${legalname}						WHSPRO - 308

EMERGENCY PROCEDURE

Note: This procedure requires information to be added to make it relevant to individual workplaces

Introduction
${legalname} is committed to adequately planning for, and effectively managing emergency situations in all their worksites. We aim to minimise the impact of emergency situations on our business by ensuring the safety of our workers, contractors, visitors, customers and facilities.
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Scope
This procedure relates to all locations owned and operated by ${legalname}

Definitions
Emergency is any unplanned event that arises that may adversely affect our people, visitors or the community generally, and that requires an immediate response. 
Emergency Management Plan is a documented plan that details procedures to be followed in the event of an emergency. 
Emergency Warden A designated trained person responsible for co-ordinating evacuations in the event of an emergency. 
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Responsibilities
Managers/Supervisors are responsible for:

· Having an emergency management plan is in place that covers their worksite 
· An Emergency Warden is appointed and trained to cover their worksite in the event of an emergency and where required, has received the appropriate training. 
· Workers within their control are aware of emergency procedures and have received the appropriate information and training. 
· First line fighting equipment is checked and tagged six monthly, fire exits, and emergency equipment is kept clear and signage is maintained in good working order 

Workers are responsible for:
· following the emergency procedures 
· complying with instructions from their Emergency Warden and emergency response personnel 

Procedure
Emergency Management Plan (EMP)
1. The Emergency Warden is responsible for coordination of emergency situations
2. In the event of a fire or other emergency requiring evacuation all workers, contractors and visitors should be evacuated and assemble at the emergency assembly point as designated for the site
3. Contact the fire department (or other relevant emergency service) on 000 and inform them of type and location of the emergency
4. Ensure all workers, contractors and visitors are accounted for.
5. In the event of other emergency situations, the Emergency Warden is to contact the appropriate agency to deal with situations 

Note: where quantities exceeding Schedule 11 – Placard and manifest quantities of hazardous chemicals a separate EMP must be developed and reviewed by Emergency Services

Fire Safety Equipment
All first line firefighting equipment is to be tagged and checked six monthly. Ensure the fire safety equipment is relevant to the hazards in the workplace.

Evacuation diagrams
A mud map of the location should be displayed throughout the organisation, showing exits, exit routes, fire extinguishers and emergency evacuation point. All workers will be shown at induction and discussed at regular toolbox meetings.

Evacuation Exercises/Drills
Evacuation drills should be conducted on an annual basis. Following an evacuation exercise an evaluation should be conducted, by completing the relevant documentation to determine the effectiveness of the procedures. Any deficiencies identified shall be addressed by reviewing and where required, amending current procedures. 

[bookmark: SiteSpecificInformation]Emergency Wardens
At least one person preferably more should be trained as an emergency warden. This training requires knowledge in what to do in an emergency situation and appropriate use of fire extinguishers. Refresher training should occur on an annual basis. Pending on the size of the business there may need to be more than one type of trained warden onsite or shift. The name of the fire warden will be displayed Insert Location and will be recognisable by the wearing the following coloured caps: 
· Chief & Deputy (if applicable) Warden – White
· Area Warden – Yellow
· First Aid - Green

References
Work Health & Safety Act 2012 (SA)
Work Health & Safety Regulations 2012 (SA)
Code of Practice – Managing Workplace Facilities 2011
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