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Emergency Response and Evacuation Procedures, Perth DC
What to do when the alarm sounds, and the actions for fire, chemical spill and medical emergencies
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1. Purpose and scope
These procedures tell workers, wardens and the Emergency Controller what to do in an emergency at the Perth DC. They apply to everyone on site. They support SRL-CR-014 Emergency Management Plan, Perth DC, which sets out the emergency control organisation, assembly areas and contacts.
2. Who is in charge
	Role
	Who

	Emergency Controller
	DC Manager (Operations Manager as deputy)

	Communications Officer
	Site Administrator

	Area wardens
	Morning and afternoon shift supervisors

	Overnight warden
	The senior forklift operator on shift

	Admin building warden
	Site Administrator


3. When you hear the alarm (all workers)
	The alarm is a continuous bell
When you hear the bell, stop work and evacuate.



1. Stop work and make your task safe if you can do so quickly.
1. Leave by the nearest exit. Walk, do not run.
1. Do not stop to collect belongings.
1. Go to your assembly area: AA1 (front car park) or AA2 (east yard near gate 2).
1. Tell your warden you are there.
1. Stay at the assembly area. Do not go back into the building until the Emergency Controller gives the all clear.
4. Area warden actions
1. Put on a warden vest if one is available.
1. Check your area, including amenities, and tell everyone to leave by the nearest exit.
1. Close doors behind you if it is safe to do so.
1. At the assembly area, check staff against the shift roster.
1. Report to the Emergency Controller: area clear, or the names of anyone missing.
5. Emergency Controller actions
1. Go to the fire indicator panel at the gatehouse and find out where the alarm came from.
1. Decide whether to evacuate the whole site.
1. Direct the Communications Officer to call 000.
1. Receive reports from the area wardens and the admin building warden.
1. Give information to the fire brigade when it arrives.
1. Give the all clear when it is safe to return.
6. Assembly areas
	Assembly area
	Location
	Who goes there

	AA1
	Front car park
	Admin building, Zones A to C, inbound

	AA2
	East yard near gate 2
	Dispatch, yard, drivers


Wardens check staff against the shift roster. Reception holds the visitor book.
7. Fire
1. Raise the alarm using the nearest manual call point and tell your supervisor.
1. If you are trained and the fire is small, you may use an extinguisher. Do not put yourself at risk.
1. Evacuate as in section 3.
8. Chemical spill
1. Keep people away from the spill.
1. Tell your supervisor.
1. Refer to the SDS for the product.
1. Use the spill kit if you have been shown how.
9. Medical emergency
1. Call a first aider. First aiders are listed on the notice board in each amenities area.
1. If the person is seriously injured or ill, call 000.
1. Tell your supervisor.
10. After an emergency
1. The supervisor reports the incident in MyOSH under SRL-CR-035 Incident Reporting and Investigation Procedure.
1. The DC Manager is told of any emergency as soon as possible.
1. Drills are recorded in SRL-CR-092 Emergency Drill Records, Perth DC.
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