
F igure 2 7 A n n u a l E m e r g e n c y R e s p o n s e T ra in ing C a l e n d a r 

Training Program 

Induction training in emergency 
procedures 

Training 
Provider or 
Presenter 

Date, 
Time and 
Venue 

Partici; 
Names a 
Position 

Refresher training in emergency 
procedures - initial and post event 

Emergency planning committee 
training 

Emergency control organisation 
training 

General emergency response training 
for emergency control organisation 
and building occupants 

Factors that can lead to unnecessary 
danger and emergencies 

Emergency control equipment, 
facilities and signals 

First aid training 

Assistance to mobility impaired 
persons 

Emergency standards - international, 
national and industry-specific 

1. In Figure 27 above ident i fy an appropr iate t ra in ing 
provider for each of the t ra in ing programs listed in 
co lumn one. (You might like to research the appropr iate 
providers by contact ing your organisat ion's human 
resource sect ion, scanning the Yellow Pages or searching 
the web for appropr iate emergency agencies, specialists 
and t ra in ing providers.) 



ELEMENT FOUR: Implement Init ial 
Response Procedures 

An emergency is an unl ikely, unexpected event. People need to 
know what to do when confronted wi th an emergency s i tuat ion. 
An init ial response appropr iate to the type of emergency 
provides protect ion f rom the ma jo r hazards to people and 
property caused by the emergency. 

People in the workplace need to know: 

o who to not i fy immediate ly 
o what act ions to take. 

Emergency contact numbers should be displayed clearly. 
In fo rmat i on on hazards, protect ive c lothing and equ ipment and 
the procedures to fol low in an emergency should also be 
documented and displayed in prominent locations. 

The actions undertaken in the init ial response to an emergency 
include (but are not l imited to ) the fo l lowing: 

o recognit ion of an emergency so tha t the emergency plan 
can be act ivated to the appropr iate level as quickly as is 
possible 

o warning to anyone in immediate danger 
o not i f icat ion to emergency services of the exact location of 

the emergency and the nearest access points 
o evacuat ion to a safe site or assembly area 
o provis ion of init ial f i rst aid 
o in format ion updates to emergency services 
o handover to emergency personnel on the i r ar r iva l . 

In the init ial response appropr iate act ions to a workplace 
emergency safeguard people and property . The init ial response 
to an emergency helps to control it in the early stages unti l the 
emergency personnel arr ive. 

Why are Actions for Init ial Response 
Documented and Displayed? 

An organisat ion must provide emergency response 
documentat ion tha t gives clear instruct ions about the actions to 
take in an emergency. Documents tha t detai l the appropr iate 
responses in an emergency include: 



o an emergency master reference manual 
o emergency plans 
o warden lists 
o warden checkl ists 
o roles and responsibi l i t ies 
o emergency in format ion sheets inc luding: 

contact numbers and 
emergency procedures. 

Effective management of emergencies: 

o saves lives 
o avoids in jury and 
o minimises damage to property and the env i ronment . 

Imp lement emergency response procedu 

Standards Austral ia markets internat ional standards which c 
be accessed on its website www.standards .com.au. I t s stan< 
AS/NZ5 4360:2004 Risk Management provides a useful 
f r amework for ident i fy ing, document ing and managing risk ii 
your workplace. 

A key object ive in document ing risk of an emergency should 
to create strategic and operat ional business tools to help: 

o e l iminate or min imise the l ikel ihood of an emergency 
o e l iminate or min imise threats to health and wel fare 
o min imise losses to property and the env i ronment . 

The AS/NZS 4360:2004 Risk Management standard suggests 
procedures to help establish context, ident i fy, assess, analyse 
t reat , mon i to r and communicate wi th regard to risk. I t may 
help you t o : 

o use appropr iate t e rms and def in it ions 
o explain the role of stakeholders in emergency planning 

and response 
o emphasise the need to communicate at all points of the 

risk management process 
o pr ior it ise t r ea tmen t of risk and any associated l ikely 

emergencies 
o out l ine the requ i rements and responsibi l i t ies of your risk 

and emergency management system and processes. 



Wri t ten instruct ions about what to do in an emergency must be 
displayed. They should be uncompl icated, wr i t ten in plain 
English and supported by i l lustrat ions whenever possible. 

What to Do in an Emergency 

An effect ive initial response to an emergency fol lows four steps: 

1. Keep ca lm. 

2. Warn anyone in immediate danger. 

3. Evacuate or move to a safe place: 

o if in danger 
o when directed or 
o in response to an emergency a la rm. 

4. Notify the emergency services number and secur i ty. 

Effective management of emergencies occurs when the: 

o resources to deal w i th an emergency are coordinated 
people know how to act when an emergency arises. 

In large organisat ions the author i ty to control the responses in 
an emergency s i tuat ion wil l be delegated to part icular 
emergency specialist posit ions such as the head of security, 
Emergency Control Organisat ion (ECO), the bui lding wardens 
and f i rst aid responders. 

I n smal ler organisat ions it may be delegated to supervisors or 
t eam leaders. 

On occasions you may have to part ic ipate in control l ing smal l , 
uncompl icated workplace emergencies. For large full scale 
emergencies you wil l need to know how to respond 
immediate ly . You wil l also need to cooperate wi th others. 

While you may not have the responsibi l i ty to control the 
responses in an emergency you stil l need to know what to do if 
an emergency arises. The init ial responses to three types of 
emergency are shown in Figure 3 1 . 

»1 



F igure 3 1 R e s p o n s e s to D i f ferent T y p e s of E m e r g e n c i e s 

Fire Medical Phone Threats 

Keep calm Keep calm Keep calm 

Get out of building 
immediately by: 

staying low 
always using the stairs 
(never using the lift) 

Alert fire brigade 
immediately 

Call an ambulance and 
provide: 

your name 
location 
number of people 
involved 
details of the medical 
emergency 

Use a Bomb Threat 
Checklist (see Figure ) 
to record as much 
information as possible 

Get out of the building by 
following instructions from 
emergency personnel 

Notify your security service 
or senior management 

Notify your security 
service or police 
immediately 

Stay out and never re-enter 
a burning building 

Arrange first aid while 
waiting for ambulance 

Notify your immediate 
supervisor or manage-



ELEMENT FIVE: Contribute to Post-
event Activities 

The actions taken in the initial response to an emergency a im 
to avoid injur ies, save lives and min imise property and 
env i ronmenta l damage. An emergency may adversely affect 
persons or the commun i t y general ly. The post-event or second 
response phase actions provide support to those affected by 
the emergency and help to fac i l i tate recovery f r om the 
emergency. 

iVhat is the Second Response Phase? 
The second response phase happens after the emergency 
services at tend and may include: 

o f i rs t aid 
o conta inment of personnel in evacuat ion area 
o support or counsell ing of personnel involved or affected 
o act ions required if the bui lding cannot be reoccupied. 

In th is phase support is provided to those people affected by 
the emergency. An effect ive second phase minimises the 
impact of the emergency on staff and work operat ions. 

Ident i fy and support others in the second 
response phase. 

There wil l be d i f ferent needs in the recovery f r om an 
emergency. In general t e rms these include the need for: 

o psycho-social counsell ing 
o restorat ion of physical in f rastructure 
o maintenance of c ommi tmen t to the affected organisat ion 
o c ommi tmen t to the interests of teams and the t eam 

members affected by the emergency. 



Figure 36 identif ies a number of specific actions tha t take place 
to help the organisat ion recover f r om an emergency. 

F igure 3 6 Post E m e r g e n c y Ac t ions 

Actions Purpose 1 

Psycho-social counsel l ing Minimise emot iona l distress caused by the 
emergency 

Coordinate t eam act ions to prevent 
a recurrence of the emergency 

Minimise or e l iminate hazards tha t can cause 
emergenc ies 

Evaluate response against the 
workplace emergency procedures 

Work in accordance w i th organisat ion's 
requ i rements 

Seek assistance f r om appropr ia te 
special ists 

Imp rove response and meet organisat ional and 
regu latory requ i rements 

Check equ ipment , service, replace, 
store or dispose of appropr iate ly 

Maintain preparedness for fu tu re emergencies 

Report any injur ies, accidents or 
near misses involv ing t eam 
members 

Contr ibute to organisat ion's in format ion base and 
meet regulatory requ i rements 

Request crit ical inc ident suppor t 
services 

Meet organisat ional and regu latory requ i rements 

Debrief t eam Reduce crit ical inc ident stress and learn f r om 
act ions 

Prepare an inc ident report Report in accordance wi th workplace procedures 

Effective management of serious incidents depends on the 
emergency control organisat ion and the manager, supervisor or 
team leader tak ing appropr iate action and provid ing post-
incident support . 

The recovery t ime line f r om a serious incident wil l vary 
depending on the c ircumstances. Figure 37 provides an 
example of a recovery t ime line. 



F igure 3 7 R e c o v e r y T i m e l i n e 

Time Action Yes No 

Immed ia te l y Assess the s i tuat ion Immed ia te l y 

Ensure the safety and wel fare of all persons 

Immed ia te l y 

Arrange f i rst aid if necessary 

Dur ing the 
f i rst 24 
hours 

Not i fy the re levant Au thor i t y where the emergency, serious 
inc ident has caused death or serious personal in jury 

Dur ing the 
f i rst 24 
hours 

Ensure the equ ipment and area where the incident occurred 
are not f u r the r d isturbed 

Dur ing the 
f i rst 24 
hours 

Keep people in formed about the s i tuat ion and al low 
discussion of personal issues and concerns 

Dur ing the 
f i rst 24 
hours 

Arrange counsel l ing as needed 

Dur ing the 
f i rst 24 
hours 

Work w i th and manage the media 

Dur ing the 
f i rst 24 
hours 

Where possible not i fy the t ime and place of the debr ief ing to 
all re levant persons 

With in 24 t o 
72 hours 

Provide oppor tun i t ies for those direct ly exposed to incidents 
to ta lk about the inc ident wi th counsel lors and other 
special ists 

With in 24 t o 
72 hours 

Restore normal funct ion ing of bui ldings and operat ions 

With in 24 t o 
72 hours 

Keep re levant persons including those direct ly exposed, 
relat ives, f r iends and commun i t y up- to-date w i th in format ion 

In the 
longer t e rm 

Arrange a memor ia l service if appropr ia te In the 
longer t e rm 

Monitor progress of hospital ised staf f or o ther stakeholders 

In the 
longer t e rm 

Ident i fy behavioura l changes and deal w i th the possibi l i ty of 
post t raumat i c stress d isorder and refer to counsel lors 

In the 
longer t e rm 

Plan for and be sensit ive to the d is turb ing inf luences of 
inquests, legal proceedings and anniversar ies. 

In the 
longer t e rm 

Access special ist suppor t when needed 

In the 
longer t e rm 

Conduct emergency debr ief ing (usual ly w i th in 7 days) 

17 

W o r k in sma l l g r o u p s o r i n d i v i d ua l l y . 


