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	1.  Introduction
	The management of BBC holds in the highest regard the safety, health and welfare of all its employees and visitors. The aim of this Emergency Preparedness section is to provide a plan of action for any sudden and unforeseen event which occurs at any of the facilities and which harms, or threatens to harm, the workforce, the community or property. Refer to the BBC Emergency Response Program of the facility for detailed information.

	2.  Purpose
	To provide, the emergency control framework and guidance, in order to prevent injury to, employees, volunteers, residents, service users, contractors, visitors and neighbouring people / premises in the event of an emergency. The procedures also aim to minimize damage to the organisations equipment, plant and installations.

	3.  Scope
	This document pertains to all facilities and Services under the control of BBC.  

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions
4.1
Examples of Internal Emergencies:

· Fire

· Explosion

· Bomb threat / suspect object

· Medical Emergency

· Hazardous Substances material spill / toxic emissions

· Security breach / civil disturbance

4.2
Examples of External Emergencies:

· Storm, Flood

· Bush Fires, Vehicle accidents (Car / Airplane)

4.3
Emergency Equipment: (Examples)

· Fire extinguishers & Hose reels

· Fire and smoke alarms

· Smoke / thermal detectors

· Emergency signage and lighting

· Sprinkler systems

· Emergency Communication equipment (Public address systems, Fire boards, Emergency intercommunication systems etc)

· Two way radios / mobile phones.


	5.  Procedure / Application Process
	Site Manager & OHS Representative
	Employee

	5.1  Emergency Response Management
	· Each Facility/Service Manager in conjunction with the OHS Representative shall identify possible emergency situations (internal or External) 
· A record of the assessment should be kept.
	· Assist in the identification and assessment phase of the possible workplace emergency risks.

	5.2  Facility Fire Warden
	· In liaison with staff, nominate the most appropriate person(s) for the area emergency warden’s role. (In larger workplaces it may be necessary to have more than 1 Warden)
	· Support the staff member chosen for the role of Area Emergency Warden.

	5.3  Emergency Response Cards
	· Generic action cards will be produced for BBC and as such require each site or service to check their relevance to their own work environment.

· Should the cards be inappropriate to your workplace, Contact the OHS Consultant to discuss and amend.
	· Participate in the review of response actions.

· Ensure a working knowledge of the emergency response control plans for your workplace.

	5.4  Evaluation
	· Emergency responses for the facility/Service should be practiced at least twice a year. 

· Conduct debriefing sessions post drill to evaluate drill outcomes and consider (if applicable) review of the program.
	· Participate in mock drills and practical education scenarios.

· Give feedback on drill outcomes to the OHS Representative.


	6.  Accountabilities
	Executive/Facility/Service Managers 
	Employees & OHS Representative(s)

	
	· It is the responsibility of all Managers to ensure that all staff be familiar with the contents of the Emergency Response Program. 
	· To ensure the safety of all persons in our organisation it is essential that every member of staff is aware of their responsibilities in an emergency.

	7.  Training
	Executive / Facility/Service Managers

OHS Representatives
	Employees

	
	· Fire training will be included in the Orientation program – Refer Safety Rules Booklet.
	· Ensure the Safety Rules Booklet is read and induction checklist returned to the Facility / Service Manager for filing.


	8.  Performance

Indicators & Audit records
	· Number of evaluation studies.

· Number of mock drills.

· No of recommendations V’s outcomes implemented

· % of staff trained

· % of staff attendance drills

· Annual review of programs in house.

· Form 15 council forms review
· Completed mock drill evaluations

· Completed Emergency Incident evaluation forms

	9.  Related Forms &
Templates
	OHS 10.4.2.1 Standard Requirements for Procedures.



	10.  Record Keeping
	All records must be kept for a period of 5 years

	11.
 Legislation

References:
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007 
Code of Practice (Workplaces)

	New South Wales
	Occupational Health and Safety Act 2000 & OHS Regulation 2001

	Queensland
	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	South Australia
	Occupational Health & Safety Welfare Act 1986

Occupational Health & Safety Welfare Regulations 1999

	Western Australia
	Occupational Health & Safety Act 1984

Health Act 1911

Occupational Health & Safety Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & Safety Regulations 1991

	Commonwealth
	Aged Care Act 1997

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

Section 2.6

	Australian Standard
	AS4083 – 1997 Planning for Emergencies in Health Care.

AS 3745: 2002 Emergency Control Organisation and Procedures for Buildings, Structures and Workplaces 
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