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The following identified issues act as a guide to the requirements of any Site or Service to manage their risks associated with a possible emergency within the workplace. 
	1.  Communication
	There should be a system to allow people identifying an emergency to communicate this quickly to the emergency warden. This may be achieved via a receptionist or switchboard operator. 

	2.  Standard Orders
	Standard orders covering relevant emergencies e.g. fire, bomb threat, chemical spills etc will be posted in appropriate areas. They will contain brief instructions on what to do in the event of an emergency and who to contact.

	3.  Assembly Points
	Assembly points must be highlighted on floor plans for each area. Assembly points ensure wardens can take an initial count of employees / residents / service users / contractors and visitors in the event of an evacuation. Evacuation to identified assembly points will only be undertaken upon the orders of the Warden or emergency services (Police, Fire Brigade) or where it is unsafe to remain in the workplace.

	4.  Central Control / Incident Controller
	A designated central location such as reception or administration will be used as the control centre for an emergency unless it is an unsafe area. Liaise with the Emergency Services regarding mobile control centres if warranted.

	5.  Emergency Wardens
	The emergency wardens will be listed on any standard orders and on emergency / OHS notice boards. Each of these wardens will be distinguished in the event of an emergency by a coloured vest or emergency helmet or specific name badge.

· White helmet / vest for chief warden

· Yellow helmet / vest for area wardens

· Red helmet / vest for deputy wardens

· Green helmet / vest for first aid persons.

The facility can choose the most appropriate if applicable to their workplace (This is not necessarily a requirement in small sites)

	6.  Emergency Contacts
	Emergency telephone numbers for;

· Internal contacts / extensions

· After hours contacts for management.

· External Emergency Services

· Regional/General Manager & BBC Executive 
These numbers should be kept in a secure place for quick access should the need arise.

	7.  Floor Plans
	Floor plans will be posted in relevant areas. These shall indicate evacuation routes and exits, assembly points, fire protection equipment, break glass alarms, smoke detectors and any other relevant information. For example location of Gas and Oxygen cylinders.

	8.  Documentation
	Suggest sign in and out registers for large workplaces where a lot of contractors are used.

MSDS register and floor plans must be readily accessible to the emergency services. The staff roster & resident / service users listing must be available to take to the assembly points for roll call.
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