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PURPOSE: PROVIDE GENERAL INSTRUCTION TO BUILDING USERS ON THE RESPONDING TO AN EMERGENCY. 

	RACE
	Whilst emergencies differ, the race principle offers a set if immediate, generic responses which are easily memorised and appropriate for most circumstances. They are: 

	
	Remove 
	People from immediate danger (if safe to do so)

	
	Alert
	Appropriate people and authorities to the emergency (call 000, if required)

	
	Contain / control
	The emergency by closing doors, use fire extinguisher, etc… if safe to do so.

	
	Evacuate
	To a safe location. Generally, if the danger is inside, go outside, if outside shelter inside.

	General Requirements
	1. Call 000 EARLY. Especially when any alarm is sounding and/or If life is at risk, or someone is hurt.

	
	2. Separate People from Danger

	
	3. Regularly look up and around for dangers, including evidence of a problem / hazard

	
	4. Hirer’s are responsible for administering first aid, especially after hours. 

	
	5. Keep all doorways and passageways clear at all times, especially emergency exits. 

	
	6. Be familiar with the Evacuation Diagrams, located on the walls throughout the building

	Site Specific
	Item
	Description / Location

	
	First Aid Kit
	

	
	Defibrillator
	

	
	Assembly Area(s)
	

	
	Sign In
	

	
	000
	Emergency Services

	
	1800 809 579
	Security Alarm Company 

	
	5272 5272
	To be transferred to the correct City employee for assistance (if appropriate)



	
	
	general actions to take:

	EVAAcuation
	An evacuation maybe required in the event of fire, gas leak, chemical spill or bomb threat. 

	
	1. 
	Remain Calm. DO NOT run or shout, as this may cause panic and injury

	
	2. 
	Alert nearby people and evacuate to a safe alternative location. Use the closest safest routes, away from the danger. 

	
	3. 
	If it is safe and time permits, take personal belongings with you

	
	4. 
	Do not re-enter building until it has been declared safe to do so by Emergency services / wardens / group leader

	FIre
	1. 
	Remain Calm. Do NOT shout FIRE as this may cause panic. 

	
	2. 
	Alert people nearby to leave the immediate area and activate fire alarm, if not already active. 

	
	3. 
	Phone 000 and request the Fire Brigade. Do NOT assume that someone else has phoned

	
	4. 
	When all persons' are out of the danger area, confine the fire and smoke by closing doors

	
	5. 
	Attempt to contain or extinguish the fire only if it is safe for you to do so

	
	6. 
	Leave lighting on and Turn off the power to electrical appliances and gas isolation valve if safe to do so

	
	7. 
	Evacuate the building and follow instructions from wardens and/or emergency services

	
	8. 
	Stay at assembly point. Do not re-enter until declared safe by Chief Warden or Emergency Services

	bomb threat
	1. 
	Be courteous, treat all threats as genuine. Do NOT antagonise the caller, hang up or transfer the call, unless requested

	
	2. 
	Discreetly attract the attention of a nearby people if possible, to call 000 for Police 

	
	3. 
	Ask for bomb location and when it’ll explode. Take notes of background sounds, caller voice (accent etc…)

	
	4. 
	Follow Evacuation Procedure

	
	5. 
	After the caller has hung-up the phone, ensure the threat has been reported

	personal threat
	1. 
	Do not panic. Remain Calm and Do not take risks. Do not play the hero

	
	2. 
	Be compliant within reasonable boundaries, avoid deliberately placing yourself and others at risk

	
	3. 
	Do not make any sudden actions

	
	4. 
	Phone 000 for Police assistance or active duress (if possible)

	internal emergency
	An internal emergency is an event that has occurred within a building or space e.g. gas leak, chemical spill, structural collapse, or explosion occurring in your building

	
	1. 
	Evacuate and assist persons' in immediate danger

	
	2. 
	If the event requires Fire, Police or Ambulance, phone 000

	
	3. 
	Contact 5272-5272 for support, or if you are a City employee you people leader

	
	4. 
	[bookmark: _GoBack]Follow instructions of any Chief Wardens or emergency wardens present

	
	5. 
	Follow the sites evacuation procedures

	extrenal emergency
	An external emergency is an event occurring external to the building that may impact on the building in the short or longer term (e.g. bushfire, chemical spill, storm, motor vehicle accident, aircraft crash, explosion, or similar)

	
	1. 
	If the situation requires Fire, Police or Ambulance, phone 000

	
	2. 
	Confirm details with Chief Warden or Manager / Supervisor / Group Leader, don’t assume they know

	
	3. 
	Coordinate the safest option for everyone. E.g. shelter-in-place, evacuate or move to alternate safe place.

	
	4. 
	Follow instructions from your Emergency Wardens / Group Leader

	
	5. 
	For a Site and/or City-wide event, stay alert and await messaging from Chief Warden or City to notify it’s safe

	Self Harm
	If you are responding to someone who has self-harmed, try to be calm and control your emotional response

	
	1. 
	Apply appropriate first aid. If the person is seriously injured call 000

	
	2. 
	Alert group leader / manager / supervisor, as they can provide additional support and people attend

	
	3. 
	Reassure the person and stay with them until help arrives

	Medical
	1. 
	Call 000 for an ambulance, don’t hesitate. It’s best to get them coming and seek the advice of the call taker

	
	2. 
	Alert the nominated first aider, who can give assistance

	
	3. 
	Follow DRS ABCD First Aid principles. 
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