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FIRE & SMOKE
On discovering fire or smoke
	DO NOT PANIC

Alert another worker to get the person in charge

They will sound the __________ several times to alert all persons to stop work, turn off all equipment and commence evacuating the building.
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	Assist any person in immediate danger
ONLY IF SAFE to do so.
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	Attack fire if SAFE to do so,
(Never use water on an electrical fire)

The person in charge of the area will assess the emergency and alert all persons using the _______________ and announce the emergency.
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	The person in charge will tell “A person” to:-


Go to the nearest telephone and dial ‘000’. 
State clearly:      We have a “_(Type & Size)_” Fire followed by your address. (Give the closest intersection –  ___________________________)
Address
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	Isolate the fire by closing doors this reduces oxygen available to support combustion and restrict the spread of smoke.  Leave, or turn lights ON
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	If necessary – Evacuate Use nearest Exit door to get to the external Assembly area –________________. Person in charge uses ____________________ to announce emergency to all staff.
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	Conduct a roll call – using the ___________________. 

Is everyone out?
	Make sure everyone is out!

	If the Fire or smoke appears to be out of hand – ALL PERSONS should leave the facility immediately, take roll call and await the fire brigade. Should anyone be left in the building – direct the Fire Brigade to their last known ware bouts – only the Brigade should re enter the building as they have the appropriate Safety Breathing Equipment.


EMERGENCY COORDINATOR ROLE: Village
Person in charge
___________________________ or delegates
NB:
The title Emergency Coordinator refers to the most senior person on duty in the area at the time of the incident. (Pertains to public / common recreation / dining areas under direct Village control)
ALL STAFF MUST BE AWARE OF WHOM THIS ROLE FALLS UPON.

The Emergency Coordinator will take charge of the emergency in liaison with the person who discovered the incident until the arrival of the Fire Brigade.

The FIRE WARDEN will: IF SAFE TO DO SO.

1.
Assist the person who discovered the incident in controlling the fire fighting efforts only if safe to do so, and until the arrival of the Fire Brigade
2. 
Use the _________________ to alert all persons (If applicable) to the emergency. “Stating – We have an  Emergency Event – all persons to use closest exit and make way to the External Assembly area.” Repeat” Repeat” (The alert ____________ will be sounded at this time)

3.
Control and direct the evacuation of staff away from the area of danger.


Ensure that staff work in pairs or groups.  For the personal safety of each person, NO ONE INVOLVED IN THE EMERGENCY (either Evacuation or Fire Fighting) IS ALLOWED TO WORK ALONE.



Evacuate persons in order of: Proximity to danger

4.
Assign duties to other persons (if applicable – able bodied residents) if safe to do so, such as:

· Warn all persons in closed areas to evacuate to the designated assembly area.

· Search all rooms - Once a room is searched and evacuated, leave lights on and close the door of the searched room. Mark the door with tape or thick marking pen to indicate the room is empty, only if possible.

· A nominated Fire Warden organises staff roster / roll list print out / cards  / visitor diary etc – this identifies all persons within the building for roll call.
· All areas must be searched prior leaving the building. (If possible & safe to do do)
5.
Instruct delegate to do a head count at the Assembly area (____________________)
6.
Assist the Fire Brigade as directed.

7.
Ensure all aspects of the incident are documented. (Using Evaluation form)
8.
Allow persons to re enter the building only if the Fire Brigade has deemed the building safe for re entry.

9.
Commence clean up and normal working tasks if deemed appropriate.

10.
Conduct a full debriefing with all persons directly involved.
	Emergency Coordinator
	Deputy Emergency Warden

	____________ or delegates
	_____________ or delegates


EMERGENCY COORDINATOR ROLE: Aged Care facilities
Person in charge
____________________ or delegates
NB:
The title Emergency Coordinator refers to the most senior person on duty in the area at the time of the incident. 

ALL STAFF MUST BE AWARE OF WHOM THIS ROLE FALLS UPON.

The Emergency Coordinator will take charge of the emergency in liaison with the person who discovered the incident until the arrival of the Fire Brigade.

The FIRE WARDEN will: IF SAFE TO DO SO.

1.
Assist the person who discovered the incident in controlling the fire fighting efforts only if safe to do so, and until the arrival of the Fire Brigade
2. 
Inform all staff “__________________” . via: _______________________________

“Stating – “We have an emergency event in _______________________ (Location)” Please stand by for orders and prepare for possible evacuation. 
3.
Control and direct the evacuation (if required) of staff and residents away from the area of danger.


Ensure that staff work in pairs or groups.  For the personal safety of each staff member, NO STAFF MEMBER INVOLVED IN THE EMERGENCY (either Evacuation or Fire Fighting) IS ALLOWED TO WORK ALONE.

Evacuate residents in order of: Proximity to danger & level of ambulation.
Move laterally through fire compartments – evacuate building if deemed necessary
4.
Assign duties to other staff members if safe to do so, such as:

· Search all rooms - Once a room is searched and evacuated, leave lights on and close the door of the searched room. Mark the door with tape or thick marking pen to indicate the room is empty only if possible.

· Allocate a Fire Warden / staff member to print / get a listing of all staff / residents – this identifies all persons within the building for roll call.

· All areas must be searched prior leaving the building. (This will include all offices, bedrooms, bathrooms, and lounge areas).
5.
Instruct delegate to conduct roll call at the Assembly area

6.
Assist the Fire Brigade as directed.

7.
Ensure all aspects of the incident are documented. (Using Evaluation form)
8.
Allow persons to re enter the building only if the Fire Brigade has deemed the building safe for re entry.

9.
Commence clean up and normal working tasks if deemed appropriate.

10.
Conduct a full debriefing with all staff.
	Emergency Coordinator
	Deputy Emergency Warden

	____________________ or delegates
	______________ or delegates


BOMB THREAT
The following instructions are designed to assist in a logical sequence of action in the event of such a situation arising.  Bomb threats may be in one of the following forms:

i)
WRITTEN THREAT

If a bomb threat is received in writing it should be kept, including any envelope or container.  Once a message is recognised as a bomb threat, further unnecessary handling should be avoided.  Every possible effort should be made to retain evidence such as possible fingerprints, handwriting or type of writing, paper and post marks and such evidence should be protected by placing it in an envelope (preferably a plastic sleeve).

ii)
TELEPHONE THREAT

An accurate analysis of the telephone threat can provide valuable information on which to base recommendations, action and subsequent investigation.  The person receiving the bomb threat by telephone should not disconnect the call and, as soon as possible, should complete the information required on the bomb threat checklist.

iii)
SUSPECT OBJECT

On locating a suspect object, search personnel shall not touch or move it.  The location shall be conspicuously marked, eg; a paper trail to the nearest exit.  After ensuring there are no other suspect objects in the vicinity, the area shall be evacuated and isolated.  A search of other areas shall continue to ensure that there are no other suspect objects.  

Bomb Threats may be specific or non-specific:

i)
SPECIFIC THREAT

The caller provides more detailed information, describes the device, why it was placed, the location, time of activation etc. (although less common the specific threat is the more credible)

ii)
NON-SPECIFIC THREAT

The caller may make a simple statement to the effect that a device has been placed. Generally, very little, if any detail is conveyed.

The non-specific threat is the more common, but neither type of threat should be immediately discredited without investigation.

EVERY THREAT SHOULD BE TREATED AS GENUINE UNTIL PROVEN OTHERWISE.

BOMB THREAT
RECIPIENT OF WARNINGS (Person who receives the call)

· THREAT BY TELEPHONE
1.
On receiving a bomb/arson threat by telephone the recipient should:

REMAIN CALM

DO NOT PANIC

2. 
Try to keep the caller on the line as long as possible - stall your answers, 

DO NOT BE ABRUPT!
ASK QUESTIONS:

· Location of bomb

· Time of ignition or explosion.

· Location of caller

3.   
Whilst talking - attract other staff's attention - USE DISCRETION - they in turn will be able to notify the Police.   “000”  

4. 
DO NOT DISCONNECT THE PHONE - even when the caller has hung up (it may assist in tracing the origin of the call)

· Write down any relevant information, IMMEDIATELY.

· Use bomb threat checklist if possible.



Take a note of caller peculiarities:-

· Fast or slow talking

· Male or female

· Deep or high voice

· Foreign accent

· Foul language

· Intoxicated

· Is caller familiar with the layout of the Facility
· Any background noises eg; traffic, music, other voices - male or female.

5.
Ensure that the police and other public services are met at the front entrance.

6.
In consultation with the Facility Manager and police (when available) analyse information received and make the decision to institute one of the following possible actions.

· To take no further action.

· To search without evacuation.

· To evacuate and search

· To evacuate (without search)

(These options will have advantages and disadvantages related to safety, speed of search, thoroughness, productivity and morale, and has to be assessed against the potential risk).

7. Undertake any duties necessary to protect the welfare of persons in the areas and property if safe to do so.



IF NOT DONE ALREADY - fill in bomb/arson checklist. Await further directions.

BOMB THREAT CHECK LIST DO NOT HANG UP - LEAVE THE LINE OPEN

	
PRIVATE 
Exact wording of threat:

.............................

.............................

.............................


	CALLERS VOICE:

Accent (specify)              

Any impediment(specify)

Voice (e.g. loud, soft)

Speech (e.g. fast, slow)

Diction(e.g. clear, muffled)

Manner(e.g. calm, emotional)

	Keep the caller talking, ask questions:
	Did you recognise the voice?

	When is the bomb going to explode?
	If so, who do you think it was?

	Where did you put the bomb?
	Was the caller familiar with the area?

	When did you put it there?
	Was the caller intoxicated?

	What does the bomb look like?
	THREAT LANGUAGE

	What kind of bomb is it?
	Well spoken:

	What will make the bomb explode?
	Incoherent:

	Did you place the bomb?
	Taped:

	Why did you place the bomb?
	Message read by caller:

	What is your name?
	Abusive:

	Where are you?
	Male or Female caller:

	What is your address?
	Estimated age of caller:

	RECORD:
	Other:

	Did the call come through switch?
	BACKGROUND NOISES

	Were you asked for by name?
	Street Noises:
House Noises:

	Did the caller mention any Doctors name?
	Aircraft:
Voices:

	Did the caller mention relatives or friends at the hospital?
	Machinery:
Local Call:

	CALL TAKEN:  DATE:  /  /199   TIME:   :
	Long Distance Call:

	NUMBER CALLED:
	Other

	DURATION OF CALL:
	ACTION TAKEN

	RECIPIENT NAME:
	Reported call to:

	TELEPHONE NUMBER.
	Action taken:

	Comments:




INTERNAL EMERGENCIES

Internal Emergency refers to a sudden event which arises internally and which may be caused by an internal or external source, and may adversely affect the safety of the persons in the facility requiring an immediate response by the occupants.

DEFINITION OF CODE YELLOW
Internal Emergency  (failure or threat to essential services or hazardous substances incident, illegal occupancy).

EXAMPLES

i)
Failure of internal services




- Electricity


)
Staff dependence on the




- Piped gases

)
service will dictate the




- Communications

)
seriousness of the failure




- Ventilation systems
)

ii)
Threats to vital internal services, Staff and others:




a.
Hazardous substances




b.
Structural damage




c.
Fuel tank explosion in back car park

1.
FAILURE OF VITAL INTERNAL SERVICES
· ELECTRICITY
In the event of an electrical failure, the Manager will assess the situation and may consider evacuation of the effected area as necessary, to an area with electricity supplied by an alternative source or taking a portable battery operated power source to all effected departments.

The Manager will then liaise with the contract electrician to rectify the area of concern.

· PIPED GAS DISRUPTIONS
In the event of a gas failure, the Manager will be notified, and in liaison with the Service contractor will assess the situation and act appropriately.

· WATER
In the event of total water failure or contamination, the local firefighting authority will be notified to assist.

· VENTILATION SYSTEM: (AIR CONDITIONING)
In the event of dense smoke or hazardous airborne pollution occurring outside the facility, all air handling systems should be shut off to prevent intake of contaminants, (windows, doors and other entry points should be closed or sealed off).

IMMEDIATE ACTION
· Assist any person in immediate danger ONLY IF SAFE TO DO SO.

· Notify the senior person in the area.

· Contact the appropriate external emergency service if warranted by the incident. 

· If required Emergency Services (eg; Police, Displan-Council, Rescue Services) will be notified and will proceed immediately to the location of the emergency where the Manager will direct other staff as required.

· Areas not involved with the immediate emergency; All staff should continue on with normal duties and await instructions should assistance be required.

2
SPECIFIC THREATS

· HAZARDOUS SUBSTANCES INCIDENTS
Such incidents include the leakage or spillage of hazardous substances, including flammable liquids and gases, and corrosive and toxic substances.

In the event of a hazardous substance incident notify the area Manager and await assistance of appropriate Emergency Services, eg: Fire Fighting Authority.

Assist any person in immediate danger ONLY if safe to do so.

The Chemical Register containing all criteria of hazardous chemicals should be located near to the Front entrance where possible. Access will be required by the Emergency Services.

· STRUCTURAL DAMAGE EG/ FLOOD, WIND & STORM DAMAGE. 


These incidents would need to be assessed individually at the time of the event occurring.

The need for an assessment of the extent of damage which is likely to have immediate consequences such as injury to staff and others, including the impact upon building services such as electrical failure.

It may be necessary to arrange specialist engineering assessment, to ensure no long term structural damage has occurred.

Should any persons be injured - transportation to immediate medical care should be attended.

Ensure all staff attend a debriefing session post any emergency event, 
Contact the your Insurer for further details if required.

PERSONAL THREAT – VIOLENCE OR AGGRESSION
DEFINITION:

Armed Person: A person who is in possession of an offensive weapon or instrument. (Where it is strongly suspected that a person is carrying a weapon or instrument, he or she should be treated as an armed person.

Confrontation: A situation involving high risk of injury to personnel by a person (or persons) who may or may not be armed.


UNDER NO CIRCUMSTANCES should staff, residents or visitors place themselves in further jeopardy.  Armed confrontation must be managed by a discreet response.  


DO NOT use the voice pager system to announce a Code Black. THIS IS A DISCREET RESPONSE:

· Report any suspicious persons to the Nursing Co-ordinator    DO NOT CONFRONT.

IF CONFRONTED

1. Stay Calm - DO NOT PANIC
2. If possible summon the emergency team by ringing ____ and alerting them to the situation.  

3. If this is NOT possible - endeavour to alert another team member by using predetermined gestures or key words.  In turn the team member will be able to raise the alarm in a discreet manner.

4. Obey the offender's instructions, but only if it is your power to do so. Do only what is told and nothing more, DO NOT VOLUNTEER any information.

5. Talk in a non-threatening manner.

6. Do not pursue a potentially dangerous person.  LEAVE THIS FOR THE POLICE.

7. Observe as much detail as is possible of the assailant, i.e. height, weight, scars, etc.

8. All witnesses to remain until briefed by the police - all information can be of vital evidence.

9. Only the Executive can Delegate persons regarding any statements to the Media.

NOTE:
It is the policy of BBC that when threatened by an armed offender demanding drugs - the staff member should comply with the demand rather than put themselves at risk.

10. Document the incident fully.

MEDICAL EMERGENCIES


000





NEVER PUT YOURSELF AT RISK





Ambulance team attends, Assessment made for transfer





 SITUATION CONTROLLED





Simultaneously Emergency 000 is called, 


Giving Exact Address.


REPEAT CLEARLY





BASIC LIFE SUPPORT PROCEDURE COMMENCED


By team member.





Air viva brought to scene by 2nd team member to assist emergency





facility Coordinator attends scene – makes an assessment & liaisons with the Ambulance services “000”





MEDICAL EMERGENCY IS RECOGNISED by team member, alert raised to other team members.





Debrief all persons involved


 Record Incident / Report to appropriate persons.








Controlled Document Restricted
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