Emergency Procedures Summary Page


	
	Site Evacuation
	Fire
	Person with Serious Injury
	Person with a Gun 
	Bomb Threat

	All Staff
	· Follow instructions from house wardens

· Proceed to emergency evacuation area
	· Close doors and windows

· Proceed to emergency evacuation area
	· Keep area of incident clear

· Keep access for emergency services clear
	· Stay indoors

· Lock doors

· Do not approach person with gun.
	· Evacuate to emergency assembly area

· Open doors and windows on the way out

· Do not re-enter buildings

	Bus Driver
	· Bring bus to lodge parking area
	
	
	
	

	Fire Team
	
	· If safe, fight fire

· Communicate with house warden if there is a need to evacuate
	
	
	

	First Aid Officers
	· Assist disabled and dependent people
	· Provide first aid
	· Provide first aid
	
	

	Zone/House Wardens
	· Ensure everyone is evacuated 
	· Coordinate evacuation

· Account for all on-site
	· Call 000

· Coordinate with emergency services
	· Coordinate withdrawal of staff into buildings/ shelter 
	· Coordinate evacuation

	
	
	
	
	· Call 000

· Coordinate with emergency services

	Reception/
Switchboard
	· Assist house warden

· Coordinate emergency communications
(ensure IPS/SUSI/on-site houses are informed)

· Divert switchboard to mobile

· Note known staff absences in contractors book (and take book with you to emergency assembly area)

· Bring vehicle to emergency assembly area
	· Call 000
	· Call 000

· Assist house warden

	Lodge Staff
	· Bring bookings log to emergency assembly area
	
	
	

	Observers
	· Stow array

· Form group

· Proceed to emergency evacuation area
	
	
	


If a fire alarm is activated, everyone should become alert, check their immediate environment for problems and prepare to leave the building

The fire alarm will be silenced while the cause of the alarm is checked

If the fire alarm is reactivated, everyone is to evacuate the building immediately: proceed by the nearest safe emergency exit to the evacuation assembly area (lawn area north of the lodge, near the tennis court)

Do not re-enter buildings without authorisation of the chief warden.

