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PURPOSE
The Emergency Plan (Safety, Health and Environment) is designed to provide a framework within which staff can respond appropriately to different types of emergencies. 

It is not an absolute guide as it is impossible to predict the many varied circumstances that can arise in an emergency.

An ‘emergency’ is defined as a hazardous event (internal or external) which threatens the safety of people, property or the environment.

All emergencies must be responded to quickly and effectively, so that the impact of the emergency is kept to a minimum.

This Emergency Plan & Procedures contains responsive procedures for:

1. Minor Emergency

A minor emergency is defined as “non life threatening and requires prompt action to ensure that a potentially more serious outcome does not occur.

Examples include: cut finger, stubbed toe, sprain, minor incidents – generally minor first aid treatment required
2. Major Emergency (Non Evacuation)

A major emergency is defined as any situation that provides an immediate threat to life or a serious threat to property or the environment.

Examples include: major incidents such as heart attack, drowning, life threatening injury, and major potential for environmental impact or property damage. 
3. Major Emergency (Evacuation)

A major emergency is defined as any situation that provides an immediate threat to life or a serious threat to property or the environment that requires evacuation of the centre.

Examples include fire, bomb threat or explosion, chemical spill or leak, hold up, civil disturbance/riot, Power failure etc

The Emergency Plan also includes:

· Emergency Services Information

· Isolation Points for Utility Services

· Media and communication beyond the facility (refer to Media Policy in HR Manual)

· Trauma Counselling – (refer to Trauma Counselling Policy in HR Manual

1. MINOR EMERGENCIES

1.1
First Aid Procedures

Where possible, gloves should be worn when administering first aid.

First Aid Equipment

1. The first aid kit is located front reception and contains sufficient equipment for both minor and major incidents.

2. Ice packs should never be applied directly to the injured area; always wrap the ice in a cloth towel or moistened paper towelling.  Ventolin should not be handed directly to a patient without prior consultation.

All incidents must be recorded on the Incident Report form.  

· Incident report forms are kept in Front Reception file cabinet.
· Place completed form into Centre Managers tray
Ensure that the record is an accurate and fair assessment of the incident.  

The Centre/Club Manager/ Duty Manager should also be made aware of the incident if not directly involved.

The incident report form is an internal document only and must not be offered to the patient to complete or to interpret as an admission of liability.  Be mindful of what you say at all times. 

1.2
Minor Emergency – Environment

Refer to the Centre’s Environmental Aspects Register to determine the control method best suited to remedy the environmental incident.

The Centre’s Environmental Aspects Register is located at Front reception, in the Staff Induction File.
2. MAJOR EMERGENCIES (NON - Evacuation)

2.1
Major Emergency – Collapse
(a) Assess the situation and look for dangers to yourself and others, then look for dangers and a response from the casualty.

(b) Closely monitor and maintain the Airway, Breathing and Circulation of the patient –refer to Basic Life Support Chart

(c) Get assistance if necessary

Where an incident affects the safety of others, another staff member should be summoned to assist:

· Take over (relieve) treatment of patient, or

· Cover responsibilities of staff member
· Co-ordinate the response & assist with communications.
(d) Report and parent notification

· An Incident Report must be completed about the incident and any action taken must also be recorded.
· Incident report forms are kept in file cabinet front reception.
· When children under 18 years of age are involved in an incident, their parent or guardian must be notified immediately and a record of that notification kept.

2.2
Major Emergency – Environment

(a) Notify the Centre/Club Manager immediately, who will immediately notify their Senior Manager.
(b) The Centre/Club Manager and the Senior Manager will then co-ordinate the response in accordance with the Environmental Management Plan.

(c) Refer to the Environmental Management Plan and the Incident Manager Procedure (serious incident section) to determine the control method and response best suited to remedy the environmental incident.

The Environmental Management Plan (incorporating the Environmental Aspects Register) is located at Front Reception. 
Basic Life Support Chart
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3. MAJOR EMERGENCIES (Evacuation)




3.1
Evacuation Areas

A copy of the Emergency Site Plan must be displayed in the key Public Areas of the centre and attached to this Emergency Plan as an Appendix.

Assembly Area Locations (to be included on attached Emergency Evacuation Plan Diagram)

Assembly locations will depend on the location of the incident and the direction of the wind.

Location No.1

Grassed area above car park, opposite Recreation Centre on Vincent Street.
3.2
Evacuation Site Plan

The Evacuation site Plan must include at least the following

· Assembly area locations from above

· Location of fire fighting equipment

· Location of all emergency exits

3.3
Evacuation Responsibilities

Evacuation Coordinator: Centre/Club Manager
Deputy Evacuation Coordinator: Receptionist or Duty Manager
In the absence of the Centre/Club Manager the Receptionist or Duty Manager will assume the role of Evacuation Coordinator; however the Centre/Club Manager must be contacted as soon as possible.

Other Centre staff are to be allocated responsibilities for Major Emergencies and evacuation as required and these are to be listed under the Facility Emergency Check List below

Facility Evacuation Check List

The order of the checklist completion will depend upon the evacuation point, assembly area and type of emergency. At all times use common sense.

Staff responsible will check these areas to ensure evacuated and secure. 

Remember staff are not to put themselves in any danger in this process.
	Date:
	01/02/2011
	Time:
	

	
	
	
	

	Section of Facility
	Rooms or areas
	Responsible Person
	Clear & Locked (Tick)

	
	
	
	

	
	Court 4, court 5, change rooms near Court 4
	Sports Manager or Kiosk Attendant
	

	
	Cycle room, Change rooms near Gymnastics WA, Staff room and Upper Studio
	Gym Instructor or Sales Consultant
	

	
	Group Fitness room & toilets,  Courts 1,2 &3 and
	Junior Development Officer or DM
	

	
	Coordinator (if Centre Manager is not present) and ensure that no one leaves Playclub through front entrance unless required as part of evacuation 
	Receptionist
	

	
	Kiosk, Boardroom, Upper Function Room, Function Kitchen and Café Area
	Café Manager or Kiosk Attendant
	

	
	Reception office, public toilets and check booking list and communicate with Gymnastics WA
	Administration Manager or Receptionist
	

	
	Health club floor, sales office
	Sales Coordinator or Sales Consultant or Gym Instructor
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.4
Emergency Telephone Numbers

Complete the following list and provide copies to the front reception desk and to key positions and personnel at the Centre

	Agency 
	Number

	
	

	Centre/Club Manager’s Mobile
	0416 033 074 – Lisa Stedman

	Ambulance
	000

	Fire
	000

	Local Police
	North Perth 9227 7377
Police Attendance 131 444

	Power Company
	131 351

	Water Supply Company
	131 375

	Gas Company
	131 352

	Oxford St Medical Centre
	9444 3700  329 Oxford Street Leederville 

	Local Hospital
	Sir Charles Gardiner 9346 3333 

	Poisons Information Centre
	131 126

	Environmental Protection Authority (EPA) 
	9334 0333

	BOC Gases
	1800 653 572

	Council

Dental Emergencies
	9273 6000
9273 6061 After hours

9341 1022 37 Scarborough Beach Road




When the Operator answers:

· Ask for the service required; Ambulance, Fire Brigade, Police

· Answer all questions

· Stay on the line until told to hang up

You will be asked:

· Your phone number

· Your address

· Nearest intersection

· Information about patients current medical status or incident history.

REMEMBER IT IS BETTER TO CALL AND SEND THEM AWAY THAN NOT TO CALL AT ALL!

3.5
Isolation Points
List the isolation point for all key services at the Centre below

	Service
	Isolation Point

	Gas
	Town of Vincent

	Water
	Front of Town of Vincent Council Building. Town of Vincent and library share the water mains and will result in the shut down of their water supply also.

	Electricity
	i. Next to female public toilets.  Key located on key board

ii. Between sports manager and function kitchen.

	
	

	
	

	
	

	
	

	
	

	
	


3.6
Chemical Safety Check List
	Item
	Check (Tick Box)

	(a) MSDS register up to date for all chemicals on site
	(

	(b) All chemicals labelled
	(

	(c) All chemicals stored & handled safely and according to MSDS
	(

	(d) Equipment to handle a spill is on site (eg absorbent material to contain liquid spill)
	(

	(e) Suitable bunding to contain chemical spill
	(

	(f) PPE and staff trained in use
	(

	
	

	
	

	
	


3.7
Fire Equipment Locations
Insert details of all fire equipment in the Centre in the table below

	
	Location
	Type

	1
	Outside Chemical Storeroom – passage crt 1,2,3
	Hand held 4.5kg 

	2
	Corridor near court 3
	Reel & hose

	3
	Upstairs gymnasium
	2 x ½ kg pressure cans

	4
	Inside Café
	Hand held 4.5 kg

	5
	Function Room
	Reel & hose

	6
	Up ramp entering upstairs gymnasium
	Reel & hose

	7
	Dance Stage
	Reel & hose 

	8
	Court five soccer – outside
	Reel & hose


4. EVACUATION PROCEDURES

The staff in the area informs the Evacuation Coordinator immediately of the need to evacuate the centre.  The Evacuation Coordinator contacts the Emergency Services and delegates responsibilities to other staff.

The front reception (if safe) will become the Evacuation Coordinator’s communication point.  If this is impractical, the Gym Reception will be used.

Once briefed, each staff member shall return to their designated areas and carry our instructions.  Emergency Services or the Centre/Club Manager will make the decision to evacuate.

Stage 1
Evacuation Preparation and Check:

The aim of this stage is to account for all persons in the vicinity as directed by the Emergency Coordinator, call relevant services and secure the site from further entry.

Contact Emergency Services 

Contact Centre/Club Manager (if not on site)

Contact senior Manager
Inform additional staff (if on site)

If necessary isolate utility services (Emergency Coordinator)


1) Facility cleared and secure using Facility Evacuation Checklist?

2) Assemble all patrons at designated assembly areas?

3) Meet and direct all Emergency Services personnel?
Pre-nominated staff will be required to:
· Check toilets, activity rooms, nominated areas and maintenance areas as appropriate

· Stand by to assist people with disabilities to move out as soon as possible 

· Meet and direct Emergency Services and prevent people from entering the building 

· Complete Facility Evacuation Checklist

· Close doors off to the fire where possible, once the affected area has been fully evacuated, and only if safe to do so.

Stage 2
Move to Assembly area:
In an orderly and calm manner all pre-nominated staff and the patrons in their area of responsibility, shall walk to the assembly area via the nearest or safest designated exit.

In the event of heavy smoke, personnel should:

· Cover mouth and nose with hands

· Breathe lightly

· Remain as close to the floor as possible
Stage 3
Staff Rosters

Staff rosters are to be kept up to date and located at reception, these rosters are to be taken by the receptionist to the evacuation point/assembly area and all employees are to be marked off as present. If any employee is not accounted for the emergency services personnel are to be notified as soon as possible so that a rescue can be undertaken by them. 
Stage 4
Check and dismissal:
If possible detain all patrons in the one assembly area.  

If patrons wish to leave our duty of care is to advise them to stay until otherwise instructed by Emergency Services, however it is not within our powers to force them to stay.  

If possible obtain patrons names and phone numbers in case they need to be contacted later.


Stage 5
Record keeping

The incident needs to be fully recorded as thoroughly and as close to the event as possible. 

4.1
Emergency Signals

1. The standard emergency signal is three (3) short, sharp whistle blows, or three blasts of an emergency alarm. 

2. On hearing this signal all STAFF know there is an emergency and will act accordingly. 

As this emergency signal is taught in schools also, the public will generally recognise the emergency signal. 

3. It is important that signage is in place to notify patrons of our Emergency Signal and to implement it’s effective use.
4.2
Public Address for Emergency Evacuation
1. “Attention please, attention please.  

2. We have a situation at the centre which requires your co-operation.  

3. Please follow the instructions of the nearest staff member.  

4. Do not collect your personal belongings.”

5. “Attention all staff.  Please escort all patrons to the Evacuation Assembly Area.  

6. Please remain there until a clearance is given.”

It is crucial to gain cooperation whilst not being alarmists and creating panic - be firm, polite and courteous as this will have a greater chance of acceptance and cooperation.

5. SPECIAL CONSIDERATIONS AND NEEDS
Centre/Club Managers are to ensure that the Emergency Plan and the emergency diagram is modified to take into account the following;
Staff will require specialised training to raise their awareness of these issues and how to handle them in an emergency.
Centre/Club Managers are to provide feedback to the OH&S Coordinator on the issues they and their staff discover in identifying and actioning these issues and in the modification of this Emergency Plan.

5.1
People with a disability

This should include areas such as wheelchairs, sight and hearing impairment. 

This may require modification to the building as well as modification to the Emergency Plan and its procedures. Close co-operation with the client will be necessary to resolve issues such as this.

5.2
People from a non English speaking background or who are illiterate.

Centre/Club Managers need to check and have an understanding of the demographic profile for the catchment areas for their centres. 

6. STAFF INDUCTION & TRAINING


Centre/Club Managers are to ensure that the Emergency Plan and the Emergencies Procedures are included as part of every employee’s induction and ongoing training and at the very least this is reviewed on a biannual basis to ensure an awareness of the Plan and its associated procedures.
Reference:
Employee Induction Record in the HR Manual.

7. REPORT & DEBRIEFING


1) After the emergency a written report is required of all staff members present.  

2) A meeting of all staff to discuss what occurred and any areas of improvement.  

3) A record of the emergency, the debriefing and recommendations for improvements in the Emergency Plan will be forwarded to the companies OH&S Coordinator.

4) The causes of the emergency must be determined and action to prevent a similar incident occurring again must be taken.

8. TRAUMA COUNSELLING


It is the policy of The company to provide trauma counselling for any employee who is involved in an incident that might be likely to cause some ongoing distress. 

Reference:
Policy and Procedures - trauma counselling in the HR Manual 7.01

9. REVIEW OF THE PLAN

It is the responsibility of the Centre/Club Manager to train all staff in the application of this Plan and to conduct an emergency practice run of the Plan to assess its effectiveness.

The results of this practice run must be recorded in writing and the Plan revised as necessary to ensure its effectiveness.

The Centre/Club Manager is to provide written recommendations to the OH&S Coordinator for improvements to the Emergency Plan template where appropriate, as part of the continuos improvement to this system in accordance with the Quality Management policy.

10. SPECIFIC EMERGENCY PROCEDURES

Specific Emergency procedures are set out below.

Each Centre must have a set of the 12 Point laminated Specific Emergency Procedures below at key positions in the facility. 

	1.  FIRE
· On discovering a fire

Step 1 Assist anyone in danger if safe to do so

Step 2 Sound the nearest alarm or blow a whistle with 3 long blasts and use the PA system to inform the centre of the evacuation

Step 3 Call 000 to inform the Authorities 

Step 4 Notify the Evacuation Coordinator and the (reception staff) Deputy Evacuation Coordinator of the fire and its location

Step 5 Close all doors off to the fire where possible, once the area has been fully evacuated and only if safe to do so

Step 6 If safe to do so, use a fire extinguisher or a fire hose to smother the fire 

Remember; DO NOT use Water, on an Electrical or Flammable liquid Fire.
Water can conduct electricity and flammable liquid will sit on top of the water and spread with its flow.
Step 7 Evacuate the building ensuring that each area (according to the Evacuation Plan) has been evacuated, as long as it is safe to do so. Move everyone into the designated assembly areas

Step 8 The receptionist is to take the rosters that are located at the front desk to the designated assembly areas.

Step 9 Once the site is completely evacuated to the assembly areas, all staff members need to be marked as present against the rosters and attendance records. If any staff member is unaccounted for the emergency service personal need to be notified as soon as possible, so that a rescue can be undertaken. 

Step 10 In the event that there are injuries, first aid can be administered by any member of staff that have a current level 2 First aid certificate. CPR can be administered by any staff member with a current certificate in CPR.

Step 11 Do not re-enter the building until the emergency authorities have given the all clear to do so. 

Step 12 All injuries need to be recorded at the time of the incident.
Step 13 Work safe may need to be notified under some circumstances, the Centre/Club Manager needs to do this, if they are available.



	2.  EXPLOSION
Step 1 Assist anyone in danger if safe to do so

Step 2 Notify the Centre/Club Manager
Step 3 Advise which of the services, the ambulance, fire brigade, or police etc are required and give them details of the nature and location of the emergency. Call 000
Step 4 The Centre/Club Manager(Evacuation Coordinator), will assemble teams to evacuate the facility using normal evacuation procedure and to set up a first  aid station (the assembly area must be at least 300m away)

Step 5 If the Evacuation Coordinator is not on site the Deputy Evacuation Coordinator (Receptionist) is to assume the position of Evacuation Coordinator and take charge of the evacuation.

Step 6 The Evacuation Coordinator will attempt to isolate and contain any hazards resulting from the explosion. If safe to do so.
Step 7 In case of a bomb, extreme care must be taken because there may be other bombs.  Disturb as little as possible to preserve evidence for police investigation

Step 8 Evacuate the building ensuring that each area (according to the Evacuation Plan) has been evacuated, as long as it is safe to do so. Move everyone into the designated assembly areas
Step 9   The receptionist is to take the rosters that are located at the front desk to the designated assembly areas.

Step 10   Once the site is completely evacuated to the assembly areas, all staff members need to be marked as present against the rosters and attendance records. If any staff member is unaccounted for the emergency service personal need to be notified as soon as possible, so that a rescue can be undertaken.
Step 11   In the event that there are injuries, first aid can be administered by any member of staff that have a current level 2 First aid certificate. CPR can be administered by any staff member with a current certificate in CPR.

Step 12  Work safe may need to be notified under some circumstances, the Centre/Club Manager needs to do this, if they are available.
Power, gas, fuel or other lines carrying potentially hazardous substances to the danger area should be shut off.
Note:
If there is a fire as well, also follow fire procedures 


	3.  BOMB THREAT/SUSPECT PACKAGE

· 3.1Threat received
Step 1 Stay calm, do not panic or return threats to the caller

Step 2 Use the Bomb Threat Checklist and record all details
Step 3 Listen carefully to the caller, do not panic, and get as much relevant information from the caller as you can to give to the police when they arrive. The bomb threat check list is available below.
Step 4 Hold up a Bomb threat card to indicate to other employees that you have a bomb threat situation, (DO NOT ALERT THE CALLER TO THIS) let someone else call the relevant authorities and put the evacuation process into action. 
Step 5 The second person is to notify the Evacuation Coordinator, and contact the police on 000 if not already done by the Evacuation Coordinator


Step 6 Open as many doors and windows as possible


Step 7 Evacuate to evacuation/ assembly areas. Ensuring  that all individuals are more than 500m away from the building

Step 8 Keep the person talking as long as possible to obtain as much information as you can
Step 9 Once a call is finished DO NOT HANG UP- it may be possible to trace the call if the telephone line is kept open, regardless of whether the caller hangs up.

Step 10  Ensure all information has been recorded.
Step 11  Inform the Centre/Club Manager and Senior Manager immediately – use a separate telephone line or mobile to do so
Step 12  In the event that there are injuries, first aid can be administered by any member of staff that has a current level 2 First aid certificate. 

Step 13 CPR can be administered by any staff member with a current certificate in CPR.

Step 14  Work safe may need to be notified under some circumstances, the Centre/Club Manager needs to be the one to do this. If they are available

· 3.2 Bomb found

Step 1 Do not touch it

Step 2 Clear the area and do not re-enter until instructed to do so


Step 3 Advise the Evacuation Coordinator immediately
Step 4 Contact the police on 000 if not already done by the Evacuation Coordinator
Step 5 Evacuate the building ensuring that each area (according to the Evacuation Plan) has been evacuated, as long as it is safe to do so.
Step 6 Request that people remain available at the designated location to assist police. Get personal details if they are willing to do so. 

Step 7  Move everyone into the designated assembly areas- the evacuation area must be 500m from the building


Step 8 Wait for advice from the police and leave doors and windows open
Step 9 In the event that there are injuries, first aid can be administered by any member of staff that has a current level 2 First aid certificate.
Step 10  CPR can be administered by any staff member with a current certificate in CPR.
Step 11  Work safe may need to be notified under some circumstances, the Centre/Club Manager needs to be the one to do this. If they available

Power, gas, fuel or other lines carrying potentially hazardous substances to the danger area should be shut off.  

The Police Officer in charge at the scene will arrange for isolation of the danger area until the bomb is no longer a threat.




3 (A) BOMB THREAT CHECKLIST

	
QUESTIONS TO BE ASKED
	
CALLER'S VOICE

	1. Where did you put the bomb?

2. When did you put it there?
3. When is the bomb going to explode? Or when will the substance be released?
4. What does the bomb look like?

5. What kind of bomb is it?
6. When did you place it there?
7. How will the bomb explode? Or the substance be released?

8. Did you put it there?
9. Why did you place the bomb?

10. What is your name?

11. Where are you?

12. What is your address?
13. What kind of bomb/substance is it?

14. What will make the bomb explode?

15. How much of the substance is there?

16. Is the substance a liquid, powder or gas?


	Voice 

· Loud 

· Soft
Speech 

· Fast,
· Slow?

· Lisp?

· Stutter?

· Slurred?

· Distorted?

· Distinct?

· Clear? 
Diction [clear, emotional etc]:

Did you recognise the voice?

If so, who do you think it is?

Was the caller familiar with the voice?

Accent: was the caller?

· Australian? 
· American?

· Middle Eastern?

· European?

· British?

· Asian?

· Irish?

· Etc?



	AGE /SEX CALLER
	THREAT LANGUAGE

	Sex of caller:
· Male 

· Female

Estimated age:​​​​​​​​​​​​​​​__________________
	· Incoherent?
· Angry? 

· Child? 

· Giggled?

· Irrational?

· Taped?

· Message read by caller?

· Abusive?

· Other?

	
EXACT WORDING OF THREAT
	
BACKGROUND NOISES

	___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Background noise:

· None

· Construction

· TV/Radio

· Sirens

· Train

· Aircraft

· Traffic 

· Voices 

· Music

· Other
· Street/house noises?

· Local call

· STD/ISD/Other 



	
ACTION
	
CALL TAKEN & BY WHOM

	Report call immediately to:

Police:


000
Incident Controller:___________________
	Date of call:_________________________
Time of call:_________________________
Duration of call:______________________
Name of person taking call:_____________
Telephone No:_______________________
Signature:___________________________


	
	


	4.  MEDICAL EMERGENCY

Step 1 Check for any threatening situation and control it if safe to do so. Look for dangers to yourself and the injured party.

Step 2 Look for a response in your casualty, check for signs of life.
Step 3 Is the casualty breathing?

Step 4 If the casualty is not breathing find a fiirstaider to administer CPR to the casualty ASAP.
Step 5 If there is a defibrillator this can be used on the unconscious casualty with no signs of life, by the firstaider.
Step 6 Remain with casualty (unless there is no other option) and provide appropriate support

Step 7 Do not move any casualties unless in a life threatening situation

Step 8 Notify the Evacuation Coordinator and the first aider

Step 9 Notify the ambulance if not already done and designate someone to meet them

Step 10  Provide support to first aider or ambulance if required

Step 11  Complete all relevant reports. Documentation is to be completed as close to the event as possible and with as much detail as possible.
Step 12  Work safe may need to be notified under some circumstances, the manager needs to be the one to do this. If they are available



	5. NEAR DROWNING / CARDIAC ARREST / SPINAL INJURY

Step 1 On sighting of incident, the staff member should give three blasts on their whistle. Contact other staff member(s) and advise them of the situation. This will enable the other staff to contact emergency services, and provide direct assistance i.e. rescue equipment.

Step 2 Only as many staff as are absolutely necessary should deal with the emergency.

Step 3 Throughout the emergency situation patrons must remain supervised by a staff member. If this is not possible, then close the centre.

Step 4 Staff to disperse any crowd from the emergency location.

Step 5 The staff member dealing with the casualty should be given all available assistance i.e. oxygen equipment, spinal board etc.

Step 6 Staff to support and keep the attending staff member(s) informed of arrival of emergency services.
5.1 If you are an employee that is working on your own 
Step 7 If you are an employee working on your own and an incident occurs still give 3 blasts of the whistle to attract the attention of other patrons that may be able to assist you. This will enable that person to contact emergency services on your behalf. To give the casualty the best chance of survival.
Step 8  Look for dangers to yourself and others before you approach the casualty

Step 9  Look for a response from your casualty, are they breathing? Can they talk to you or making sounds? How is their colour, do they look blue?
Step 10  If the casualty is not breathing start CPR and Defibrillation if possible ( refer to page 21 Medical emergencies of this document)  

Step 11  Direct the people around you to help in the rescue or resuscitation of the casualty

Step 12  Remember the only people that can administer First Aid or CPR are those that have been trained to do so. You must ask if the person has a current level 2 first aid certificate or a current certificate for First Aid.

Step 13  Check that the Ambulance is on its way
Step 14  After casualty has been handed over to emergency services an Incident Report MUST be completed by all staff attending to the incident.

Step 15  Work safe may need to be notified under some circumstances, the Centre/Club Manager needs to be the one to do this if they are available.  



	6. HOLD UP PROCEDURES
If you are confronted by an intruder:

Step 1 Remain calm.
Step 2 Assess the situation and do exactly as the offender says. Remember the number one priority is your safety and the safety of other staff and  patrons.
Step 3 Do not volunteer information.

Step 4 Be courteous and speak only if directed to by the intruder.

Step 5 Avoid sudden actions, and calmly explain any necessary movements to the offender. These could pose an unintended threat to the offender, who may already be anxious and tense. 
Step 6 Speak only when spoken to as any conversation with the offender will prolong the incident. 

Step 7 Watch closely for any items touched by the intruder(s).

Step 8 Unless otherwise instructed, discreetly watch offender/s, making a mental note of their description especially scars, tattoos, prominent or other distinguishing features.

Step 9 Note the offenders conversation including any offensive language, accent, nicknames or speech impediments

Step 10 Avoid direct eye contact with the offender

Step 11  It is best not try to mislead a thief, as most people do not lie well under pressure. If you are asked about the safe or case box, do not volunteer information and DO NOT try and deceive the offender.
Step 12  Try and identify the type of weapon(s) carried by the intruder(s).

Step 13  When the intruder(s) depart, record the vehicle type, registration number and route taken. Only if safe to do so.

Step 14  Never take drastic action during the robbery and do not chase the offender
Step 15  Contact police as soon as possible (000) and then the Centre/Club Manager.

Step 16  Try to retain witnesses or if not possible, obtain contact details.

Step 17  Brief the police and your Centre/Club Manager.

**REMEMBER - NO AMOUNT OF MONEY IS WORTH A LIFE




	7. ELECTRICAL STORM

If an electrical storm is present in the area the Evacuation Coordinator will:
Step 1 Instruct all patrons and staff to gather in the foyer area, away from electrical equipment and weight equipment as well as pools and other water stores.

Step 2 Ensure that all patrons are under the cover of a structurally sound building, not under a tree or similar structure.

Step 3 Contact the relevant weather bureau to evaluate the length and severity of the storm.

Step 4 Advise patrons of the length of closure - this will be 30 minutes after the weather bureau has advised that the storm will have cleared the area.

Step 5 Refund any money to patrons in regard to the evacuation.



	8. TOXIC LEAKS AND SPILLAGES

A toxic leak could be described as any chemical or gas leak, or a Sodium Hypochlorite spill in the storage tank or a natural gas odour throughout the centre. Some of these situations can be classified as minor or major depending on the volume, type and status of the particular chemical or gas.

· Minor

Step 1 Evacuate the immediate area before opening in up, and keep staff and members of the public away from the area.
Step 2 Open any surrounding doors for ventilation, if safe to do so.

Step 3 Notify reception of location in case of emergency.

Step 4 Notify the Centre/Club Manager of the situation.

Step 5 Try and assess the situation and rectify the problem with the aid of the Centre/Club Manager if safe to do so. Contain the spill with an absorbent substance like sodium bicarbonate.

Step 6 Prepare a report for the Centre/Club Manager
· Major

Step 1 Evacuate the area if it is a toxic gas such as Sodium Hypochlorite mixed with Hydrochloric acid (they create a deadly gas) shut of the area and evacuate the building.
Step 2 Notify reception of the exact location and extent of problem.

Step 3 Reception to call Fire Brigade and inform the Centre/Club Manager.

Step 4 The Centre/Club Manager must notify the Senior Manager, if available to do so. If they are not available another staff member must.
Step 5  For other major toxic leaks/ spills evacuate the area and the centre if required.

Step 6 If at all possible try to shut plant off and contain the spill if safe to do so.

Step 7 Prepare a report for the Centre/Club Manager. 

The Operations/Regional Manager will also call WorkCover and the E.P.A.




	9. POWER FAILURE & BLACKOUT PROCEDURES

· Power Interruption With Prior Notification

Step 1 For Pools, the water is to be prepared accordingly by bringing chemical levels to the maximum allowable according to health regulations.

Step 2 Customers are given notice that services may be interrupted on the date via notices at the centre or via letter/phone (groups & bookings) , staff and public notices in the local paper etc.

Step 3 Customers arriving on the day are notified of possible interruptions to services.

Step 4 Council and key clients are to be notified.

· Power goes out and the Facility is in Darkness (Blackout)

Step 1 All staff using emergency lighting and torches will clear the facility immediately. 

Step 2 Invoke Evacuation Procedures - Staff activate Facility Evacuation Check Procedure

Step 3 Evacuation Coordinator to contact power company determine how long until power restored.

Step 4 All groups with bookings will be notified.

Step 5 Notify Council.

Step 6 Assess the impact on the computer and POS system and begin manual record keeping if required.

· Power goes out and the Facility is not in Darkness

Step 1 Reception staff to contact power company determine how long until power restored.

Step 2 Facility will remain open while natural light allows visibility.

Step 3 Once past the point above, the facility will be evacuated as for a Facility is in Darkness.

Step 4 All groups with bookings will be notified.

Step 5 Notify Council

Step 6 Assess impact on the computer system and begin manual record keeping if necessary.

· Follow up checks

Step 1 Security Systems, security of money, stock and merchandise

Step 2 Telephone operation if no power back up to phone system




	10. BIOLOGICAL HAZARDS

Biological Hazards may range from contaminants in the water to biohazards in the changing 

facilities. All these need to be addressed with the utmost caution when handling and cleaning.

· For water-borne contaminants:

Step 1 Use regular monitoring techniques to monitor the level of contaminants in the water.  For chlorinated water, levels of free chlorine, total chlorine, pH, alkalinity, total dissolved solids and micro-organisms should be measured according to the Health (Infectious Diseases) Regulations in each state. For non-chlorinated water, regular tests should be carried out either by management or by the E.P.A.

Step 2 After monitoring the quality of the water an informed decision can be made as to whether or not bathing should be restricted. If bathing should be restricted, a clearly visible sign should be placed in a prominent place, advising swimmers of the reason for the closure or warning, and the facility should be closed if necessary.

Step 3 If there is a closure for any reason, a report should be detailed and handed to the Centre/Club Manager stating the reason for the closure, and the date and time of closure. 

Step 4 The facility should only be reopened after further testing indicates that the water quality is suitable for swimming.
Step 5 In the case of faecal contamination in the pool/ spa, a chemical shock treatment can be added to the pool, however you must ensue that any person/s using the pool/ spa are evacuated from the area before treatment commences. 
· For non-water borne contaminants:

Step 1 Identify the contaminant through regular monitoring and expert knowledge if necessary. 

Step 2 Isolate the biohazard through the use of barricades or other devices that will prevent staff and members of the public from accidentally coming into contact with the hazard.

Step 3 Wear appropriate protective clothing and equipment if it is safe to clean up the biohazard without placing people at risk - expert advice should be sought if there is any doubt as to the safety requirements of cleaning up the biohazard.

Step 4 A report detailing the incident should be made for the Centre/Club Manager, and the facility or area can be re-opened, but only after it is safe to do so.




	11. ASSAULT, HARRASSMENT AND BULLYING
An assault can come in a number of forms, be it verbal, physical, harassment, intimidation, sexual or bullying. 
Each situation should be dealt with in a calm and professional manner and always with the assistance of a second person.

When contacting police always call 000

· Verbal, Harassment, Intimidation, Bullying
Step 1 Assess the level of danger to patrons and staff, remain calm
Step 2 Before approaching a person advise second staff member

Step 3 Be firm but fair in issuing a warning to cease

Step 4 Ensure that your warning advises those involved that a first and final warning has been issued and that if the issue continues they will be asked to leave and the police contacted.  

Step 5 Advise staff to monitor the situation.

Step 6 Call the police on 000 

Step 7 If the situation does not settle advice those involved that the police have been contacted and they should leave.

Step 8 Get descriptions of the people involved using the ‘Bandit Description Form’ contained in the ‘Emergency Plan & Procedures’ OH&S.
· Physical
Step 1 Assess the level of danger presented to other patrons, staff and those involved

Step 2 Signal other staff and approach with caution

Step 3 In a firm voice demand that they stop and separate and that the police have been contacted

Step 4 Do not get physically involved

Step 5 If necessary evacuate the pool

Step 6 With the assistance of another staff member try to separate the offenders and move them away from each other


Step 7 If the situation calms down remove the offenders from pool grounds or centre at an interval of 15 minutes

Step 8 If it does not settle try to control the situation until the police arrive by issuing repeated warnings

Step 9 Get a description of the people involved using the ‘Bandit Description Form’ contained in the ‘Emergency Plan & Procedures’ OH&S.
Step 10 If a minor is involved contact or notify the parent/guardian immediately and follow up at an appropriate time.
· Sexual Assault 
This is a particularly difficult and emotive issue that needs to be dealt with particular sensitivity.
Step 1 Assess the condition and composure of the alleged victim and assure them that they are now is safe hands.

Step 2 Advise a second staff member of the incident.

Step 3 Get the alleged victim to point the alleged perpetrator. Do not approach them at this stage.

Step 4 Advise the second staff member to watch the alleged perpetrator

Step 5 Take the victim to a secure area and get a brief statement of the incident. If a minor is involved contact or notify the parent/guardian immediately and follow up at an appropriate time. A staff member is to stay with the minor at all times

Step 6 Call the police on 000

Step 7 Ask the victim if they wish to contact someone

Step 8 Get a description of the alleged perpetrator involved using the ‘Bandit Description Form’ contained in the ‘Emergency Plan & Procedures’ OH&S.

Step 9 Try to keep the alleged perpetrator at the site until Police arrive. If they do leave make sure you get as much detail about their appearance, vehicle, direction they leave in etc.

Step 10  Fill out an ‘Accident & Incident’ form.

Step 11  Wait for the Police to arrive. 

Step 12  Make sure the Centre/Club Manager is advised of the incident.

A full follow up of the incident must be conducted with particular sensitivity given to the victim. The Senior Manager must be advised of the incident as well as the companies OH&S Coordinator. 

Council must be advised of the incident and the procedures that have been followed.


Bandit Description Form

	Date:
	
	Time:
	
	
	Staff member:

	Nature of Offence:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Please circle or tick the offender/s' characteristics below:

	Names/Nicknames used:
	
	
	
	
	
	

	Approx Age:
	
	
	Gender: Male/ Female
	Height:
	
	

	Weight:
	
	
	Build:
	
	
	Nationality:
	

	Face:
	Long
	Round
	Thin
	Cheek Bones
	Wrinkle
	Lean
	Plump

	Ears:
	Shape:
	
	
	
	Nose:
	Shape:
	
	

	Facial Hair:
	Moustache
	Beard
	
	Other:
	
	
	

	Lips:
	Size:
	
	Colour:
	
	
	Shape:
	
	

	Teeth:
	Good
	Uneven spaced
	Missing
	Protruding
	Discoloured

	Completion:
	Fair
	Dark
	Pimply
	Tanned 
	Fresh
	Pale
	
	

	Voice:
	Clear 
	Loud
	Slang
	Lisp
	Accent
	
	
	

	Glasses:
	Tinted
	Colour
	Shape
	Thick
	Thin
	
	
	

	Posture:
	Erect
	Slouched
	Stooped
	
	
	

	Hair Colour:
	Blonde
	Red
	Auburn
	Black
	Light Brown
	Dark Brown

	Hairstyle:
	Short
	Long
	Crew-cut
	Bald
	Straight
	Wavy/Curly
	Thick
	Thin

	Hands:
	Left/Right handed
	Large
	Small
	Average
	Soft
	Hairy
	Fat
	Thin

	Fingers:
	Long
	Short
	Missing
	Deformed
	
	
	

	Eyes:
	Black
	Brown
	Green
	Grey
	Hazel
	Blue
	Big/small/squint

	Gloves:
	Type:
	
	Colour:
	
	Other:
	
	
	

	Scars / Marks: 
	
	
	
	
	
	

	Describe: eg: Tattoos - location
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Other distinguishing characteristics:
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Clothing: Including hat, tie, shirt, coat, trousers, shorts, skirt, shoes, colour, etc.

	

	Weapon details: gun, rifle, knife, baton, syringe, shotgun, etc:

	Demand Verbal / Written:
	
	
	
	
	
	

	Words Used:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	12. AGGRESSIVE PEOPLE
Violent outbursts that occur within the centre can result in physical injury to staff or patrons, the offender and/or damage to stock of property. 

In all instances of dealing with aggressive people, the main priority is to ensure the safety of yourself, other staff, and our patrons.

Every situation is different and as such there is no one, absolute set of procedures in dealing with aggressive people.

Following some basic steps however, may assist staff to respond to such situations.

· Basic security tips
Step 1 Assess the level of danger to patrons and staff, remain calm at all times
Step 2 Before approaching a person advise second staff member

Step 3 The Centre/Club Manager is the most appropriate person to communicate with the aggressor if they are available to do so.
Step 4 If it looks like the safety of staff or patrons is at risk, the police should be immediately telephoned on 000.
Step 5 Do not respond to the offenders bad behaviour in the same manner

Step 6 Remain respectful. Try to restore a sense of justice for the person. Explain what options are available and encourage them to try one of these

Step 7 Patience is usually a good strategy and this can be achieved by not only listening to the person but by acknowledging their problem and situation.

Step 8 Listening can be helpful as it allows the person to ‘let off steam’ 

Step 9  Remember that after a period of time anger can diminish.

Step 10  Staff not involved should not become an audience, however they should monitor the situation for possible escalation. 

Step 11  If the person is not able to be calmed and they continue to be offensive or obnoxious, politely request the person to leave the premises 

Step 12  If the person refuses to leave the premises, contact the police and wait their arrival. Do not engage in any further unnecessary dialogue.
Step 13  If the offender becomes violent, do not enter into their personal space as this can escalate the situation

Step 14  Discretely remove any item that could potentially be used as a weapon

Step 15  Try and put yourself behind a barrier ie. Desk or display unit
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The facility must be cleared of patrons and evacuated to the primary assembly area identified in the Emergency Plan Diagram.








Once immediate danger is eliminated the Centre/Club Manager must then assess the situation and determine the nature of the danger and the response required.








All staff involved must complete an Accident / Incident Report.








Report Debrief





Assessment





Evacuate Area





The hazard must be eliminated or controlled.  Refer to the Incident Management Procedure.


This may include isolating utility service valves or ventilation controllers.  If unable to safety control, wait for the Emergency Services to rectify.  





Do not re-enter any building until the 'all clear' has been given.








Eliminate or Control Hazard





These emergencies will depend on many factors. The staff member refers to the specific procedure for the type of emergency.  





The staff member should alert the Centre/ Club Manager fellow staff members immediately.








Recognition of the Specific Type of Emergency & Follow Procedure





Commence C.P.R 30:2


Apply defibrillator


Continue C.P.R until help takes over


DO NOT stop to check unless casualty shows signs of life








SIGNS OF LIFE PRESENT








NOT EFFECTIVELY BREATHING








BREATHING





Check airway is clear


Casualty on side OR back


Head tilt; jaw support


Roll onto side if necessary


To clear airway


Check breathing for 10 seconds





Make comfortable.


Observe


A irway


B reathing











CONSCIOUS








UNCONSCIOUS








COLLAPSE





Leave on side in lateral position


Observe


A irway


B reathing





Casualty on back 


Give 2 quick rescue breaths


Check for signs of life





Leave on side in lateral position


Observe


A irway


B reathing














PULSE ABSENT





Check for Danger, Touch and talk to check response
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