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	Event Title:
	

	Date of Event
	

	Doc ID
	OHS/F/4.19.X


	1.0 PLAN OBJECTIVE

	To clearly define the process to be followed in the event of an emergency situation occurring at the above listed event. The procedures in this plan are guidelines to be used to address any unanticipated emergencies.

	2.0 EVENT DESCRIPTION

	Detailed description of event site
	

	Description of activities taking place at the event/venue
	

	Operating hours
	

	3.0 SCOPE

	This plan relates to the following emergency scenarios including: 

› Medical emergency

 › Fire or Explosion

 › Hazardous Material Spill/Gas Leak

 › Bomb Threat

	4.0 RESPONSE ACTIONS

	The above-mentioned emergencies may require one or more of the following responses:

 › Evacuation of the area/building 

› Containment of the threat (i.e. chemical spill, gas leak) 

› First Aid treatment and/or Medical Emergency response 

› Emergency Services response

	5.0 EMERGENCY PREPARATION AND TESTING

	5.1 TRAINING REQUIREMENTS 

All personnel normally working in any of the areas identified in this plan shall be trained in the following emergency management information: 

› The general information contained within this document 

› The key personnel and their roles and responsibilities 

› Emergency exit locations and paths

 › Assembly point locations 

› Firefighting equipment locations

5.2 EXERCISE DRILLS 

Will comprise of a walk through by the event organiser who will ensure that all staff attending the event are aware of the evacuation procedure requirements.

5.3 EMERGENCY PLAN REVIEW 

A review of the Emergency Plan will be undertaken immediately after the event.

	6.0 GENERAL ROLES AND RESPONSIBILITIES
*The roles and responsibilities of personnel working at the premises/event are listed below:

	6.1 EMERGENCY PLANNING COMMITTEE

*This committee will review the Emergency Plan, evaluate the response to emergency situations and revise the plan as required
Name:

Name:

Name:

6.2 CHIEF WARDEN (Event Organiser)
Name:

Responsibilities:
· Evaluate the need for evacuation as required 

· Initiate evacuation if required 

· Contact Emergency Services – i.e. 999 (as required) 

· Account for all staff and patrons/customers in liaison with area wardens and Emergency Services 

· Evaluate, in conjunction with Emergency Services, if building /area is safe prior to re-entry 

· Document the emergency situation inclusive of actions taken and outcomes.

6.3 AREA WARDENS (Appointed event team members)
Name:

Name:

Name:

Responsibilities:
· Receive directions from the Chief Warden 

· Ensure that all personnel have been alerted 

· Clear all areas as required

6.4 FIRST AIDERS (Appointed event team members, preferably trained as First Aider)
Name:

Name:

Name:

Responsibilities:
· Collect First Aid kit and proceed to assembly area 

· Administer first aid as required

6.5 TEAM MEMBERS

· Carry out tasks as instructed by the Chief Warden 

· Proceed to assembly area advising all customers and patrons to do the same 

· Report their presence to Chief Warden or Area Warden at the assembly area

· Not to leave assembly area unless advised by Chief Warden or Emergency Services personnel.



	7.0 EMERGENCY RESPONSE

	7.1 EMERGENCY EVACUATION PROCEDURE
7.1.1 In the event of fire or any occurrence involving danger to life or property:

· Sound alarm: Break glass of fire alarm box to activate the alarm

· Call fire brigade: Dial 999, upon authorisation by Incident Commander (University Warden)

· Leave the building/premises immediately: Via the nearest fire escape staircase or route, following the instruction from Chief Warden/Area Wardens

· Do not: Attempt to extinguish fire unless condition permits

· Report to assembly point: Move calmly to the assembly point or other advised area and stay there until clearance has been given

· University’s ERT members: will check to ensure all personnel have left their area and report to Incident Commander

· All clear: upon clearance by ERT and/or emergency services/authority, occupants are allowed to enter the building/premises

· Report and fill in the Incident Report Form immediately after the event.

7.1.1.1 LOCATION OF FIRE EXTINGUISHER/FIRE BLANKET/HOSE REELS

Fire extinguisher

Fire Blanket

Hose reel

7.1.2 In the event of medical emergency:

· The first staff member on the scene should assess the situation and if they do not have first aid training immediately notifies the Chief Warden and/ or First Aid trained personnel.
· Notify the nearest University First Aider if there are no First Aiders in the Event Committee

· First Aiders/University First Aiders administer first aid as trained.

· In the event of serious injury, the First Aider/University’s First Aider to notify Incident Commander and security personnel immediately.

· Call ambulance, 999 upon authorisation by Incident Commander

· Do not move casualty unless they are exposed to a life threatening situation

· Do not transport the victim to hospital in personal or university vehicle, wait for the ambulance to arrive.

· Report and fill in the Incident Report Form immediately after the event.

	8.0 LIST OF EMERGENCY CONTROL PERSONNEL

*The following is a list of those event members at the event who will be required to take actions in the case of an emergency

	Incident Commander:
082-260806
Security:
082-260991/3333
Health & safety Officer:
082-260679/019-8510334
Campus Services:
082/260868/5001
Emergency Services:
999
Chief Warden:
Area Warden:

Area Warden:

First Aider:

First Aider:



	9.0 EVENT SITE MAP
*Insert layout of the event or attach together with plan



	10.0 ACKNOWLEDGEMENT

· I, hereby declare that the information I have provided in this Event Response Plan is true and correct.
· Swinburne University of Technology Sarawak Campus collects, uses and destroys personal data in accordance with our Privacy Collection Notice at http://www.swinburne.edu.my/privacy/ and Employee's Privacy Collection Notice at Blackboard>My.Swinburne>Student & Corporate Services> Human Resources>Employee's Privacy Collection Notice.

	Prepared by:
	
	Signature & Date
	

	Reviewed by

(Health & Safety Officer)
	
	Signature & Date
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