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EMERGENCY RESPONSE CHECKLIST

	EMERGENCY
	RESPONSE

	FIRE/SMOKE

CODE RED


	· If safe to do so, rescue anyone in immediate danger & isolate Fire/Smoke by closing doors.

· Raise alarm, Alert person in charge to contact “______” & state type of emergency & location 

· Turn off all electrical equipment in vicinity of emergency.

· If safe to do so, attempt to extinguish fire, or prepare to evacuate.

· Follow instructions issued by Person in charge (Emergency Coordinator) (EC)

	EVACUATION

CODE
ORANGE 


	· The need to evacuate, to where & via which exit, will be determined by the person in charge &/or Chief of Emergency Services.

· When instructed evacuate to the nominated area in the following order:
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Ambulant persons                      Person’s requiring assistance,

· Search all rooms, leave lights on & collect Resident profiles & staff sign on rosters.
· Advise person in charge (Emergency Coordinator) of completed evacuation.

	BOMB THREAT

CODE PURPLE


	· On receiving phone call, keep caller talking. Do not hang up. Keep line open until Police arrive.

· Record information on bomb threat checklist. Whilst simultaneously alerting
another staff member to Dial “  ______   ”, stating phone extension & area of threat.

· If suspect item is found - Do not touch. Remove anyone from immediate danger area.

· Notify Emergency Coordinator or person in charge of area.

· Await further instructions from the Police.

	MEDICAL EMERGENCY / CARDIAC ARREST

CODE BLUE
	· Check area for any immediate signs of danger to yourself or to the casualty.

· If necessary and safe to do so, remove the casualty from immediate danger.

· Dial “____” & state type of emergency & location for Ambulance Response Team  

· Commence First Aid / CPR, if competent to do so.

· Remain with the casualty until Medical Response (Ambulance) Team arrives.

· If safe to do so, move anyone in danger, to safety.

	INTERNAL EMERGENCY

CODE YELLOW
	· Dial “____” & state type of emergency & location.

· Notify Emergency Coordinator / person in charge.

· If necessary & safe to do so, provide first aid assistance &/or isolate services.

· Await further instructions.

· If the source of threat comes from a hazardous substance, ensure the MSDS is consulted for appropriate action, first aid and clean up.

	ARMED THREAT CODE BLACK

(Armed or unarmed threat)
	· Do not jeopardise your own or others safety. Ensure safe distance is placed between you & the aggressor. Obey instructions - do not withhold drugs/money if demanded.

· Do only what is directed, nothing more, Talk in a non-threatening manner.

· Dial “*0000” or alert another staff member to Dial “ _____” & state type of emergency & location – Plus if able alert EC via _________. Police will then be notified, 
· Stay calm & await assistance.

	MISSING RESIDENT

CODE GREY
	· Conduct a systematic search of the immediate area and surrounding grounds.

· If unsuccessful within a few minutes try to ascertain when and where they were last seen – clothing worn, specific details of behavior , carrying items etc. (Usual places of interest)

· Contact EC person in charge as soon as possible – contact Local Police & police assistance line (PAL). Notify relatives – Continue the search, involve as many persons as possible.

	EXTERNAL DISASTER
	· If the Local authorities advise of a Code Brown, Await further instructions as to coordinated approach through Emergency services.

	ALL CLEAR
	· At the completion of the emergency & only on the authority of the Police / Fire chief will the 'Stand down - All Clear' announcement be made by the Emergency Coordinator. The facility should be given approval of occupancy by the Emergency services prior reentering the building / commencing work. No employees are to speak to the Media. Only the Executive or delegate.



EMERGENCY RESPONSE COLOUR CODE DEFINITIONS

Code Red signifies the possible detection of fire or smoke.
Code Orange signifies the need to partially or fully, evacuate.
Evacuation involves the movement of staff and other personnel.

The three stages of evacuation are:

Stage 1: Removal of people from immediate danger. eg. From a room.
Stage 2: Removal of people to a safer area. eg. to an adjoining compartment protected by fire and smoke doors on the same level, or to another, preferably, lower level.

Stage 3: Complete evacuation of the building. eg. to an external assembly point.
Code Purple signifies a bomb threat.  A bomb threat may come in one of the following forms:

(a)
written threat.

(b)
telephone threat.

(c)
suspect object.

This type of emergency requires a discreet response from everyone including the person receiving/finding the threat, the Reception, the Emergency Area Warden, the Emergency Coordinator and those “others” receiving a phone message.  

Do not use Two-Way radios or mobile phones.

A bomb threat checklist should be completed as soon as possible by the person receiving/finding the threat to assist the assessment process. Following an analysis of information received, the Emergency Coordinator shall make the decision whether to institute one of four possible actions:

(a)
To take no further action.

(b)
To search without evacuation.

(c)
To evacuate and search.

(d)
To evacuate (without search).

Code Blue signifies a medical emergency / cardiac arrest.  It may be used for any acute condition which is perceived as a potentially life threatening emergency requiring immediate medical attention.

Code Yellow signifies an internal emergency.  An internal emergency may involve:

(a)
The failure of vital internal services such as electricity, medical gases, water, communications and ventilation systems, OR

(b)
A hazardous substance incident such as the leakage or spillage of flammable liquids and gases, and corrosive, toxic, biological and radioactive substances, OR

(c)
Structural damage, flooding, OR

(d)
Illegal occupancy such as civil commotion and disruptive demonstration.

Code Black signifies an armed threat where any person (visitor, intruder) threatens injury to others or to themselves, (including suicide), through the use of a weapon of any description.

This type of emergency requires a discreet response from everyone, including the person reporting the threat, the Receptionist, the Emergency Coordinator (If applicable), Emergency Response Team members and those receiving a phone message.

The use of communication systems, which may be heard by the armed person, must be avoided.

On receiving notification of the emergency, the department will immediately dial 0000 and request Police attendance.

Under no circumstances should staff, or visitors place themselves in further danger by challenging or disobeying the offender’s instructions.

Where a visitor or intruder displays aggressive or difficult behaviour the situation requires an approach conducive to calming the agitated person down to a point where issues can be discussed in a manner conducive to solving the issue. It should be noted that dealing with dementia and other psychiatric disorders is a specialized field and should be dealt with according to recognized guidelines.

Code Grey: 

Missing Persons / residents: If a resident of the AC facility is discovered as “missing” a search is required to ascertain there whereabouts. 

In the event that a Village resident is noted as unaccounted for – the Village Manager will make enquires to ascertain their whereabouts last know activities etc.

Code Brown signifies an external disaster, which in some way may / will affect 'normal' day-to-day activities.
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