
Family Day Care Emergency Response Plan - Procedure Version 3 - 28 March 2018 
 

This is a controlled document.  Before using this document, check it is the latest version by checking it on Council’s intranet. Unless otherwise shown, printed or 
downloaded versions of this document are uncontrolled. 

Lake Macquarie City Council Page 1 of 18 

 

 

Procedure  

Family Day Care Emergency 
Response Plan  

 

 

Table of Contents 

Table of Contents ....................................................................................................................... 1 

Procedure ................................................................................................................................... 2 

1 Purpose .............................................................................................................................. 3 

2  Process for Emergency Response .................................................................................. 3 

2.1   Identifying emergencies ............................................................................................................... 3 

2.2   Alerting Wardens ......................................................................................................................... 3 

2.3 Assessing the situation ............................................................................................................... 3 

2.4 Raising an alarm ......................................................................................................................... 4 

2.5 Coordinating evacuation ............................................................................................................. 4 

2.5.1 For crisis/disasters ................................................................................................................................ 4 
2.5.2 For other emergencies .......................................................................................................................... 4 

2.6 Controlling traffic ......................................................................................................................... 5 

2.7 Communicating with Wardens, Chief Warden, Facility Supervisor, Crisis Controller and 
Emergency Control Organisation ......................................................................................................... 5 

2.8 Accounting for people ................................................................................................................. 5 

2.9 Providing first aid ........................................................................................................................ 5 

2.10 Assessing that the site is safe to reoccupy following the emergency. ...................................... 5 

3 Emergency Equipment / Resources................................................................................. 6 

4 Facility Hazards and Emergency Response Procedures ............................................... 6 

4.1 Bomb Threat ............................................................................................................................... 6 

4.2 Biological Threat ......................................................................................................................... 7 

4.3 Fire/Explosion ............................................................................................................................. 7 

4.4 Building Structural Damage ........................................................................................................ 7 

4.5 Major Medical/First Aid Emergency ............................................................................................. 8 

4.6 Natural Disaster .......................................................................................................................... 8 

4.7 Riot, Civil Disorder or Significant Personal threat ........................................................................ 9 

4.8 Significant Environmental Incident .............................................................................................. 9 

5 Emergency Drills ............................................................................................................... 9 

6 Emergency Control Organisation .................................................................................... 9 

7 Post Emergency/Evacuation Debrief ............................................................................. 11 

WHS Management System Information ................................................................................. 12 

Controlled Document Information .......................................................................................... 17 

 

  



Family Day Care Emergency Response Plan - Procedure Version 3 - 28 March 2018 
 

This is a controlled document.  Before using this document, check it is the latest version by checking it on Council’s intranet. Unless otherwise shown, printed or 
downloaded versions of this document are uncontrolled. 

Lake Macquarie City Council Page 2 of 18 

 

Procedure 

EMERGENCY PLAN FOR LAKE MACQUARIE FAMILY DAY CARE 
AND MASONIC HALL 

 

SITE NAME: Lake Macquarie Family Day Care and Masonic Hall 

 

STREET: 81 Lakeview Street 

 

SUBURB: Speers Point NSW 2284 

 

ASSEMBLY AREA:  Between the Council Admin building and the northern 
staff car park on Lakeview Street 

 

SITE EMERGENCY CONTACT: FDC Service Manager -Jan Morgan or 
Facilities Management Coordinator Gary Leggett  

 

PHONE:  0418113737 Jan              0403 815 455 Gary 

 

AFTER HOURS PHONE     Council: 49 210 333 

                                             Jan Morgan: 0418 113 737 

                                             Gary Leggett : 0403 815 455  

                                              LMCC Hotline: 49 210 650 
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1 Purpose  

This is a site-specific procedure for Lake Macquarie Family Day Care and Masonic Hall to deal 
effectively with emergencies and crisis that may arise.  It outlines the types of hazards, roles and 
responsibilities and measures for implementing, testing, and reviewing. 

This site specific Emergency Response Plan is created in accordance with Emergency 
Management – WHS Process Control Document. 

The primary objective of the Emergency Response Plan is to protect persons on site.  This may 
mean evacuating to a safe place and contacting the appropriate Emergency Service. 

This procedure is to be used in conjunction with the Lake Macquarie City Council Emergency 
Response Guide (Flip Chart).  These documents can be found in hard copy on site in reception 
and on the noticeboard in the kitchen area. A copy is also kept in TRIM/RM8.  

2  Process for Emergency Response 

 

2.1   Identifying emergencies 

The identification of emergencies may differ dependant on the type of emergency. 

Identified hazards and emergencies include: 

• Fire is identified by the buildings smoke detectors and/or the presence of smoke or flame 

• Flood, earthquakes, severe storms, bushfires and other natural disasters are identified by 
prior warning systems (internet warnings, telecommunications etc) or by the observation of 
abnormal conditions 

• Bomb threats and other threats from the public are identified through the presence of 
abnormal occurrences or finding suspicious objects 

• Major first aid emergencies are identified by occurrence of serious accident or incident on site 

Site-specific hazards, emergencies 

Possible vehicle accident or injury to pedestrian – identified by occurrence of serious accident or 
incident 

2.2   Alerting Wardens 

Employees are made familiar with their wardens at Department Induction and through a list of 
Wardens displayed on the WHS Noticeboard.  Staff may contact their wardens in person or by 
telephone as appropriate.  

On identifying a potential emergency, advise the Warden and keep other personnel away from 
immediate area  

Advise Warden of the nature of the incident, and establish whether there is a loss of life or injury or 
a potential threat to anyone.  Inform of any actions taken and proposed.  

2.3 Assessing the situation 

The Warden assesses the site and determines whether an evacuation is necessary and whether 
Emergency Services need to be contacted. 
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2.4 Raising an alarm 

• Fire - The FDC site has 2 air horns (located in the kitchen and the reception area) to raise the 
alarm in the case of a fire. The Masonic Hall has an air horn located in the café bar. 

• Other types of emergencies – FDC site has air 2 horns (located in the kitchen and the 
reception area) and the Masonic Hall has an air horn in the café bar to raise the alarm. 

2.5 Coordinating evacuation 

2.5.1 For crisis/disasters 

The Chief Executive Officer CEO (or Executive Nominee for site) declares that an emergency is a 
crisis/disaster, and commits and coordinates Council’s resources for response and recovery.  The 
Crisis Controller will bring together and coordinate the necessary people and their resources to 
cover all aspects of response and recovery (form a Crisis Management Team). 

2.5.2 For other emergencies  

For emergencies including but not limited to fire, bomb threats, major first aid emergencies, the 
Warden will coordinate the evacuation 

The Wardens will: 

• Activate alarms / sirens and contact the Emergency Services; 

• Identify and implement the actions required by the site Emergency Management Plan; 

• Proceed to scene and evaluate the extent of the emergency; 

• Operate fire extinguisher if trained and if it is safe to do so, to gain a clear path for evacuation; 

• Evacuate personnel and casualties (if required); this includes: 

➢ Coordinate evacuation  

➢ Ensure response personnel are briefed, supervised and understand operations and 
particularly restrictions on normal operations; 

➢ Assist Facility Supervisor in accounting for all personnel (including contractors); 

➢ Assist mobility impaired persons or nominate an employee to assist; 

• Arrange for first aid / medical assistance (if required); 

• Provide a situation report to the Facility Supervisor giving details of: 

➢ Incident details; 

➢ Human threat, injuries, fatalities, any missing people; 

➢ Environmental threat and damage and;  

➢ Equipment threat and damage. 

• Liaise with the Facility Supervisor and / or Crisis Controller as appropriate and delegate the 
task of physically warning personnel in the Masonic Hall if required 

• Shut down plant and equipment as necessary, and if safe to do so. 

• Direct the Emergency Services to the area of concern; 
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2.6 Controlling traffic  

Where necessary, the Warden will delegate the role of Site Traffic Controller to a staff member 
on site. 

The Site Traffic Controller will proceed to the car park entrances and prevent vehicles from 
entering the car park.  They should ensure there is unimpeded access for Emergency Service 
vehicles. 

A Delegated staff member should ensure that no one enters the building by being in line of sight 
of building entrances. 

2.7 Communicating with Wardens, Chief Warden, Facility Supervisor, Crisis 
Controller and Emergency Control Organisation  

In most cases, with the exception of Bomb Threats, communication will be through the use of 
voice and runners. 

If a Bomb Threat is made, no mobile telephone use is permitted and communication will be 
conducted using ‘runners’ to physically relay messages between the Emergency Control 
Organisation (ECO).   

On arrival of Emergency Services, the Warden briefs the Incident Controller on the nature and 
extent of the emergency. 

Where necessary, the Manager and/or Crisis Controller is contacted by telephone. 

2.8 Accounting for people 

Staff and Visitors assemble at the designated assembly point.  Report to Supervisor (or staff 
member with sign-on sheet) and advise them of the names of any personnel known to be absent 
from the workplace. 

Supervisors report any unaccounted-for staff to the Warden.  Warden accounts for all staff   

2.9 Providing first aid 

First Aid officers, or Warden if no First Aid Officer on site, collects the first aid kit and proceeds to 
Assembly Point.  The designated First Aid Officer attends to any casualties as requested. 

Staff with Emergency Care Training may give minor treatment (e.g. attend to cuts, etc.) to the 
extent, they have been trained.   

For first aid & medical care outside the level of training, contact Ambulance (000 or 112 from 
Mobile) 

2.10 Assessing that the site is safe to reoccupy following the emergency. 

The Incident Controller (i.e. Emergency Services) advises the Warden when it is safe for 
personnel to return to the workplace.  Staff should enter first and then members of the public. 
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3 Emergency Equipment / Resources  

Description Number on 
site 

Locations 

Evacuation Procedures 2 Staff sign in area (kitchen) and reception area 

Fire extinguishers 

 

3 FDC 

2 Masonic Hall 

 

FDC 1 at Reception area, 1 in the hallway opposite 
meeting room doorway and 1 in kitchen in FDC 
office  

1 located in kitchen and 1 in the foyer in Masonic 
Hall 

Fire Hose 1 Located at FDC reception desk 

Evacuation Maps 1 in each site Reception area of FDC  and entrance hall way of 
Masonic Hall 

First aid kit 1 FDC  

1 Masonic Hall 

Staff kitchen in FDC office and kitchen cupboard 
as marked in Masonic Hall 

Air Horns 2 FDC 

 

1 Masonic Hall 

1 in reception area and 1 in kitchen in FDC office 
and  

1 Masonic Hall café bar  

Warden Hat 1 FDC office 

1 Masonic Hall 

Located at the desk area with the emergency 
warden in FDC office 

Masonic Hall – located on top of cupboard in 
Lodge room entrance 

Warden Vest 1 FDC 

 

1 Masonic Hall 

Located at the desk area with the emergency 
warden in FDC office 

Masonic Hall – located on top of cupboard in 
Lodge room entrance 

4 Facility Hazards and Emergency Response Procedures 

4.1 Bomb Threat 

Bomb threat or discovery of suspicious object 

Action Person responsible 

Remain calm; treat threat as genuine, record exact information on Bomb Threat 
Checklist located at the back of the Emergency Response Flip Chart.  
Prolong the conversation and don’t hang up  

Recipient of threat 

Attract the attention of a second person without alerting the caller to your 
actions.  Get the second person to call the Police on 000 – from a landline 
phone. Do not use a mobile phone or 2 way radio as this may detonate the 
device 

Recipient of threat 

Be attentive:   

o Note distinguishing background noises, music, traffic, etc 

Recipient of threat 
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o Note voice characteristics 

o Does the caller indicate knowledge of the building? 

Record details on the Bomb Threat Checklist  Recipient of threat 

Notify Warden Second person 

Prepare to:  

o follow instructions of the Chief Warden / Police 

o evacuate if necessary 

o assist in search if requested 

All 

If object found: 

o notify Police on 000 (from a landline phone) 

o do not touch 

o open doors and windows (unless biological threat where the aim is to 
contain the contaminant) 

o evacuate area 

All 

 

4.2 Biological Threat 

Threat of release of harmful biological agent or contaminant 

Action Person responsible 

Take actions as per Bomb Threat protocol See Bomb Threat 
protocol 

 

4.3 Fire/Explosion 

Uncontrolled Fire or Explosion 

Action Person 
responsible 

Remain Calm, do not panic or shout and remember RACE First on scene 

Rescue people from immediate danger (if safe to do so) All 

Alarm – Raise alarm by contacting Warden and call fire brigade on 000 or (112 
from a mobile) 

First on scene 

Contain fire and smoke – If safe to do so, close doors and windows Warden 

Extinguish – if you are trained and it is safe to do so Warden 

Initiate evacuation if necessary  Warden 

 

4.4 Building Structural Damage 



Family Day Care Emergency Response Plan - Procedure Version 3 - 28 March 2018 
 

This is a controlled document.  Before using this document, check it is the latest version by checking it on Council’s intranet. Unless otherwise shown, printed or 
downloaded versions of this document are uncontrolled. 

Lake Macquarie City Council Page 8 of 18 

 

E.g. Vehicle crashed into building 

Action Person responsible 

Assess situation and injury to persons involved First on site 

Notify Warden/first aider All 

Initiate evacuation of affected area as necessary  Warden 

Notify Emergency Service as necessary 000 or 112 for mobile Warden 

Follow directions from Emergency Services All 

 

 

 

4.5 Major Medical/First Aid Emergency 

E.g. Vehicle crashed into building causing injury to personnel, or vehicles hitting pedestrians 

Action Person responsible 

Assess situation and injury to persons involved- use DRABCD (Danger, 
Response, Airway, Breathing, Compression, Defibrillation) 

First on site 

Notify Warden/first aider All 

Initiate evacuation of affected area as necessary  Warden 

Notify Emergency Service as necessary 000 or 112 for mobile Warden 

First aider to provide assistance according to level of training and experience.  
Do not move person unless exposed to a life-threatening situation.   

First Aider  

Provide support until medical emergency help arrives All 

Follow directions from Emergency Services All 

 

4.6 Natural Disaster 

e.g. Storm, flood, earthquake, bushfire, etc 

Action Person responsible 

Notify Warden  All 

Warden assesses if local emergency or if a crisis/disaster emergency Warden 

If a crisis/disaster emergency Contact Crisis Controller (GM or Executive 
Nominee) who declares that it is a crisis/ disaster and coordinates response 

Warden 

If local emergency   

• Initiate evacuation as necessary  Warden 

• Notify Emergency Service as necessary 000 or 112 for mobile Warden 

• Follow directions from Emergency Services All 
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• Assess if site is to be closed & if so seek approval from Coordinator or 
Manager  

Warden/ Facility 
Supervisor 

 

4.7 Riot, Civil Disorder or Significant Personal threat 

Includes building invasion, or violence from patrons of adjacent tavern 

Action Person responsible 

Move to a safe location e.g. into a secure office area All 

Notify Warden Warden / All 

Notify Police and Facility Manager Chief Warden 

Follow directions from Police All 

Remain in a safe area until advised of ‘all clear’ All 

 

4.8 Significant Environmental Incident  

Large scale spill or emission of harmful or polluting substance, including radiation incident 

Action Person responsible 

Notify Warden, attempt to contain if safe All 

Initiate evacuation if safe and necessary Warden 

Notify Emergency Service (Fire Brigade) 000 or 112 for mobile Warden 

Follow directions from Fire Brigade All 

 

5 Emergency Drills 

Facility Supervisor and Warden/s must meet at least every six (6) months to review the 
Emergency Management Plan and to ensure the ECO are ready to act in the case of an 
emergency event. 

Facility Supervisor and Warden/s will conduct and assess an evacuation drill at least every six (6) 
months at their site in accordance with Emergency Management – WHS Process Control 
Document. 

6 Emergency Control Organisation 

This table defines roles of the staff involved in emergency response.  Together these staff form the 
Emergency Control Organisation (ECO) for the site.  Relief roles, as necessary, are indicated in 
parenthesis. 

Emergency 
Role 

Position/Location Name Office Phone Mobile Phone 

Crisis 
Controller 

CEO or Executive 
Nominee 

Morven Cameron 

(or Executive 
Nominee) 

49210 220 - 



Family Day Care Emergency Response Plan - Procedure Version 3 - 28 March 2018 
 

This is a controlled document.  Before using this document, check it is the latest version by checking it on Council’s intranet. Unless otherwise shown, printed or 
downloaded versions of this document are uncontrolled. 

Lake Macquarie City Council Page 10 of 18 

 

Emergency 
Role 

Position/Location Name Office Phone Mobile Phone 

Facility 
Supervisor 

Service Manager 

Facilities 
Management 
Coordinator  

Jan Morgan 

 

Gary Leggett 

49 210 149 

 

49 210 521 

0418 113 737 

 

0403 815 455 

 

Warden 

 

Business Assistant 

 

Bernadette 
Torpey 

 

49 210 159 

 

Deputy 
Warden 

FDC Coordinator Romayne Hoyle 49 210 156 0438 465 892 

 

First Aid 
Officers 

 

 

 

Family Day Care  

 

 

 

 

 

Masonic Hall 

Romayne Hoyle 

Jan Morgan 

Sandra Cornwell 

Deb Philpott 

Kath Reilly  

 

Toni Woodcock 

 

 

49 210 156 

 

 

 

 

 

492100522 

0438 465 892 

0418113737 

0414 193 313 

0437 130 531 

0418 111 328 

 

0478 314 910 

 

Site Traffic 
Controller 

 As delegated   

Emergency 
Service 

FIRE Fire Brigade 000  

or Mobile 112 

 

 ACCIDENT 
(personnel 
affected) 

Ambulance 000  

or Mobile 112 

 

 EXPLOSION Fire Brigade 000  

or Mobile 112 

 

 BIOLOGICAL 
THREAT 

Fire Brigade 

HAZMAT 

000  

or Mobile 112 

 

 BOMB THREAT Police 000 – use 
landline phone 

 

 

 RIOT Police 000  

or Mobile 112 

 

 NATURAL 
DISASTER 

SES 132500 0418800700 
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Emergency 
Role 

Position/Location Name Office Phone Mobile Phone 

 ENVIRONMENTAL 
INCIDENT 

Fire Brigade 

HAZMAT 

000  

or Mobile 112 

 

 

7    Post Emergency/Evacuation Debrief 

A formal debriefing will be conducted as soon as possible (at most, within 48 hours of an incident) 
The Warden conducts the debrief meeting in conjunction with the Warden/s and Facility 
Supervisor. 

The Area Warden Post Emergency/Evacuation Report Form will be used to assist the debrief.  
This form is found on backyard and will consider the following matters:  

1. The Time Log/Sequence of Events; 

2. Cause of the incident, and other contributing factors; 

3. Mitigating actions taken; 

4. An analysis of positive and negative aspects of the incident response; 

5. A log of actions required as a result of the debrief findings (include task, responsible officer, 
and timeframe). 

It will remain the responsibility of the Chief/Area Warden and/or relevant Facility Supervisor to 
ensure all actions from the debrief are recorded in action items of meeting minutes indicating task, 
responsibility and timeframe. 

In the case of an emergency (not evacuation drill), the Warden or Facility Supervisor will contact the 
Council Hotline ASAP and within 24 hours to advise of the incident, advise of any corrective actions 
required.  All corrective actions are to be raised in accordance with WHS Module 06 – Risk 
Management and managed in accordance with WHS Module 09 – Corrective Actions. 
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WHS Management System Information 

Record Keeping Requirements 

The following records are to be developed and maintained: 

• Register of Wardens 

• Emergency Response and First Aid Surveys 

• Risk Assessments 

• Emergency Evacuation Maps 

• Area Warden Meeting Minutes 

• Area Warden Post Emergency / Evacuation Report Form 

• Bomb Threat Checklist 

All records associated with this Emergency Response Plan including but not limited to; Meeting 
Agendas and Outcomes, drill planning documentation and debrief meetings, incident logs, staff 
training records, etc, shall be kept in accordance with WHS Module 10 –Records. 

Training Requirements 

Training will be managed in accordance with WHS Module 12 – Training and meet the 
requirements of AS 3745:2002, Emergency Control Organisation and Procedures for 
Buildings, Structures and Workplaces  

Wardens, Deputies and Facility Supervisors 

Chief Wardens, deputy (ies) and Facility Supervisors must be trained to develop the skills and 
knowledge necessary to undertake the duties assigned to their positions. 

 
The training should include the following: 

 
a) The roles and responsibilities of the EMC and ECO. 

b) Coordination of emergency planning, training, exercising, and assessment activities for the 
ECO. 

c) Coordination of communication(s) during emergencies 

d) Initiation of emergency notification and warnings 

e) Procedures for specific emergencies 

f) Liaison with emergency services 

g) Coordination of evacuation management 

h) Coordination of post-evacuation management. 

i) Decision making, command and control 

j) Human behaviour in emergencies 

k) Emergency response training, exercises and assessment 

l) Communication during emergencies 

m) Responding to alarms and reports of emergencies 

n) Procedures for specific emergencies 
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o) Initiating emergency alarms 

p) Evacuation activities 

q) Post-evacuation activities 

r) Human behaviour in emergencies 

 

Employees 

Employees must be trained to develop the skills and knowledge to enable them to act in 
accordance with the established procedures. 

 
The training is to include the following: 

 
a) Employee responsibilities 

b) Preparing for emergencies 

c) Reporting emergencies 

d) Reacting safely to emergencies 

e) Evacuating from endangered areas 

f) Emergencies that may occur 

g) Recognising unsafe conditions 

h) Correcting and reporting unsafe conditions 

i) The roles and responsibilities of wardens 

j) Procedures for specific emergencies 

k) Post-evacuation activities 

 
New employees, or employees new to the site, are to be trained in the above skills through site 
induction, departmental induction, and specific training in the Emergency Response Plan. 

 

Contractors, Visitors and Volunteers 

All contractors, visitors, and volunteers to the site must receive induction training in accordance 
with WHS Inductions - Process Control Document, to develop the necessary skills and knowledge 
to act in accordance with the established procedures. 

Site Inductions should include the following: 
 

a) Employee, contractor, visitor and volunteer responsibilities 

b) Reporting emergencies 

c) Reacting safely to emergency signals 

d) Evacuating from endangered areas 

e) Emergencies that may occur in the structure 

f) The roles and responsibilities of wardens 

 

Auditing Requirements 

Auditing of this process will be managed in accordance with WHS Module 11 – Auditing. 
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Corrective Actions 

Corrective actions are to be managed in accordance with WHS Module 09 – Corrective Actions 
whenever it is identified that the requirements of this document and its references are not being 
met. 

Review 

This document will be reviewed in accordance with WHS Module 04 – Document Control every 
two years or whenever there is a relevant change to applicable legislation, industry standards, 
Codes of Practice, the WHS Management System, or the process. 

Responsibilities, Authorities & Accountabilities 

Responsibility, authority, and accountabilities for all positions within Council are outlined in WHS 
Module 01 – WHS Responsibilities and in the WHS Responsibilities, Authorities, and 
Accountabilities Table associated with WHS Module 01.  The RAA table includes responsibility, 
authority, and accountabilities for employees, managers, supervisors, contractors, visitors, and 
persons with specialist roles within the organisation. 

In addition to WHS Module 01 – WHS Responsibilities, the following positions have 
responsibilities, authorities, and accountabilities associated with this document: 

Position Responsibilities, Authorities & Accountabilities 

Warden  1. Wear a yellow helmet indicating “Warden” during emergencies and 
emergency exercises 

2. Identify and implement the actions required by the site Emergency 
Management Plan; 

3. Complete an Area Warden Emergency Evacuation Report and 
facilitate the Post Emergency Evaluation and Debrief Meeting; 

4. Save Area Warden Emergency Evacuation Report to TRIM Folder: 
F2006/01300 

5. Develop, review and update emergency plans and evacuation 
maps in conjunction with Facility Supervisor 

6. Ensure that Training and Area Warden Meetings are carried out on 
a regular basis; 

7. Facilitate randomly scheduled practice drills at intervals no longer 
than 6 months apart to trial a variety of emergency situations (e.g. 
fire, chemical spill, first aid event, evacuation etc).  Revise 
procedures as necessary following evacuation report; 

8. Ensure that an evacuation plan is displayed in a prominent location 
at the site.  In conjunction with Facility Supervisor, review and 
update emergency plans, ensure names and photos of Wardens 
and First Aid Officers are displayed on notice boards; 

9. Ensure the incident is reported to the Incident Hotline (Ext 1650 / 
49210650) in accordance with WHS Module 06 – Risk 
Management. 

10. As necessary, assist in the instruction of employees, including new, 
transferred, and temporary employees and contractors in the 
evacuation plan, assembly points, and the sound of the alarm in 
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Position Responsibilities, Authorities & Accountabilities 

their area.  Procedures to be discussed at Team meetings. 

Initial Actions in the Event of an Emergency 

1. Activate alarms/sirens and contact the Emergency Services; 

2. Identify and implement the actions required by the site Emergency 
Management Plan; 

3. Proceed to scene and evaluate the extent of the emergency; 

4. Operate fire extinguisher if safe to do so, to gain a clear path for 
evacuation; 

5. Evacuate personnel and casualties (if required); 

6. Coordinate evacuation  

7. Direct the Emergency Services to the area of concern; 

8. Ensure response personnel are briefed, supervised and understand 
operations and particularly restrictions on normal operations; 

9. Assist Facility Supervisor in accounting for all personnel (including 
contractors); 

10. Assist mobility impaired persons or nominate an employee to 
assist; 

11. Arrange for first aid / medical assistance (if required); 

12. Provide a situation report to the Facility Supervisor giving details 
of: 

13. Incident details; 

14. Human threat, injuries, fatalities, any missing people; 

15. Environmental threat and damage and;  

16. Equipment threat and damage. 

17. Liaise with the Facility Supervisor and/or Crisis Controller as 
appropriate; 

18. Shut down plant and equipment as necessary, and if safe to do so. 

 

Facility Supervisor 1. Assist to ensure that all employees are accounted for following an 
evacuation;  

2. Ensure that a system is in place to track and account for individuals 
in the event of an evacuation; 

3. Where practical, ensure that they are notified when employees are 
working off site and to provide an expected time of return; 

4. Ensure that all persons on site (including employees, contractors 
and visitors) are familiar with emergency information as per 
sections 5.3 and 5.4 of this document; 

5. Advise the Safety Management Team of changes to their allocation 
of Wardens and; 
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Position Responsibilities, Authorities & Accountabilities 

6. Advise the Occupational Health Coordinator of changes to their 
allocation of First Aid Officers. 

Initial Actions in the Event of an Emergency 

1. Advise the Chief Warden of the nature of the incident, and establish 
whether there is a loss of life or injury or a potential threat to 
anyone.  Inform of any actions taken and proposed including 
whether the Crisis Controller has been contacted; 

2. Consider total system impact of incident, and where required, notify 
other Departments/Teams of the impacts; 

3. Ensure clear command and communications have been 
established within the incident site. 

4. Provide technical advice to the Wardens; 

5. Provide site support; 

6. Consult with Warden and, if required, coordinate resources for 
other Departments/Teams; 

7. Advise the Warden when the support is due to arrive at the site; 

8. If required, arrange for external authorities’ attendance to assist 
and; 

9. Notify/communicate with Crisis Controller as required.   

Site Traffic controller The Site Traffic Controller is the person designated by Facility 
Supervisor/Chief Warden to control traffic entry/egress to site. 

Once the type and location of the emergency is established, the passage 
of vehicles and plant within the site should be stopped. 

The removal of vehicles from the car park areas should be stopped 
immediately, and may only be resumed following discussions with the 
Incident Controller of the attending Emergency Services. 

General Occupants  - 
Other staff, visitors, 
contractors, volunteers, etc 

All occupants are required to be familiar with their workplace emergency 
procedures, equipment, and facilities by participating in inductions, 
emergency training and evacuation exercises. 

On Hearing Alarm or Being Advised of an Emergency 

• Follow the instructions of your Area Warden, evacuate the building 
via the nearest exits, and proceed to the exterior assembly point; 

• Ensure other occupants in your area are aware of the evacuation 
procedure and assist them, if necessary; 

• Remain at the assembly area, with your Warden until advice 
otherwise by responding authorities; 

• Do not re-enter the building until authorised by the Chief Warden. 
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Definitions 

Term / Abbreviation Definition 

Warden A person that has been identified as Warden for a particular site or facility.  When 
warden or deputy warden is not present “supervisor in charge” assumes the role at 
the time. 

Area Warden A person that has been identified as Warden for a particular area of the site or 
facility. 

Chief Warden A person that has been identified as the main or chief Warden for the entire site or 
facility. 

Emergency Service Ambulance, Police or Fire Brigade 

Control Means the overall direction of the activities, agencies, or individuals concerned. 
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Council’s Crisis Management Team The team of Council staff assembled by the Crisis Controller to manage the 
emergency (or trial). 

Crisis/Disaster A serious disruption to organisational operation or community life that threatens or 
causes death or injury in the organisation / or damage to property, the environment 
and/or economic activity that is beyond the day-to-day capacity of the fire/emergency 
wardens. 

Crisis Controller The Crisis Controller is the General Manager (or delegated Executive nominee) who 
will coordinate the Crisis Management Team. 

Deputy Warden A person that has been identified as a “Deputy Area Warden” will assume the duties 
of the Warden in their absence.  This may be the person designated as “supervisor in 
charge” at the time. 

Deputy Chief Warden The person assigned to act as the Chief Warden in their absence. 

ECO Emergency Control Organisation.  The ECO is the site key response team to ensure 
that all personnel are safely evacuated and accounted for.  The ECO may include 
Warden/s, Facility Supervisor, First Aid Officer, Site Traffic Controller, and 
Emergency Service. 

EWIS The Emergency warning and intercommunication system (EWIS) is a combined 
emergency warning and intercommunication system that facilitates both way 
communications and control during an emergency. 

Incident Controller The Emergency Services representative with responsibility for the site. 

WHS Occupational Health and Safety. 

SES State Emergency Services 

Consultation (update for each version created) 

Key Departments, Teams, 
Positions, Meetings: 

Family Day Care employees and Facilities Management Coordinator – Property- 
Gary Leggett 

Version History 

Version 
No 

Date 
Changed 

Modified By Details and Comments 

1 6/11/2013 Jan Morgan New document developed in consultation with Family Day Care team 

2 12/10/2015 Jan Morgan Revised document to include notifying personnel in the Masonic Hall if 
necessary regarding evacuation/emergency of the Family Day Care building 

3 19/02/2018 Jan Morgan Included Masonic Hall following review of the Emergency Evacuation Plan 
and updated First Aid Survey 

 


