Emergency Response Colour Coding
	Emergency
	Colour

	Evacuation 
	Orange

	Fire /Smoke
	Red

	Medical
	Blue

	Internal (Gas, Electrical)
	Yellow

	Active Armed Offender 
	Black

	Personal Threat 
	Black

	External (Cyclone, Natural disasters) 
	Brown

	Bomb Threat
	Purple 


 
Emergency Response Procedures
 
	Evacuation – prepare to evacuate 
What is it: movement of people away from danger.
When to do it: upon the sound of a fire alarm, an actual fire, or other internal threat. 
What to do: upon direction from Wardens, Security or Emergency Services. 

	Alert tone ‘Beep Beep Beep’

	Staff will:
· Advise students to prepare to evacuate.
· Check the area for any fire, smoke, or other hazards.
· Enquire if any students need assistance to evacuate and allocate people to assist. 
· Shut down any hazardous equipment 
· Await further instructions or evacuate if there is an immediate danger or threat to life. 
	Students will:
· Listen for instructions relayed over the public address system or from wardens.
· If safe to do so - prepare yourself to evacuate, shut down work, switch off appliances, close gas valve and make the area safe.
· Commence evacuation when the evacuation tone sounds, or you are instructed to by a staff member or warden. 


 
	Evacuation – evacuate to the Assembly Area 

	Evacuation tone ‘Whoop, Whoop, Whoop’ 

	Staff will:
· Commence the evacuation on the sound of the evacuation tone.
· Advise students to evacuate to the Assembly Area.
· Check the room or area for any remaining people. 
· Lead students and visitors to the exit.
· Evacuate to the Assembly Area.
· Advise the warden if someone is missing or could net evacuate. 
	Students will:
· Evacuate the area using marked evacuation routes. 
· DO NOT use lifts. 
· Follow directions of CDU staff, Wardens, Security, or Emergency Services.  
· Go to the Assembly Area. 


 
	Evacuation – Roles 

	Local Incident Controller – manage an incident within their work area. Will manage the initial response and provide support to the Critical Incident Controller.
On-scene Commander – in most incidents will be Security. Will assume immediate operational responsibility for the evacuation, coordinate activities and report to the Local Incident Controller and Emergency Services. 
Building Warden – will go to the Warden Intercom Point (WIP) to coordinate the evacuation. Will liaise with the floor wardens and communicate with Local Incident Controller, On-scene Commander, or Emergency Services.  
Floor Warden – check floor to ensure all occupants have evacuated and report to the Building Warden. 
First Aid Officer – obtain first aid kit and provide first aid where appropriate. 


 
	Fire/Smoke  

	Action: Upon observing fire or smoke: RACE 

	REMOVE
· Move yourself or others away from danger if safe to do so.
ALARM
· Alert nearby occupants of the danger.
· Call Emergency Services on 000.
· Notify campus Security.
· Activate the fire alarm ‘break glass’ (if available). 
CONTAIN
· Close doors and windows if safe to do so.
· Only attempt to extinguish the fire using appropriate equipment if you are trained and it is safe to do so. 
EVACUATE 
· Go to the Assembly Area – refer to the Evacuation Diagrams within the building. 
· Follow exit signs and pathways. 
· DO NOT use lifts 
DO NOT re-enter the building until advised by Emergency Services, Security or a member of the ECO. 

	Depending on the nature of the incident, the scene of the incident may need to be preserved pending notification to the relevant Regulator.

	After the incident:
Staff:
· Do not disturb the scene.
· Notify your Supervisor.
· Complete an Accident Injury Illness Report.
	 
Students:
· Do not disturb the scene. 
· Notify you lecturer who will complete an Accident Injury Illness Report.



	Medical Emergency / AED  

	Action: For an incident which may be life threatening – contact emergency services on 000

	For medical emergencies, follow DRSABCD
DANGER
· Ensure the area is safe for yourself, the patient, and bystanders. 
RESONSE
· Check for response – ask name – squeeze shoulders.
· NO RESPONSE – send for help.
· RESPONSE – make the patient comfortable, check for injuries and monitor.
SEND FOR HELP 
· Call Ambulance on 000 or ask another person to make the call.
· Notify the Campus Security
AIRWAY
· Open mouth and place the patient in the recovery position and clear any foreign matter.
· Open the air way by tilting head with a chin lift. 
BREATHING 
· Look, listen and feel for breathing.
· No breathing – start CPR
· Normal breathing – place patient in recovery position, monitor, manage injuries and treat for shock. 
CPR
· Perform 30 compressions followed by 2 breaths.
· Continue CPR until help arrives or the patient recovers. 
DEFIBRILLATION
· Apply defibrillator – if available – attach AED and follow prompts. 
· Defibrillators are located in various locations across campuses – see map – insert map link??
 

	Depending on the nature of the incident, the scene of the incident may need to be preserved pending notification to the relevant Regulator.

	After the incident:
Staff:
· Do not disturb the scene.
· Notify your Supervisor.
· Complete an Accident Injury Illness Report. 
	 
Students:
· Do not disturb the scene. 
· Notify you lecturer who will complete an Accident Injury Illness Report. 


 
	Active Armed Offender 
What is it:  an attacker armed with a gun, knife or other weapon. 
When: if you see an armed offender or are notified by public address system staff or Warden.  
What to do: move away from the incident site and follow instructions of staff, Security, wardens or emergency services. 

	Action:  ESCAPE. HIDE. TELL.

	Students, staff and visitors will:

	ESCAPE
· Escape if safe to do so, or conceal yourself using available cover such as buildings, concrete walls, larges trees, or fences. 
· Do not gather at emergency evacuation points. 
	HIDE
· Hide in a place that offers you protection, such as under a desk and away from windows.
· Stay out of sight, keep quiet and silence phone. 
· Close curtains or blinds if safe to do so. 
	TELL
· Contact 000 or Campus Security.
· Advise of the location of the incident.
· The nature of the threat.
· Description of the offender and details of any weapons being used. 

	Consider looking for something you can use to defend yourself with as a last resort.


 




















	Gas or Chemical Release
What is it:  the leak or spill of a hazardous material or substance.
When: this could occur during University activities as a result of an accident/incident, or on a neighboring site. 
What to do: follow instructions of Wardens, Security or Emergency Services.  

	Action: move away from danger and prepare to evacuate

	Staff will:
· Follow laboratory emergency guidelines.
· Move people away from danger.
· Do NOT attempt to clean up unless properly trained.
· Evacuate the area and stay up wind. 
· Isolate the area – close doors. 
· Notify Campus Security.
· Preserve the site of the incident as it may be a notifiable incident. 
· Follow directions of Wardens, Security or Emergency Services. 
· Notify students of the Assembly Area – refer to the Evacuation Diagram. 
	Students will:
· Move away from danger. 
· Evacuate the immediate area and stay up wind. 
· Alert nearby occupants of the situation.
· Inform your lecturer or a CDU staff member of the situation. 
· Follow directions of CDU staff, Wardens, Security or Emergency Services. 
· Follow emergency exit paths and signage.
· Go to the nearest assembly area – refer to the evacuation diagram.  


 
	Power Outage 
What is it: a power outage will cause lighting and electrical appliances to stop. 
When: this could occur during University activities as a result of an accident/incident, equipment failure, or a problem with the power network off-site. 
What to do: follow instructions of Wardens, Security or Emergency Services.  

	Action: Turn off equipment and prepare to evacuate. 

	Staff will:
· Move to an area with natural light if safe to do so. 
· Notify Facilities Management 
· Follow directions of Wardens, Public Address System, Security, Electrical Contractors or Emergency Services. 
· Shutdown equipment if it may become hazardous. Treat all electrical equipment as live – power may be restored without notice. 
· Evacuate if told to do so. 
· Follow emergency exit paths and signage.
· Go to the nearest assembly area – refer to the evacuation diagram.  
	Students will:
·  Move to an area with natural light if safe to do so. 
· Inform your lecturer or CDU staff member of the situation. 
· Follow directions of Wardens, Public Address System, Security, Elecrical Contractors or Emergency Services. 
· Evacuate if told to do so.
· Follow emergency exit paths and signage.
· Go to the nearest assembly area – refer to the evacuation diagram.  

	If stranded in a lift press the Emergency button or call Campus Security.
 


 
 
 
 
	Cyclone 
What is it: weather event with destructive winds, heavy rainfall, flooding and storm surges.  
When: cyclones generally occur during the months of November and May.  
What to do: follow instructions issued by Emergency Services or the Critical Incident Controller. 

	Action: follow advice of Emergency Services and Critical Incident Controller 

	Follow the instructions of the local area cyclone action plan. 

	Advice warning:
· Check area for loose items, tie down large and light items.
· Await advice of the Critical Incident Controller.
 
	Watch and act:
· Ensure all plans are activated. 
· Decide on where you will evacuate to. 
· Remain indoors.
· Listen to local radio for updates. 
	Emergency warning:
· Seek/take shelter
· It is too late to leave. 
· Stay away from windows and doors.
· Listen to local radio for updates. 

	Do not return to campus or enter any buildings until they have been assessed by Facilities Management and the all-clear given to re-occupy. 


 
 
	Natural disasters  

	Action: follow advice of Wardens, Security, or Emergency Services. 

	Flood 
· If the building is in danger of flooding, evacuate to a safe area. 
· Notify Facilities Management of the location and situation. 
· Switch off any electrical or gas equipment that could be affected by water – if it is safe to do so. 
· Move chemicals, documents and equipment to a safe area – if safe to do so. 
· DO NOT enter floodwaters. 
	Storm
· If outside, seek shelter. 
· Move away from windows. 
· Shelter in the strongest part of the building. 
· Stay clear of glass atriums. 
· Notify Facilities Management of any damage. 
	Earthquake
· Stay inside.
· Do not use lifts or stairs.
· Shelter in doorways, under desks or beside an internal wall. 
· Keep away from windows or falling objects. 
· If outside – stay outside. 
· Take shelter away from buildings 
· Prepare for aftershocks 
· Report any damage to Facilities Management 

	Refer to campus specific emergency response plans.


 
	Personal Threat
What is it:  if a person’s behaviour is threatening (verbal or physical)
What to do: if you or someone else is in immediate danger contact Police on 000

	Action:  report threatening behaviour

	De-escalate
· If possible, leave the area and alert bystanders to move away.
· Talk slowly and calmly. 
· Do not argue or provoke the person.
· Do not make quick and sudden movements.
· Keep a safe distance between you and the other person.
· Position yourself close to the exit points. 
· Contain yourself in a secure area – lock the door and stay out of sight. 
 
	After the incident 
· Report the incident to your Supervisor, Security and WHS Team. 
· Make notes of the interaction, what was said, what they did, use the checklist to assist. 
· Seek support if required – EAP 
· Consider changing your personal movements – paths of travel etc. 

	Personal Threat report information

	· Name of offender
· Gender
· Age hair colour
· Height
· Build
· Clothing 
· Scars/tattoos /piercings
	· Time, date and location 
· What did they say?
· What did they do?
· Were any weapons involved?
· Where did they go?
· Any vehicles involved?
· Were there any injuries?
· Details of witnesses


 
 
 
 
	Bomb Threat

	Action:  remain calm, do not touch suspicious objects

	Threat by phone
· Remain calm.
· Treat the call as genuine. 
· Attract the attention of a second person and have them notify Security.
· Record what the caller says
· Ask questions about the bomb – where is it? What does it look like? Complete the Bomb Threat Checklist if it readily available. 
· Note backgrounding noises in the call.
· Note the voice characteristics of the caller. 
· Contact Security and Supervisor. 
· Follow the advice of Wardens, Security or Emergency Services. 
· Assist in the search if required. 
· Evacuate the building when directed. 
Threat by letter
· Remain calm.
· Do not handle or let others handle the letter.
· Follow the advice of Wardens, Security or Emergency Services. 
· Assist in the search if required. 
· Evacuate the building when directed. 
Located object/device
· Remain calm.
· Do not touch it.
· Do not use electronic devices or mobile phones.
· Contact campus Security
· Notify Supervisor. 
· Follow the advice of Wardens, Security or Emergency Services. 
· Evacuate the building when directed. 

	Bomb Threat report information

	What to ask:
· Where is the device located?
· When is it going to explode?
· What does it look like?
· How will it explode?
· What substances will be released?
· Did you out it there? Who put it there?
· What is your name?
· Where are you?
 
Call observations:
· Note down the phone number
· Accent
· Any impediment 
· Voice (loud, soft)
· Speech (fast, slow)
· Manner (calm, emotional)
· Was the caller familiar with the University
· Background noises (cars, aircraft, machinery, voices)
· Duration of the call
 
Details of receiver of the call:
· Time
· Date
· Name
· Phone number




