructed by the Chief Warden, for a floor or area;
· Relay updates to and follow instructions of the Chief Warden
· Order a floor or area to evacuate if necessary
· Instruct Wardens to do a final check of the floor or area once it is visibly cleared
· Instruct Wardens to do a sweep of a floor or area in search of hazards or suspicious materials
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	(Fire) Wardens
	· Wardens support the Floor/Area Wardens to respond to emergencies for a floor/area, to ensure the safety of all persons on the floor/area.
· Relay and receive instructions to/from the Floor/Area Warden
· Check that smoke and fire doors are closed to prevent the spread of fire.
· Alert people of a floor or area an emergency response is underway and give them further instructions
· Ensure orderly movement of a floor/area to the emergency exits
· Assist mobility impaired individuals to the emergency exits and down emergency stairwells
· Where possible, use fire fighting equipment to extinguish fires in the floor/area.
· Ensure there are no persons remaining in a floor/area after its occupants have exited
· Search the floor/area for any hazardous materials or suspicious items 
· Support people to remain calm during the emergency
· Assist the first-aid officer as needed
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	First Aid Officers
	· Provide first-aid to persons in a medical emergency until emergency services personnel arrive
· Direct Wardens to contact emergency services 
· Direct Wardens to keep other persons away from the scene of a medical emergency 
· Direct Wardens to provide other support as needed

	[image: Icon

Description automatically generated]










Appendix D: Floor plans with emergency exits indicated










Appendix E: Map location of the emergency assembly points

Location 1;
(Name of worksite) (Worksite address)
(Insert digital map image/screenshot of location of assembly point)











Location 2;
(Name of worksite) (Address)
(Insert digital map image/screenshot of location of assembly point)


















Appendix F: Fire Extinguisher and Fire Equipment to Fire Type Chart

[image: Table

Description automatically generated]








      – NAME
Commercial-in-confidence									 Page 1 of 2
[image: ]
image1.jpeg
CHIEF
WARDEN




image2.png
CHIEF
WARDEN




image3.jpeg




image4.jpeg




image5.jpeg




image1.png




image20.png




image3.png




image6.png
Class & Type of Fire
- Commusine it cogon JNSCA
Type of Extinguisher Wood, Paper, STV Flammable  Combustible “CRE Y Cooking Oils

Plastic Gases Metals ° and Fats Felonal Safety Councilof Austal
Liquids Equipment
Dangerous if used on
flammable liquid, energised
electrical equipment and

cooking oil/fat fires.

v/ ()

Look carefully at the

xtinguisher to determine if

Not suitable for outdoor use
orlarge class A fires.

\/B(E) itis a BE or ABE unit.
Dangerous if used on
energised electrical
equipment.
Dangerous if used on
energised electrical
equipment.

N Fire Blankets effective

for oil and fat fires withi
saucepans and are effective
for extinguishing clothes that
s

catch on fire. (Ensure you
replace after every use).





image7.png




