[image: image1.jpg]


Classroom Activity
Dealing with an Emergency
Write a Workplace Safety Procedure

Task: 

Work individually to prepare a workplace safety Procedure for dealing with an emergency.  A Procedure is a set of instructions people must follow to ensure that hazards and risks are controlled.  

Resources: 

Go to http://www.workcover.vic.gov.au
· Home > Forms & Publications > Search Forms & Publications
Type “procedures” in the Search Box and download this WorkSafe publication:

Workplace Health & Safety Policies, Procedures & Evaluation - Getting Started
Your Procedure must say clearly what has to be done in a workplace emergency such as a fire, explosion or gas leak.  It should include the following things:

1. The NAME of the Procedure (in other words, the subject it deals with).

2. A simple statement explaining the PURPOSE of the Procedure.

3. The SPECIFIC ACTIONS or steps people in the workplace must take to carry out the Procedure.

4. WHO is responsible for carrying out the Procedure (this could include supervisors, fire wardens, trained first aiders and other employees).  What does each of these people have to do to make sure that the emergency is controlled?

5. Any DRAWINGS or PLANS of the site that will help to identify things like the location of fire extinguishers, exit doors and outdoor assembly points for people who have been evacuated.

You can write your Procedure in POINT FORM or use DIAGRAMS, FLOW CHARTS and DRAWINGS to make the instructions clear.  
Your Procedure for dealing with an emergency should be clear, and the actions it requires should be easy for people to understand and follow. 
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