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Model Policy


Policy: Emergency Planning

The directors of the organisation recognise the need to plan for all types of emergencies that could affect employees.  The following procedure sets out the measures that the organisation will bring into effect in the event of an emergency.

Procedure

Responsibilities

· An emergency co-ordinator will be designated. A second person will be designated as emergency co-ordinator in case of the first person’s absence.

· Fire wardens and first aiders will be designated by the emergency co-ordinator in liaison with section heads. They will be trained in their respective duties.

· All personnel shall be trained in the use of fire extinguishers, the recognition of fire risks and the emergency arrangements provided.

· Fire wardens will assist the emergency co-ordinator in the undertaking of routine drills and exercises and ensure that, in the event of the alarm being sounded, all persons are safely evacuated from the area under their supervision. They will undertake periodic inspection of the workplace in liaison with the safety manager to ensure fire prevention measures are maintained.

· First aiders will render first aid when required to do so, maintain the first aid provisions and record any treatment given

Fire and emergencies requiring evacuation of the premises

· Fire protection measures and means of escape in the event of a fire will be maintained at all times.

· Warning of fire and other emergencies will be provided by means of alarms and other signals appropriate to the work place.

· On hearing the alarm, or when instructed by fire wardens, all personnel will immediately leave their work and assemble at the designated assembly points.

· Section heads, assisted by fire wardens, will undertake a roll call and advise the designated emergency co-ordinator of any persons not accounted for. The co-ordinator will liaise with the emergency services on their arrival, and provide them with all necessary information about the incident and the suspected location of any missing persons.

· The emergency co-ordinator will arrange fire drills at appropriate times but not less than once each calendar year. 

· Any person on observing fire will sound the alarm at the nearest call point. Local fire fighting should only be undertaken using the extinguishers provided and only when there is a reasonable chance of controlling the fire and not placing themselves or others at risk. 

· The fire brigade will be called as soon as a fire or potential fire is identified. 

First aid 

First aid provision will be made adjacent to each work section. Details of the first aid arrangements will be posted at convenient locations where the information is readily visible. 

Imminent danger 

All personnel shall take any steps as are necessary to prevent injury to themselves or others in the event of any imminent danger. No disciplinary action will be taken in the event of plant shutdown or other emergency stoppage where any member of staff believes that the situation is imminently dangerous. 
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