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General Emergency Procedure

General Emergency Procedure
· Advise and train staff on emergency and evacuation procedures
· Conduct site-specific evacuation procedures for new sites
· Display notices for evacuation procedures, exit routes, and emergency equipment
· Require visitors to complete the sign-in register
· Ensure staff with visitors take responsibility for their safety during emergencies
· Conduct annual reviews of identified emergencies and procedures
Evacuation Procedure
In the event of the need to evacuate:
· Turn off machinery if safe to do so
· Leave immediately and go to the evacuation area via the nearest safe marked exit
· Assist visitors and disabled persons to evacuate
· Leave personal items behind (except essential medications)
· Walk, do not run, and close doors as you leave
· Stay low to the floor if confronted with smoke
· Meet at the designated evacuation area for your site
Stay at the evacuation area until instructed by the building warden or fire service to leave
Fire
If you discover a fire:
· Activate the alarm
· Alert people in your area and fire wardens
· Do not attempt to extinguish the fire
· Close doors if time permits and it is safe to do so
· Assist visitors and disabled persons to evacuate
· Meet at the designated evacuation area for your site
If the fire alarm sounds:
· Walk quickly to the nearest safe exit
· Leave personal items behind (except essential medications)
· Assist visitors and disabled persons to evacuate
· Walk, do not run, and close doors as you leave
· Meet at the designated evacuation area for your site
Stay at the evacuation area until instructed by the building warden or fire service to leave
Gas Leak
If you notice a gas leak:
· Manually sound the alarm for evacuation
· Evacuate the building of all personnel
· Contact the fire service on 111


· Turn off the appropriate gas valve if safe to do so
· Meet at the designated evacuation area for your site if safe to do so
· Return only after receiving the all-clear from the fire department or building warden
Earthquake
During an earthquake:
· Drop, cover, and hold
· Seek shelter under tables, desks, or doorways
· Stay away from windows, equipment, and shelves
· Keep calm and move away from hazards when the shaking stops
· Help those in need of assistance
After the shaking stops:
· Turn off electrical sources and gas taps if you are a warden
· Wait for instructions from building wardens
Driving During an Earthquake
While driving:
· Keep calm and slow down
· Pull over to the side of the road and stop the car
· Stay inside the vehicle for cover
· Move to an open space away from buildings, walls, power lines, or trees when the shaking stops
· Notify your manager
Flood
In a flood:
· Follow management instructions if available
· Listen to the radio for civil defence advice if management instructions are unavailable
· Turn off electricity and gas supplies if safe to do so
· Move to the nearest high ground and stay together
· Avoid flooded areas and do not drive through them
Storm
During a storm:
· Follow management instructions if available
· Listen to the radio for civil defence advice if management instructions are unavailable
· Stay indoors or take shelter
· Tape large windows and close blinds/curtains
Tsunami
During a tsunami warning:
· Follow management instructions if available
· Listen to the radio for civil defence advice if management instructions are unavailable


· Move inland to higher ground
· Stay away from streams and rivers
· Move away from the coast
Tornado
During a tornado warning:
· Seek safe shelter in a basement or ground-floor centre room
· Choose small rooms for safety
· Move away from windows
· Stay calm and seek shelter immediately
· Protect head and chest, cover yourself with blankets or coats
· Avoid candles, gas lanterns, and oil lamps
· Follow designated shelter areas in offices or evacuate vehicles
First Aid
· Provide a first aid emergency kit and ensure workers know its location
· Monitor, inspect, and replenish first aid kits regularly
Social Distancing Requirements during the Pandemic
· Maintain 1.5m separation during evacuation
· Direct persons at the assembly areas to maintain appropriate distancing
· Separate persons under mandatory isolation, ensuring they wear appropriate face masks and gloves
Personal Injury
For minor injuries:
· Contact the nearest first aid officer
· Send the injured person to the campus medical centre if necessary
· Inform the supervisor
· Complete an incident/injury report form
For major injuries:
· Care for the injured person and call for assistance
· Send someone to phone emergency services
· Provide all relevant information
· Inform the supervisor
· Complete an incident/injury report form
Personal Threat (Violent/Threatening Person)
· If safe, report and phone the police
· Do not argue or provoke the person
· Create a calm atmosphere and reduce distractions
· Follow instructions from authorities
· Record information for the police
· Evacuate or secure the building/area as advised
Pandemic Considerations
· Maintain social distancing during evacuation
· Follow instructions of the fire wardens
· Prepare to leave the building/construction site
· Evacuate the immediate area in case of fire or smoke
· Attempt to extinguish the fire if safe and trained to do so
· Evacuate the building/construction site as instructed by a warden
· Seek first aid for personal injuries and report incidents
· Follow safety protocols during emergencies and follow instructions from authorities
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