Emergency Plan Guidance Note

This guidance note gives advice on the important elements that make up an Emergency Plan.  It has been developed for dangerous goods sites that have reached manifest quantities as detailed in Schedule 2 of the Dangerous Goods (Storage and Handling) Regulations 2000.

What is an Emergency Plan (EP)?

An EP is a set of instructions to help employees deal with site based emergencies involving dangerous goods.  These emergencies could pose a threat to life, health, property or the environment at the workplace.

There are different types of emergency situations, including (but not limited to):
· Fire or explosion

· Chemical spill
· Medical emergency

· Gas release.
An EP should be simple, flexible, written, tested and reviewed.  It should be communicated to, and available to all employees in the workplace.  Employees should be trained in the documented EP procedures and regular practice scenarios should be held to ensure that the documented procedures work successfully.

What should be included in and EP?
The Code of Practice for Storage and Handling of Dangerous Goods provides a list of twenty matters that should be included in an EP.  The following check points should be used to develop a practical EP suitable for your specific needs within the workplace.
Site and Hazard Detail
1. Name, location, address and nature of operations
The EP should clearly display the name and address of the business and a description of the business operations performed on site.
2. Detailed map of the facility and surrounding area
The EP should include a map of the site and the surrounding area showing:
· The dangerous goods storage locations

· The fire protection equipment

· The emergency evacuation points

· Drainage

· All buildings and external storage areas including identification of the operations of the buildings

· Vehicle access points in and around the premises including emergency gates and access points

· The boundaries of the premises and adjacent street names

· The nature of occupancy of adjoining sites or premises

· The direction of north.
3. Inventory of Schedule 2 materials
The EP should include a summary list that specifies the quantity of dangerous goods present or likely to be present on site.
4. Maximum / minimum number of persons expected at the facility
The EP should include the maximum and minimum number of persons expected at the site during business hours, after business hours, weekends etc. and their likely location within the site.
5. Infrastructure likely to be affected by an incident
The EP should include details of any off site infrastructure likely to be affected by an incident.  The worst case scenario incident should be taken into consideration.  Include the nature, location and proximity to the site of the potentially affected infrastructure.  E.g.:
· Utilities
· Schools

· Hospitals

· Shopping precincts

· Roads

· Railway lines.
6. Emergency planning assumptions
Making emergency planning assumptions involves identifying incidents that could potentially occur at the site, the area likely to be affected, duration of events, protection of the local community, including other nearby facilities and the natural environment.  Specific hazards relative to the dangerous goods stored on your site need to be identified and conceivable incidents involving those hazards should be listed.  E.g.:
· Small fire

· Large fire

· Minor gas leak

· Major gas leak

· Small chemical spill

· Large chemical spill.
7. Description of measures to control the consequences of each hazard and major incident
The EP should include a detailed description of measures to control or limit the consequences of each identified hazard.  Develop a step by step guide to be followed by staff for each scenario identified in section 6.  It is expected that this is what will be done in the event that an incident occurs.
Command Structure and Personnel
8. Details of emergency contact personnel
The EP should include contact information for at least two staff members from the site who may be contacted in the event of an emergency.
9. Allocation of personnel for implementing the plan
The EP should include details of trained staff available for implementing the plan (eg. fire wardens, OH&S officers etc).  All procedures should be written with the number of available personnel in mind.
Sites where after hours shift work occurs, should take into account that the plan must still be implemented during times where a reduced number of staff are on site.
10. Arrangements for “mutual aid” between adjacent facilities
The EP should include the details of any mutual aid agreement with neighbouring facilities.  That is the sharing of resources in the event of an emergency e.g. the use of a neighbouring sites foam supply for a flammable liquid fire.
Notifications
11. Procedures for providing early warning of an incident
The EP should include a description of the procedures in place for staff to raise the alarm when an emergency occurs.  Provide a step by step guide for staff to follow to notify on site personnel and emergency services of an incident.  Include details of any automatic system that notifies emergency services directly of an incident.
12. Details of on site and off site warning systems
The EP should include a detailed description of the warning systems used on the site and their operation.  Include details of any systems to warn neighbours of an emergency.  E.g.:
· Sirens / hooters

· Warning lights
· Neighbours contact details.
13. Contact details for the emergency services
The EP should clearly display the contact details for the emergency services and other services that can assist in procuring resources.  Include relevant site specific emergency contacts.  E.g.:
· Fire Brigade

· Ambulance

· Poisons information centre

· VWA

· EPA.
14. Details of on site communication systems
The EP should include a description of the communication systems available to staff and their operation.  E.g.:
· Telephone

· Mobile telephone

· Two-way radio

· Public address system.
Resources
15. Details of emergency resources on site
The EP should list the emergency resources available on site including their location and operation.  Include details of information available to staff and emergency services, as well as fire protection equipment, remedial equipment and personal protective equipment.  E.g.:
· MSDSs

· Hose reels

· Fire extinguishers

· Spill kits

· Breathing apparatus.
16. Arrangement for obtaining additional external resources
The EP should include the details of any available additional resources that may need to be acquired and the procedure and contact details to source them.

17. Procedures for safe evacuation and muster of personnel
The EP should include the procedure for evacuation of the site.  Include a detailed step by step guide for the evacuation of the site from the time it is decided an evacuation is necessary, to the time emergency services arrive on scene.  Include the emergencies that will require an evacuation.  Detail should include the following:
· Assembly points

· Communication method

· Accounting for personnel

· Warden position

· Visitors book.
Procedures
18. Details of control points and procedures for essential services
The EP should include the location of the isolation points for essential services.  Include the procedure for the isolation of any services in the event of an emergency e.g. Procedures for the isolation of:
· Power
· Gas
· Fire Mains.
19. Procedures for containment of any incident
The EP should include detailed procedures to contain any incident on site until the emergency services arrive.  Procedures for each incident identified in section 6 should be developed e.g. Containment of:
· Chemical spill
· Fire water runoff.
20. Procedures for decontamination following an incident
The EP should include detailed decontamination procedures for staff or equipment (eg. forklift) that may become contaminated as a result of a spill or an incident.  Decontamination information can usually be found in the MSDS for the relevant dangerous goods.
