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Emergency (24 hours):       
(6201) 2222
Security (24 hours):            
(6201) 2222
Security Manager:              
(6201) 5066
Communications Officer:    
(6201) 2210
Emergency Services:

000

Police Assistance Line:
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The University of Canberra would like to acknowledge the support of the University of New South Wales and the Australian National University in drafting the Emergency Response Plan.
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1. Purpose and Scope of the Emergency Response Plan
The purpose of the Emergency Response Plan is to provide procedures for the safe evacuation of staff, students and visitors of the University during an emergency.
The Occupational Health and Safety Act 1989 (ACT) requires the University to take all reasonably practicable steps to provide and maintain a safe working environment for its employees.
The Emergency Response Plan is designed to provide the University’s Emergency Control Organisation (“ECO”) with a set of evacuation procedures which are essential for the effective and efficient management of any emergency.

The scope of the Emergency Response Plan includes the establishment of an Emergency Plan Committee, preparation of emergency response procedures, the role and authority of the ECO while executing their duties and the requirements of an education and training program.
The University of Canberra’s Emergency Response Plan has been prepared in accordance with Occupational Health and Safety Act 1989 (ACT), its regulations and guidelines and the Australian Standard 3745-2002, Emergency control organisation and procedures for buildings, structures and workplaces.

2. Implementation of Emergency Procedures
2.1
General

It is the responsibility of all staff to participate in the implementation of the University’s Emergency Response Plan.

Procedures are to be developed based on a practical assessment of the possible emergency threats and hazards of the University.

It is imperative that the Emergency Response Plan is accepted by all members of the University’s community and that it becomes a part of the University’s culture.

Identifying hazards, assessing the risks and developing the procedures are key components of the implementation process.
2.2
Emergency Control Organisation personnel

ECO personnel shall be indemnified by the University against civil liability resulting from workplace emergency response assessment, education, training sessions, periodic exercises or emergency evacuation where the personnel act in good faith and in the course of their emergency control duties.
The structure of the ECO is defined in paragraph 4.1.

During an emergency, ECO personnel will have absolute authority to issue instructions to evacuate all persons from buildings and/or other areas, until an emergency services officer arrives.
Emergency Services Officer includes:

a) a Police Officer;

b) an officer of the ACT Fire Brigade;

c) an officer of the State Emergency Service; and/or

d) a member of a Bush Fire Brigade.
Once Emergency Services have arrived, the ECO personnel are to work in conjunction with the relevant Emergency Service.
2.3
Awareness of procedures

The Emergency Plan Committee (“EPC”) shall disseminate information about the procedures.
2.4
Training
A training schedule will be prepared by the EPC and be provided to all nominated ECO and security personnel and shall be based on the emergency procedures.

2.5
Reviewing the Procedures

The EPC shall monitor the effect of the procedures on the University.  Any deficiencies or inaccuracies shall be rectified promptly.
The emergency procedures attached to this ERP will form part of the routine management of the University.
2.6
Testing the Procedures

A series of evacuation exercises are to be conducted in order to test the procedures.

Notice should be given of all evacuation exercises.

3. Role of the Emergency Plan Committee
The EPC will meet twice annually to:

a) establish emergency plans and emergency procedures;

b) determine the number of ECO personnel consistent with the nature and risk of the University’s business and workplace;

c) ensure that personnel are appointing to all positions on the ECO;

d) arrange for the training of ECO personnel;
e) arrange for conduct of evacuation exercises;

f) review the effectiveness of evacuation exercises and arrange for procedure improvements; 

g) ensure that emergency procedures are implemented.
The EPC will consist of the following personnel:

1) Chief Warden;

2) Communications Officer;

3) University Risk Manager.


If required, the following personnel will provide advice to the EPC:

1) a representative from the Library;

2) Technical Services Co-ordinators from the Faculty of Health/Science;

3) Operations Manager: Arscott House; and

4) University’s Electrical Supervisor.

4. Emergency Control Organisation
4.1
General

The primary role of the Emergency Control Organisation is to organise and supervise the safe movement of University personnel in an emergency.  The ECO is to ensure that life safety takes precedence over asset protection.
The ECO consists of:

a) a chief warden; 

b) a deputy chief warden; 
c) a communications officer; 

d) area wardens and wardens;
e) security officers and

f) first aid officers.

The Chief Warden is the leader of the ECO and should have a good knowledge of the layout of the University.  The Chief Warden shall be a representative from the Security office.
The Deputy Chief Warden works directly under the Chief Warden and should have a good knowledge of the layout of the University.  The Deputy Chief Warden shall be a representative from the Security office.
The Communications Officer shall be competent in the use of communication equipment and shall have a clear commanding voice.  The Communications Officer shall be a representative from the Occupational Health and Safety office.
Area Wardens and Wardens should be persons who spend most of their time at, or near, their workstation.  They should be reliable and be able to organise others in an emergency.  They report to the Communications Officer in relation to the implementation of their building evacuation path, coordination of building evacuations and the proper maintenance of building safety equipment.

Security Officers are available 24 hours a day to assist advice and respond to crises and emergency situations on campus.

Security will assist the ECO with the safe evacuation of persons during University hours.

AFTER HOURS / ABSENCE OF CHIEF WARDEN OR SECURITY COORDINATOR
Outside of the University’s standard hours of operations, or during a period of absence by the Chief Warden and/or the Deputy Chief Warden, Security Office personnel will assume the role and responsibilities of those positions.

4.2 Hierarchy and Identification

Hierarchy
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Green vest with white cross
4.3 Emergency Control Reporting Structure
This is a diagram of the people that the Chief Warden reports to in the case of an emergency.

















4.4
Emergency equipment within the University’s Buildings

Emergency Evacuation Diagram Floor Plan on each floor indicating:

a) representation of the floor or area;

b) title “EVACUATION DIAGRAM”;

c) the “YOU ARE HERE” location;

d) designated exits in the facility, depicted by the moving person symbol in accordance with AS 2293.3.

e) warden intercom points;

f) manual call points;

g) break glass alarms;

h) emergency alarm initiating devices;

i) fire indicator panel (if installed);

j) fire extinguisher, fire hose and fire blanket locations;
k) nominated assembly areas;
l) fire indicator panel; and
m) north.
4.4 Equipment available to the following personnel:


Area Wardens and Wardens 
· hats;
· torches; and
· Emergency Evacuation in Progress signs;
First Aid Officers

· Vest;

· first aid kits.
4.5 Personnel to be on-call for advice in case of an emergency.
The following departments must provide two contact personnel (one primary and one for backup assistance) to be called for advice or action in case of an emergency:

a) Areas that store bulk amounts of dangerous goods and hazardous substances;

b) Areas that are conducting laboratory experiments;

c) IT personnel capable of sending mass email;

d) Student Administration for telephone messaging / SMS messages; and
e) a member of the Students Association in relation to Arscott House.

5. Roles and Responsibilities of the ECO personnel

5.1
Chief Warden

Pre-event in co-ordination with the Communications Officer
a) Maintain a current roster of ECO personnel.

b) Organise training for staff.

c) Replace ECO personnel when a position becomes vacant.

d) Conduct regular drills/exercises.

e) Ensure the emergency procedures are kept up to date.

f) Attend meetings of the ECO.

Pre-event for Security Personnel

g) Conduct training briefs with security personnel.

h) Make sure security personnel are aware of the Emergency Response Plan.

During an Event

On becoming aware of an emergency, the chief warden shall take the following action:

a) On the notification of an emergency, respond and take charge.

b) Ascertain the nature of the emergency and determine the appropriate action.

c) Ensure that the appropriate Emergency Service has been notified.
d) Ensure that Building and Floor Wardens are advised of the situation.

e) If necessary, initiate evacuation and control entry to the affected areas.
f) Monitor the progress of the evacuation and ensure any action taken is recorded in an incident log.

g) Brief emergency services personnel upon arrival on type, scope and location of the emergency and the status of the evacuation and, thereafter, act on the senior officer’s instructions.
h) Assist the Emergency Services personnel if they request a building evacuation.
i) Any other actions as considered necessary.


Post-event:

a) When the incident is rendered safe or the Emergency Service returns control, notify the Area Wardens and Wardens to have occupants return to their building.
b) Organise a debrief with ECO personnel and Emergency Services.

c) Compile a report for the ECO and management.
5.2
Deputy Chief Warden


During an Event
The Deputy Chief Warden is to take the following action in an emergency:

a) The Deputy Chief Warden shall assume the responsibilities normally carried out by the Chief Warden if the Chief Warden is unavailable.

b) Otherwise assist as required.

5.3
Communications Officer
Pre-event in co-ordination with the Chief Warden
a) Maintain a current roster of ECO personnel.

b) Organise training for staff.

c) Replace ECO personnel when a position becomes vacant.

d) Conduct regular drills/exercises.

e) Ensure the emergency procedures are kept up to date.

f) Attend meetings of the ECO.



During an event

The Communications Officer, on becoming aware of the emergency, shall take the following actions:

a) Ascertain the nature and location of the emergency.

b) Confirm that the appropriate Emergency Service has been notified.

c) Notify appropriate ECO personnel.

d) Transmit instructions and information between the Chief Warden and the Building and Floor Wardens.
e) Maintain a log of the events.

f) Act as directed by the Chief Warden.

Post-event


Collate records of the event during the incident for debrief and ensure they are secured for future reference. 

5.4
Area Wardens and Wardens


Pre-event

a) Ensure that all doors, corridors, stairways and in particular fire doors, are kept free of obstructions.

b) Check the floor or area for abnormal situations.

c) Identify any potential hazards within their area of control.

During an event

On hearing an alarm or on becoming aware of an emergency, the Area Wardens and Wardens shall take the following actions:

a) Implement the emergency procedures for their floor or area.

b) Ensure that Security has been notified.

c) Identify any potential hazards within their area of control.

d) Commence evacuation if the circumstances warrant.

e) Communicate with the Communications Officer and act on instructions.

f) Advise the Chief Warden, via the Communications Officer, as soon as possible of the circumstances and action taken.

g) Check to ensure fire doors and smoke doors are properly closed.

h) Search the floor to ensure all persons have evacuated.

i) Ensure orderly flow of persons into protected areas.

j) Assist persons with disabilities.

k) Act as leader of groups moving to nominated assembly areas.
l) Confirm that the activities of the wardens have been completed and report this to the Chief Warden, via the Communications Officer.

m) Place ‘Evacuation in Progress’ signs at entry and exit points.

Post-event


Compile a report of the actions taken during the incident for the debrief.
5.5
Meetings 
On a date determined by the Chief Warden, the ECO and the University’s Risk Manager shall be required to meet to discuss the following subjects. 

a)
building evacuation procedures; 
b)
identified hazards; 
c)
wardens that have left and require replacement 
d)
faults observed in the evacuation alarms;

e)
ECO training requirements;

f)
post evacuation management; and
g)
portable fire equipment (eg extinguishers) maintenance or recommendations that may be required. 

These meetings should be conducted regularly (at least every six months) ensuring that all ECO personnel are present. Minutes should be recorded and copies supplied to the Chief Warden, the Communications Officer and the University’s Risk Manager.
6. Developing Emergency Procedures
6.1
General

The procedures should take into account that fire, smoke and heat will probably present the greatest hazard, visibility may be restricted, passageways may be inaccessible or too dangerous to use, stairwells may be smoke logged and smoke may spread rapidly thought buildings, including floors remote from the fire.

Emergency procedures should take into consideration the existence of emergency communication facilities or lack thereof, the needs of persons with disabilities and person not familiar with the emergency procedures.
The evacuation procedures may need to be varied for differing circumstances, particularly in the case of bomb threat. 

The procedures for evacuation should include an assessment of the risk of moving people through areas accessible to the pubic in which an object is most likely to be deposited.

The procedures should cover the periods for which the University contains occupants, inducing cleaning staff, and be kept as simple as possible because over organisation can cause as many problems as the lack of it.

6.2
Developing the procedures
The following should be taken into consideration when developing procedures:

a) Evacuation routes:

Assess the likely effect an emergency may have on an evacuation route.

b) Persons with disabilities:
Strategies for helping persons with disabilities should be discussed with the individuals concerned.
In an emergency, persons with disabilities, whose disability is such that they require assistance (such as the incapacity to use stairs), should be assembled in a safe place and attended by at least one member of the ECO.

c) Lifts 

Lifts should only be used with the authority of the attending emergency service.

d) Accounting for people

The ECO personnel should check that all persons are cleared from the floor or area of their responsibility.   The ECO personnel should report back to the Chief Warden.

e) Assembly area

Assembly areas should be far enough away from buildings to ensure that, where practicable, everyone is protected from falling objects, including glass.

Thought should be given to the safest route to the nominated assembly place; ensuring access for emergency vehicles is not hindered.

f) Switchboard operator
Consider the role of the switchboard operator during an emergency.

g) Control and Coordination

The procedures should identify an appropriate location to set up a control point from which the Chief Warden can establish control and coordination of the ECO personnel and communicate and liaise with emergency services.

h) Communication

An effective communication system is essential for an adequate emergency response.

Care should be exercised when using cellular phones and radio sets which produce radio waves, as they may have adverse effects on essential equipment or explosive devices in the same location.

Care should also be taken to ensure that all battery powered equipment has fully charged backup batteries.

i) First aid personnel

Separate the duties of first aid personnel from wardens.  Wardens should not have first aid duties during an emergency.

j) Emergency response equipment

Establish appropriate procedures and training programs in the use of emergency response equipment.

k) Other considerations as appropriate.

Nominate personnel to meet Emergency Services at entry points and restrict vehicle movement within the University precinct.
7. Evacuation procedures and drills
7.1
General

After the emergency procedures have been written or amended, an evacuation exercise shall be conducted to ensure that the procedures are satisfactory.
Fire drills are to be instigated and monitored by the Occupational Health and Safety Office in conjunction with the Chief Warden.  An Emergency Evacuation Exercise Observers’ Check List can be found at Appendix A to this Plan.
Once the emergency procedures are deemed to be satisfactory and workable, the Chief Warden is to arrange a program of evacuation exercise each calendar year in consultation with the Communications Officer.  The timing and extent of the drills should be based on the size of the University, configuration of buildings, and the building occupancy rates.
All occupants of the buildings involved in the evacuation drill shall take part unless the Chief Warden grants an exemption prior to conducting the exercise.

7.2 First Evacuation Exercise
Prior to the evacuation exercise, occupants of the buildings should be briefed.

The briefing is to be arranged by the Chief Warden in consultation with the Communication Officer and should be delivered through the warden system in order for occupants to become familiar with their warden.

Adequate warning, including the proposed date, should be given of the evacuation exercise.

Consideration should be given to briefing occupants on the following:

a) the identity of their wardens;

b) method of reporting emergencies;

c) actions to be taken in response to alarm signals;

d) location of the marshalling area; and
e) evacuation routes;

f) location of assembly or designated alternative areas that provide safe refuge internally or externally.

Small scale evacuation exercises should be undertaken until such time as the procedures are deemed to be satisfactory.

Once the procedures have been proven to be satisfactory, the first large-scale evacuation can be held.

It should be accepted by management that the evacuation plan and procedures be properly tested and that all wardens have sufficient practice to ensure their effectiveness in an emergency situation.

Simple objectives should be identified for practice evacuations or exercises as a means of measuring success.  These could include:

a) wardens to initiate emergency procedures without waiting for instructions;
b) wardens to respond to alarms within ‘x’ seconds;

c) a search of all zones to be completed without delay;
d) simulated call to emergency service as appropriate;
e) emergency control point to be staffed immediately;
f) evacuation to commence within ‘x’ minutes;
g) evacuation to be completed within ‘x’ minutes;
h) wardens to report the location of any persons with disabilities requiring assistance;
i) wardens to control any vehicle movements during evacuation; and
j) a person nominated by the Chief Warden to be at the entry point to meet responding Emergency Service(s).

7.3 Frequency of  evacuation exercises
The size and configuration of the premises, together with the occupancy rate, will determine the type and time intervals between practice evacuations.

All areas of a building or workplace should participate in at least one exercise in each 12 month period.

7.4
Assembly area procedures 
Once at the Emergency Assembly point Wardens are responsible to ensure evacuees remain at the designated assembly point, until the all clear has been given to re-enter the building/s; 
Wardens must ask personnel to check if any person is missing or likely trapped within the building. This information needs to be passed onto the Communications Officer immediately, so they can concentrate on the particular area for rescue. 
Under no circumstances should any person go back into the building for any reason, until they have been advised that it is advised safe to do so by the senior emergency services officer present. 
7.5
Persons in charge of a class 
Any person in charge of a class is responsible for initiating the safe evacuation of that class. The lecturer or teacher needs to instruct the class to leave the room immediately and follow instructions given by their Area Warden or Warden, security personnel, or other ECO personnel. 
7.6
Person refusing to comply with Warden's directions 
Should a person refuse to comply with the directions given by a warden, the warden should: 

1. 
Ensure the person has been clearly advised they are required to evacuate the building. 

2. 
Notify the Communications Officer who will advise the Chief Warden if it was a drill or in the case or a real emergency, the Officer-in-Charge of the Emergency Service whom, at their discretion, may take the appropriate action under law to remove the person. 

NB. It is advisable, if possible, to have a witness to confirm any refusals. Document any such incidents. 
7.7 Debriefing

A debriefing session should take place after the exercise in order to identify any positive or negative facets of the University or its emergency procedures.

8. Procedures for Emergency Control Organisation
8.1
Evacuation Procedures Generally
These procedures have been developed on the assumption that all threats will be treated as genuine until investigation proves otherwise. The aim of these procedures is twofold: 

1) 
to take all practical steps to safeguard life; and
2) 
to ensure that unnecessary actions are not taken which may put at risk the students and staff that we are attempting to safeguard. 

The Procedures listed in this section are general procedures.  They may need to be adapted depending on the circumstances of the emergency.  Therefore it is imperative that whilst following the procedures listed in this section, the ECO adapts the procedures to the emergency in front of them.
8.2
Evacuation Procedure for ECO
This procedure has been purposefully drafted to allow flexibility in an emergency 
situation, as emergencies are generally unpredictable.  A rigid procedure may hinder 
rather than help the situation.

· Wardens are to notify Chief Warden of potential dangers.

· Chief Warden will nominate an emergency control point from which the Chief Warden can establish control, communication and coordination of ECO personnel, and liaise with Emergency Services. 

· The Chief Warden should make their way directly to the nominated emergency control point.  Chief Warden will notify Communications Officer of the emergency control point.

The recommended locations for the emergency control point are:

1. the control panel for the effected building; or

2. the Security Office; or
3. Building 13; or 

4. a playing field. 

· Chief Warden will determine the location of the emergency.

· Chief Warden will make an assessment of the incident and notify Communications Officer if an evacuation is necessary.

· During the emergency the Chief Warden will respond immediately and determine what emergency procedures should be implemented and bring the Emergency Control organisation into Operation.

· Communications Officer will make his way to the Emergency Control Point.

· The Chief Warden will take charge of the incident and will be responsible for all decisions pending the arrival of Emergency Services personnel.

· Wardens are to evacuate all persons from their area if required.

· The assembly area is to be far enough away form the building, such that everyone is protected from hazards such as falling glass and other objects, so far as is reasonably practicable.

· Wardens are to report to their respective Area Warden.

· Area Wardens will report to the Communications Officer, or alternatively, the Deputy Chief Warden.

· Communications Officer and the Deputy Chief Warden will report to the Chief Warden.

· After ensuring that all persons are moved out of the danger area, the Chief Warden will ensure that no persons enter the site and that access and egress to the site is clear for Emergency Service vehicles.

· IT SHOULD BE CLEARLY UNDERSTOOD THAT THE PRIMARY DUTY OF WARDENS IS NOT TO COMBAT THE EMERGENCY BUT TO ENSURE THE SAFETY OF PERSONS AND THEIR ORDERLY AND TIMELY EVACUATION FROM THE DANGER ZONE.
8.3
Evacuation Procedures for People with Disabilities

Prior to an emergency

· Area Wardens will, as far as practical, be aware of any staff working in, or students who come into the building under their control and who have a disability that could impact on their capacity to respond to an emergency situation. Specific consideration must be given to the needs of building occupants with disabilities in planning and preparing the building's emergency response.
· To the extent that is practical, the Area Warden will assign a reliable, capable person to assist and support a person with a disability that could limit their capacity to respond to an emergency situation. 

During an emergency

· The person designated to provide support for a disabled colleague will assist their colleague to evacuate the building, or to move to a safe area to await assistance from members of the Emergency Services personnel. A person designated to provide support for the disabled colleague should remain with that person until the 'All Clear' is given or they are relieved of those duties.
· The Area Warden will assign a Warden, to check that assistance is being provided to the person with disabilities, or assist with evacuation of the disabled person if this practical and appropriate.
· The Area Warden will advise the Chief Warden of any need for assistance.
· The Chief Warden will ensure that the ECO personnel are aware of the situation and location of the disabled person, and will also ensure that Emergency Services personnel are notified as soon as possible if their assistance is required. 
8.4
Fire

On becoming aware of a fire:

· Activate the nearest Break Glass Alarm (if installed), ring Security on 2222 or ring the Emergency Number, if ringing from a University phone ring (0 - 000).
· Assist any person in immediate danger, but only if safe to do so.
· Where appropriate and safe to do so, close any doors and windows to minimise spread of the fire.
· Attempt to extinguish the fire if safe to do so, using available fire fighting equipment.
· Assist with the evacuation of disabled occupants.
· Be aware of, and avoid moving into smoke filled areas.
· Move staff and students to the nominated evacuation assembly areas, and instruct them not to eave the evacuation assembly area until the ‘All Clear’ has been given.
· Follow closely the instructions of relevant Emergency Services personnel.
8.5
Medical Emergency

Medical Emergency

· Check for any threatening situation and remove or control it (if safe to do so) to avoid further risk to the casualty.
· Do not move a casualty unless they are exposed to life-threatening situation.
· Call Security if they have not been notified.

· Call the University Health and Counselling Clinic on 2351.

· In extreme emergency situations contact the ambulance service by dialling 0-000 (if ringing from a University phone). 

· Remain with the casualty and administer first aid as appropriate until assistance arrives.
· Follow the instructions of relevant Emergency Services.
8.6
Bomb Threat

Written Bomb Threat

On receipt of written (including fax or e-mail) bomb threats always treat the threat as genuine and:

· Remain calm and do not do or say anything that may encourage irrational behaviour.
· Minimize handling of the document containing the threat and the envelope it was delivered in.
· Preserve any evidence, such as the threat document and envelope, by placing them in a plastic bag for delivery to the Chief Warden or Emergency Services.
· Notify the Emergency Services 0-000 (if ringing from a University phone) as soon as possible. 

Telephone Bomb Threat

On receipt of telephoned bomb threats:

· Keep the caller talking (do not hang up) as this may assist in tracing the call.
· Remain calm and do not do or say anything that may encourage irrational behaviour.
· Notify the Emergency Services on 0-000 (if ringing from a University phone) as soon as possible. 

· Note as many details on the ‘BOMB THREAT CHECKLIST' including: 

· exact wording of the threat; 

· location of the device, no matter how general; 

· time of detonation; 

· sex and other details of the caller, such as estimated age; 

· details of the speech, accent, delivery and background noises; and
· switch off all mobile telephones. 

On becoming aware of a telephone threat being made to someone on the campus:

· encourage them to keep the caller talking and support the recipient of the call as best you can;
· contact the Emergency Services on 0-000 (if ringing from a University phone). Follow the instructions of relevant Emergency Services personnel;
· prior to evacuating, check to see if Emergency Services agree. Do not attempt an inspection of any suspicious packages;
· if required to evacuate the building, leave doors and windows open, and assist with the evacuation of disabled occupants; and
· move staff and students to the nominated evacuation assembly areas, and instruct them not leave the evacuation assembly area until the All Clear has been given. 
8.7
Suspected Explosive Devise
Explosive devices that are delivered or placed without warning may present a significant threat, and everyone should be mindful of the potential risk posed by explosive devices. If you are notified of a suspicious object you should:

· Not touch or attempt to open or move the object.
· Immediately notify the Emergency Services on 0-000 (if ringing from a University phone).
· Provide Emergency Services with as much detail about the package as you can.  This may include:

· Its size.
· What it looks like.
· Does it smell?

· Are there any visible wires, timing or other identifiable incendiary devices present?

· Are there any hazardous materials in the area?
· Immediately switch off all mobile telephones, radios, pagers, etc.
· Make the area as secure as you can. Move away from the area and do your best to keep others away.
· Follow the instructions of the Emergency Services. 

· If required to evacuate buildings leave doors and windows open, and assist with the evacuation of disabled occupants.
· Move staff and students to the nominated evacuation assembly areas, and instruct them not leave the evacuation assembly area until the ‘All Clear’ has been given. 
8.8
Attack or Threat by Armed and Dangerous Person

You will need to try and keep people away from the area and out of site:

· Stay out of sight of the intruder and do not do or say anything that may encourage irrational behaviour.
· Notify the Emergency Services (0-000) (if ringing from a University phone) if you see the intruder.
· Note as many details as possible of the offender.
· Follow the instructions of Emergency Services.
· If required to evacuate the building assist with the evacuation of disabled occupants.
· If evacuation is ordered, move to the nominated evacuation assembly areas, and instruct staff and students not leave the evacuation assembly area until advised to do so. 
8.9
Civil Disturbance

· Keep well clear of the disturbance and not do or say anything that may encourage irrational behaviour.
· Notify the Emergency Services (0-000) (if ringing from a University phone).
· Follow the instructions of the Emergency Services.
· Evacuate the building only if instructed by Emergency Services and assist with the evacuation of disabled occupants.
· If evacuation is ordered, move to the nominated Evacuation Assembly Areas, and instruct staff and students not leave the Evacuation Assembly Areas until advised to do so. 
8.10
Interruption to power supply

Interruption to power supply ("Power Outage") refers to the loss of power supply to the campus, which may place building occupants at risk through loss of lighting in areas where natural light is inadequate, through being trapped in lifts, through loss of control of a process that requires an on going power supply to maintain safe controls.

· On instruction of Chief Warden to evacuate the building, immediately cease all activity and secure personal valuables.
· If practicable, and only if safe to do so, notify staff, students or visitors to secure any activity or process that may become hazardous or suffer damage if left unattended as a consequence of a Power Outage.
· Assist any person in immediate danger (only if safe to do so).
· Act in accordance with directions given by other ECO personnel or Emergency Service personnel.
· Assist with the evacuation of disabled occupants.
· If able, turn of all electrical equipment at the wall.
· Move calmly to the nominated Evacuation Assembly Area, and do not leave the Evacuation Assembly Area until the All Clear has been given, or other relevant instructions issued. 

8.11
Storms

· Remain in the building and keep well clear of windows.
· In multi storey buildings, move to the lower floors.
· In all buildings shelter under desks or similar structures that offer protection.
· Follow the instructions of relevant Emergency Services personnel and ECO personnel.
· Turn off mobile telephones and encourage others to do the same.
· On the direction of the Chief Warden or Emergency Services, evacuate the building and assist with the evacuation of disabled occupants.
· If able, turn of all electrical equipment at the wall.
· If evacuation is ordered, move to the nominated Evacuation Assembly Area, and do not leave the Evacuation Assembly Area until advised to do so. 
8.12
Earthquake

· Remain in the building, keep well clear of windows, and seek shelter under a table or desk.
· In multi-storey buildings, move to the lower floors.
· In all buildings shelter under desks or similar structures that offer protection.
· Follow the Instructions of relevant Emergency Services personnel and ECO personnel.
· Turn off mobile telephones and encourage others to do the same.
· Evacuate the building only if instructed to do so by the Chief Warden or Emergency Services personnel, and assist with the evacuation of disabled occupants. 
· If able, turn off all electrical equipment at the wall.
· If evacuation is ordered, move to the nominated Evacuation Assembly Area, and do not leave the Evacuation Assembly Area until advised to do so. 
9. Procedures for Staff, Students and Visitors
9.1
Fire and Building Evacuation Procedures for Lecturers and Tutors

Possible Reasons for Evacuation;

· Fire 
· Bomb threat 
· Power failure or blackout 
· Chemical Spill 
· Other emergency such as gas leaks, floods, persons threatening staff and others. 

Who takes charge in the event of an evacuation?
· The lecturer or person in charge of the class, tutorial or laboratory MUST evacuate their students. It is the responsibility of the lecturer/tutor to maintain control of the students during the emergency until released by emergency personnel. 
· The senior staff member in their area MUST evacuate all the people in that area. 
· If possible, the Floor Warden will check the area to ensure that everyone has left the building. 

Notification of Evacuation;

· A fire alarm or sounder will activate; or
· an order to evacuate will sound over the PA system; or
· the lecturer or person in charge of the class, tutorial or laboratory will direct students to evacuate; or 
· the senior staff member in the area will direct people to evacuate; or 
· Security, Wardens or the Fire Brigade will direct people to evacuate. 

An evacuation order may have many forms and it is imperative that the building is evacuated immediately.
The Evacuation Process;

Upon hearing an alarm, sounder or being directed to evacuate:
· Staff and students are to secure confidential materials, valuables and collect personal belongings, if able. 
· All occupants MUST leave the building. 
· Move in an orderly manner to the nearest safe exit. Do not proceed to the front door unless it is a safe exit. 
· Warn other areas to vacate the building on your exit route. 
· If possible, the Warden will complete a check of the building to ensure that all the occupants have been evacuated.

· Once clear of the building walk quickly and calmly to the designated assembly area. Do not stand near the doorway. 
· If the weather is inclement, proceed to a non-involved building or walkway.
Note: Cafés and other retail outlets are not acceptable. 
· Advise the Warden of the whereabouts of the students. 
· You may be asked to assist by; 
· preventing people from entering the building; 
· provide adequate supervision; and/or

· assist the emergency services. 
· Do not re-enter the building until advised to do so by the appropriate designated authority, warden or fire brigade. 
· Do not use the lifts. 
9.2
Blackout

In the event of a blackout:

Notification

· In the event of a Blackout, phone Security (dial extension 2222). 
· Security will notify any other concerned parties.
· Evacuate if necessary.
· Follow the normal evacuation procedures.

Services

· Ensure lift is empty and secured. 
· Ensure work areas or service points affected by the blackout are closed and secured. 

Closure of the building

· If full blackout occurs, or majority of services cannot operate, it may be necessary to close the building. 
· Ensure the building is evacuated as per standard evacuation procedures. 
· Follow all directions given by building and/or floor wardens. 
9.3
Bomb Threat
In the event of a Bomb Threat,
· Above all, keep calm and do not alarm other employees and students.
If the threat is by telephone:
· Remain calm 
· Obtain as much information as possible, and record it.  

· DO NOT HANG UP THE PHONE, EVEN AFTER THE CALL HAS ENDED. This enables the call to be traced 
· Complete the Bomb Threat Report attached at Appendix B to this Plan.

· Be available to assist police if required. 

If an object is found:
· Don’t touch it, 
· Don’t move it 
· Do not use mobile telephones within 150 meters of the object. 
· For their own safety, endeavour to prevent people from going near the suspicious object. 

Raise the alarm:
· Report to Security (dial extension 2222). 
· Advise the area warden (local area warden).
Evacuation

Security will be responsible for making the decision to evacuate.

Refer to evacuation procedures and follow directions given by wardens.
9.4
Chemical Spill

In the event of a Chemical Spill,
Raise the alarm
· Phone Security (dial extension 2222). 
· Security will notify any other concerned parties. 
· Report the spill to your supervisor and the Health and Safety Office (dial extension 2210). 
· Ensure the immediate safety of anyone within the vicinity of the spill by evacuating the immediate area. 

Isolate the Hazard
· Restrict any unnecessary movement into and through the area to avoid spreading contamination. Isolate the affected area at a safe distance by erecting a temporary barricade and placing suitable warning signs if available. 
· If a chemical spill kit is available and you have been trained in its use, use according to directions. 
· Anybody who has been exposed must, if safe to do so, be moved to a safe decontamination area. The treatment of serious injury must take precedence over decontamination and containment. 
· If unsure of the hazards presented and associated risk to health and safety, consult with your supervisor or contact the Health and Safety Office before taking any action. 

Clean Up
· Do not re-enter the area until it has been decontaminated by personnel trained specifically in chemical safety. 
9.5
Evacuation

In the event of evacuation:

· A fire alarm or sounder will activate or an order to evacuate will sound over the PA system. 
· On hearing the alarm, secure confidential materials and valuables and collect personal belongings. 
· Follow instructions given by the ECO and security personnel. 
· Assist any person with a disability to leave the building or into the nearest fire isolated stairwell. DO NOT attempt to carry them down stairs. 
· Move in an orderly manner to the nearest safe exit. 
· Warn other areas to vacate the building on your exit route. 
· If possible, the warden will complete a check of the building to ensure all the occupants have been evacuated. 
· Once clear of the building, walk quickly and calmly to the designated assembly area. 
· Do not re-enter the building until advised to do so by the appropriate designated authority, fire warden or fire brigade.
· DO NOT USE THE LIFTS 

Lecture Theatres/ Laboratories

It is the responsibility of the lecturer/ tutor to ensure that their class is evacuated and to maintain control of the students during the emergency until released by emergency personnel.
9.6
Fire

Upon the discovery of a Fire / Smoke;
RAISE THE ALARM
· Break the nearest Fire Break Glass Alarm or 
· Phone Security (dial extension 2222) giving the following details: 
· your name 
· the location of the fire 
· the nature of the fire, if known 
· Notify the fire brigade by phoning 0-000 
· Notify your warden if available and follow their instructions. Give details of the incident and your name. 
· Move those in the immediate area away from the threat if it is safe to do so. 
· If you have time, secure valuables. 
· Only attempt to fight the fire if it is safe to do so and if trained in the use of fire fighting equipment 
· Evacuate the immediate area via the nearest safety exit. 

DO NOT USE LIFTS
9.7
Medical Emergency

If you discover a medical emergency in or around the University, you should:

· Assess the situation and ensure your personal safety.   
· Raise the alarm (shout or telephone) 

If you are a trained First Aid Officer and

· If the patient is unconscious: 
· Check airways, breathing and circulation 
· Start administering CPR if necessary 
· If the patient is conscious, 
· Reassure and monitor. 
· Remain with the person until medical services arrive 
· Ask another staff member in the immediate area to contact the relevant emergency personnel. This could be the Emergency Services (0-000) if an ambulance is necessary, Security (2222) or the University Medical Centre (2351). 

If you are not a trained First Aid Officer;
Contact the relevant emergency personnel. This may be

· the Emergency Services (0-000) if an ambulance is needed, 
· Security (2222) or 
· the University Medical Centre (2351). 

Under no circumstances should you place your own Health and/or safety at risk.
9.8
Personal Injury

In the event of Personal Injury,
· If you are hurt and require first aid seek help from your First Aid Officer in your area. If you require medical attention* do so straight away by phoning the University Medical Centre (dial extension 2351). 
· In cases of serious injury, phone an ambulance on 0-000. 
· Notify your immediate supervisor or manager as soon as possible. 
· If you have had a work related injury/accident/incident/near-miss you are required to fill out an Accident/Incident report (available on the university’s website under hr/forms). 
· This should be completed where possible within 12 hours of the Accident/Incident/ Near Miss. 
· The Supervisor/Manager/Head of School is required to comment on this form and where practical your O&HS Representative. This form is to be sent/delivered to the Health & Safety Office. A copy should be kept by the employee and their manager. 
· Once received, a member of the Health and Safety team will contact the injured employee to give assistance. The case manager may refer the employee to a Rehabilitation Provider** if necessary. If the employee wishes to process a compensation claim the case manager will assist in this process. 
· The Health & Safety Office will contact the supervisor and investigate the accident/incident
· identifying hazards (if any) and make recommendations. 

*If you require medical attention the University has arranged that the Health and Counselling Centre be our preferred provider. This will enable you to attend a medical appointment close by.

**Rehabilitation Providers are Comcare approved and are commonly health professionals; they assist the injured employee and case manager in the return to work process.
APPENDIX A

University of Canberra

EMERGENCY EVACUATION EXERCISE OBSERVERS’

CHECK LIST

(Informative)

DATE: ………………………………………………………………………………………………….

ADDRESS: …………………………………………………………………………………………….

FLOOR OR AREA: …………………………………………………………………………………...

	Evacuation Sequence
	Time

	
	Hours
	Minutes

	Alarm sounded
	
	

	Warden(s) respond
	
	

	Wardens check floor or area
	
	

	Evacuation commenced
	
	

	Wardens report floor or area clear
	
	

	Persons with disabilities accounted for
	
	

	Arrive at assembly area, safe place
	
	

	Wardens check personnel present (where appropriate)
	
	

	Evacuation completed
	
	

	Exercise terminated
	
	


COMMENTS:

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

OBSERVER: ………………………………………………………………………………………………

(BLOCK CAPITALS)

SIGNED: …………………………………………………………………………………………………
APPENDIX B

University of Canberra

PHONE THREAT REPORT
KEEP 
CALM
GENERAL QUESTIONS TO ASK:


CALLER’S VOICE









THREAT LANGUAGE




















BACKGROUND NOISES




CHEMICAL / BIOLOGICAL THREAT QUESTIONS









BOMB THREAT QUESTIONS








NOTES

EXACT WORDING OF THREAT:


OTHER












ACTION (OBTAIN DETAILS FROM SECURITY)
Crisis Management and Response Team








Director of Facilities and Services





Media Relations








Security Personnel





Chief Warden


(White Hat)





Deputy Chief Warden


(White Hat)
































 E


 C


 O





First Aid Officers


(Green Vest – with white cross)





Area Wardens


(Yellow Hat)





Name (Print):


Telephone Number:


Signature:





Communications Officer


(White Hat “Comms”)





What is it?


When is the bomb going to explode? 


OR


When will the substance be released?


Where did you put it?


What does it look like?


When did you put it there?


How will the bomb explode?


OR


How will the substance be released?


Did you put it there?


Why did you put it there?





What kind of substance is in it?


How much of the substance is there?


How will the substance be released?


Is the substance a liquid, powder or gas?








What type of bomb is it?


What is in the bomb?


What will make the bomb explode?











Accent (specify):


Any impediment (specify):


Voice (loud, soft, etc):


Speech (fast, slow etc):


Diction (clear, muffled):


Manner (calm, emotional):


Did you recognise the caller?


If so who do you think it is?


Was caller familiar with the area?





Street noises:


House noises:


Aircraft:


Voices:


Music:


Machinery:


Other:


Local Call:


STD Call:





Well Spoken:


Incoherent:


Irrational:


Taped:


Message read by caller:


Abusive:


Other:











Sex of caller:	       Estimated age:





Report call immediately to:


Phone Number:





Date:                               Time:


Duration of Call:


Number called:





Wardens


(Red Hat)
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