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Address:DELETE THIS BOX ONCE READ: 
These ArbSafe Pack resources are templates only. They must be customised for your workplace ensuring that:
· Relevant legal requirements have been met,
· Workplace / task specific risks are identified and managed, and
· Workers are consulted with during the customisation / review process.
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1. [bookmark: _Toc413857249][bookmark: _Toc210598025] 	About this plan
This Emergency Management Plan describes the emergency preparedness and response arrangements for our depot:
	Depot Name
	[Insert]

	Address
	[Insert]


Now known as ‘the Depot’.
A copy of this Plan will be readily available to depot staff through [mobile application and printed in hard copy and kept at the depot]. Relevant details of this plan will be communicated during inductions, toolbox meetings, or other consultative forums.

[bookmark: _Toc210598026]General Preparedness
[bookmark: _Toc210598027]Emergency Control Organisation (Wardens and First Aiders)
The Emergency Control Organisation (ECO) is responsible for ensuring the safety of all persons.
The Depot has appointed the following ECO members:
	Role
	Name
	Contact
	Training Required

	Warden
	[Insert]
	[Insert]
	Warden Training 

	First Aider
	[Insert]
	[Insert]
	Provide First Aid and CPR 

	[Insert]
	[Insert]
	[Insert]
	[Insert]

	[Insert]
	[Insert]
	[Insert]
	[Insert]



The roles and responsibilities of the ECO are defined in Appendix B, C, and D.

[bookmark: _Toc210598028]Emergency Equipment
The following emergency equipment will be available at the Depot:
[Edit to reflect Depot equipment i.e. if equipment is available – insert tick. If not available – insert cross]
	Available?
	Equipment
	Available?
	Equipment

	[image: Checkmark with solid fill]
	Fire Indicator Panel (FIP)
	[image: Checkmark with solid fill]
	Smoke Detectors

	[image: Checkmark with solid fill]
	Fire Extinguishers
	X
	Heat Detectors

	[image: Checkmark with solid fill]
	Fire Blankets
	X
	Sprinkler System

	X
	Manual Call Points / Break Glass Alarms
	X
	Hose Reels

	X
	Emergency Warning and Intercom System (EWIS)
	[image: Checkmark with solid fill]
	First Aid Kits

	X
	Firefighting Booster Cabinet
	X
	Defibrillator (AED)

	[image: Checkmark with solid fill]
	Other: [insert]



[bookmark: _Toc210598029]Occupants requiring assistance during an emergency (PEEP)
Personal Emergency Evacuation Plans (PEEP) are individualised emergency evacuation plans designed for mobility impaired occupants, or staff / volunteers who may require assistance during an emergency. The PEEP for each person needs to be provided to the Warden(s). PEEP forms are not required for visitors.

[bookmark: _Toc210598030]Testing of this Plan (Drills)
The following emergency drills will be undertaken:
	Drill Type
	Frequency
	Person Responsible for Scheduling / Execution of Drill
	Further Information 
e.g. requirement to notify local Fire services or Depot Users

	Fire & evacuation
	Annual
	[Company Manager]
	NA



Drills will be scheduled in the WHS Activity Planner Register. 
Following each test, the [Company Manager] is to arrange a debrief with key staff to review the response and, where required, make amendment to this Plan.  The completion of a drill (and evaluation of its effectiveness) will be recorded as an event in the Incident Register. If required, actions will be raised in the Action Register. 


1. [bookmark: _Toc210598031]Evacuation Diagrams & POSTERS
The following information must be displayed in prominent locations at the Depot:
· Contact numbers for Warden(s) and Emergency Services
· Emergency evacuation routes

The Depot evacuation route and muster point is identified in Appendix A.


[bookmark: _Toc210598032]Response Procedures
[update as required]
In the event of an emergency:

	MEDICAL EMERGENCY
· Seek help from nominated First Aider
· IF trained, begin First Aid (DRSABCD)
· Locate nearest First Aid Kit 
· Call 000 and have another person meet paramedics at a designated area to escort responders in
	FIRE / EXPLOSION
· Raise the alarm and evacuate nearby persons
· Call Emergency Services (000)
· Only if it is safe to do so should firefighting be attempted
· Ensure people’s safety and attend to injured (if any)
· Evacuate all persons to muster point
· Wardens to sweep building and assist emergency services on arrival

	PERSONAL THREAT – AGGRESSION / VIOLENCE
· Attempt to de-escalate the situation if safe to do so / possible
· Call 000 – Police
· If safe to do so, all people should be removed from the threatened area in a calm fashion, trying not to provoke the offender
	ARMED CONFRONTATION
· Obey the offender’s instructions but do only what you are told and nothing more, do not volunteer information
· Stay out of danger. If you are not directly involved leave the building if safe to do so
· Call 000 – Police
· Follow police instructions

	SUSPICIOUS PACKAGE
· Never attempt to move or open it.
· Clear the area immediately 
· Raise the alarm and advise the Warden and Emergency Services. 
· Ensure “000 – Police & Fire Brigade” have been notified (provide name, address, what is happening and happened). 
· Follow instructions from the Emergency Services and the Warden
· Turn off mobile phones or electrical items that may trigger or activate the package.
	BOMB / SUBSTANCE THREAT
· Ask the following questions:
· Where did you put the bomb/substance?
· When is it going to explode?
· When did you put it there?
· What does the bomb/substance look like?
· What kind of bomb/substance is it?
· What will make it explode?
· Did you place the bomb/substance?
· Why did you place the bomb/substance?
· Is the substance a liquid, powder or gas?
· What is your name?
· Where are you now?
· What is your address?
· Try to record the exact wording of the threat
· Notify the Depot Manager and Warden
· Ensure 000 – Police has been called
· Warden to follow direction from Police in starting a visual search. If a suspected bomb/substance is found:
· Do not touch it
· Clear the area
· Notify the Warden and Depot Manager / Coordinator
· Prevent any other person from touching or entering the vicinity of the exposed area near the bomb/substance



	POWER FAILURE
· Stop what you are doing and render your area and the people in it safe
· Notify the Warden
· Warden to try and identify if an individual section or the complete building has lost power (check Power Box)
· Warden to contact Western Power for information (website or call 13 10 87)
· Determine course of action based on expected duration of outage 
· Ensure all staff and visitors are safe and informed of the situation
	HAZARDOUS CHEMICAL RELEASE / SPILL
· Identify the product and follow SDS instructions
· Contact Supervisor / Manager
· Prevent further spillage, e.g. turn off power to any machinery causing a spill or leak 
· For small spills – USE SPILL KIT. Wear PPE & follow instruction card
· For large spills - Contact 000, evacuate upwind, set exclusion zone

	LOSS OF WATER SUPPLY
· Warden to make an announcement informing all occupants of the situation and what actions you want them to take
· Warden to contact Water Corporation for information (website) and determine course of action based on expected duration of outage
	




[bookmark: _Toc210598033]Emergency Contacts
	EMERGENCY CONTACTS 

	EMERGENCY SERVICES 

	POLICE / FIRE / AMBULANCE 
	Emergencies 
	000 

	POLICE GENERAL ENQUIRIES 
	Assistance 
	131 444 

	UTILITIES 

	GAS PROVIDERS 
	Emergencies 
	13 13 52 

	WESTERN POWER 
	Emergencies 
	13 13 51 

	WATER CORPORATION 
	Emergencies 
	13 13 75 

	TELSTRA 
	Damage 
	13 22 03 

	MAIN ROADS WA 
	Enquires 
	13 81 38 

	OTHER

	POISONS INFO CENTRE 
	Information 
	131 126 

	WILDCARE HELPLINE 
	Assistance 
	9474 9055 




[bookmark: _Toc210598034][OPTIONAL SECTION:] Cyclone Preparedness and Response
[remove this section if not applicable]
The Depot may be subject to cyclonic activity, particularly between the months of November and May.  
As a minimum, staff must:  
· Make themselves aware of the requirements within this plan (or the approved site cyclone plan)
· Ensure the Depot is maintained in a state of preparedness
· Comply with all response requirements in the event of a cyclone
[bookmark: _Toc210598035]Pre-Season Preparation
The following table presents preparatory actions that should be undertaken prior to the start of each cyclone season:
	Activity
	Response

	Cyclone Information
	The [company manager] is to ensure that the Cyclone Response Plan is up to date, and basic instruction is provided to all staff at the commencement of the cyclone season and when the Depot goes into Blue Alert.

	Monitoring
	Confirm responsible person for formal monitoring and reporting of events using the Bureau of Meteorology (BOM) website. Information to be circulated to all staff.



[bookmark: _Toc210598036]Cyclone Response
If a cyclone is identified by BOM to have a path that will interact with the Depot, the following Alert stages and actions will be applied during cyclone season:
	Responsible
	Action

	MONITORING

	Warden
	Regularly monitor Bureau of Meteorology (BoM) site for impending cyclone and communicate updates to staff

	STAGE 1 – BLUE ALERT - PREPARATION

	Company Manager
	Meeting for all workers to alert of the cyclone status

	Warden
	Monitor official weather and emergency services alerts

	Company Manager
	Confirm communication arrangements. Determine whether / when Depot will close to the community.

	All workers
	Remove any loose material and rubbish from the Depot

	All workers
	Tie down / secure equipment as required

	STAGE 2 – YELLOW ALERT – TIE DOWN

	All workers
	Ensure that all tie downs are complete. The Depot has been cleaned up.

	All workers
	Once preparations are complete ensure that all plant, vehicles, and workers are accounted for.

	All workers
	At completion of tie down all workers will gather for a meeting then be instructed to go home.

	STAGE 3 – RED ALERT - SHELTER

	Warden
	Cyclone is imminent. All people to be cleared from the Depot.

	ALL CLEAR – RETURN TO WORK

	Company Manager
	Once the cyclone has passed and the ‘all clear’ has been given, conduct a site inspection to clear the Depot for return to work and re-opening

	All workers
	All workers to return to work



[bookmark: _Toc210598037]Terminating and Emergency
After all clear is given by the Emergency Services and/or the Warden:
· The [company manager / Warden] will debrief staff
· Ensure a controlled and orderly approach to returning to work
· Identify any damaged areas and ensure they are secured until repairs are completed
· Ensure preservation of site and evidence and provide cooperation with any investigations
The termination debrief is to review:
· Effectiveness of the response and this EMP
· Staffing
· Difficulties encountered
· Any staff support / counselling required

[bookmark: _Toc210598038]Document Review and History
[bookmark: _Toc210598039]Review
This Plan will be reviewed and updated as required and at least every [year] by the document owner. 
[bookmark: _Toc210598040]History
	Version
	Version Date
	Approved by
	Description of changes

	1.0
	TBC
	TBC
	Issued for use.



	


[bookmark: _Toc210598041]APPENDIX A: 	Evacuation Diagram
[insert copy here]


[bookmark: _Toc210598042]APPENDIX B: 	Chief Warden Responsibilities
[update as required]
The Warden is responsible for the correct execution of this EMP. 
ON BECOMING AWARE OF EMERGENCY OR HEARING THE ALARM




	1. Ascertain the nature of the emergency 
1. Don Warden identification apparel and report to the Emergency Control Centre
1. Ensure that the appropriate emergency service has been contacted 
1. Ensure all Wardens are advised and briefed of the situation 
1. Initiate evacuation if necessary and control entry back into the Depot 
1. Operate and monitor the Fire Indicator Panel and Emergency Warning Intercommunications System to effect an efficient evacuation 
1. Receive reports from Wardens on their arrival. Redirect Wardens to required duties.
1. Conduct a hand over as appropriate to the responding emergency services officer in charge.


Always ensure that someone will assume your responsibilities in your absence





[bookmark: _Toc210598043]APPENDIX C: Warden Responsibilities
[update as required]
The Wardens are responsible to assist in the correct execution of this EMP and follow any directions from the Chief Warden.  On hearing an alarm or becoming aware of an emergency, Wardens should take the following actions.

EVACUATION ALARM SOUNDING CONTINUOUSLY



	1. Put on your warden identification apparel
1. Initiate evacuation of all staff as appropriate, guiding them to the muster point.
1. Where safe to do so, conduct a thorough search of designated area
1. Close all doors (do not lock)


DISCOVERY OF FIRE
NO FIRE DISCOVERED
1. Ensure that all areas are cleared.
1. Assist any persons with disabilities.
1. Communicate with the Chief Warden and act on instructions.
1. DO NOT allow any person to return to the building until the all clear is given by the Fire Service.
1. Remove all persons from the room of the fire.
1. Only if conditions permit should attempts be made to fight the fire.
1. Close the door on the room of the fire (where possible). Do not lock the door.






Assist in the evacuation of persons closest to the area of danger to the nearest exit.
Continue to evacuate persons next closest to the affected area, avoiding moving them past the fire.
Direct other arriving staff to assist as necessary.
Continue the total evacuation of the building to the muster point.
Ensure all toilet areas, and other rooms are cleared.
Report to the Chief Warden where areas are evacuated / or unable to check.
DO NOT return to the building until the all clear is given by the Fire Service.




Always ensure that someone will assume your responsibilities in your absence

Wear your ‘Warden Identification Apparel’
at all times during any Emergency Evacuation






[bookmark: _Toc210598044]APPENDIX D: First Aider Responsibilities
[update as required]

ON BECOMING AWARE OF AN EMERGENCY



	1. Take first aid kit
1. Wear First Aid Officer identification apparel
1. Provide first aid as applicable
1. Call Ambulance as applicable
1. Liaise with Warden(s) to determine if anyone needs first aid
1. Delegate tasks to other First Aid Officers as required
1. Initiate and manage triage as required
1. If not providing first aid, aid persons who have special needs or restricted mobility

	


Wear your First Aid Officer Identification Apparel 
at all times during any Emergency Evacuation














Raise alarm


Turn off machinery. Stop work


Control the hazard (if safe to do so)


Evacuate to muster point


Call emergency services


Provide 1st aid


Call Supervisor / Manager


Stay offsite until given 'all clear'



Emergency Plan	Page 14 of 19 
image1.jpeg
Original template by Vivid Safety

VivVID

SAFETY

d !
| i
| i
I‘Mﬂ@l
| i
| i
L 3




image2.png




image3.svg
  


