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	1.0
	Introduction

	
	It is a fact of life that a risk of explosion in or near our buildings (e.g. bomb detonation), terrorist threat or other major damage to buildings in the workplace exists.  The overriding consideration must always be the safety of employees, visitors and the general public.

The Responsible Person must ensure employees are fully briefed on the arrangements to be followed.  All persons on site (visitors, contractors etc.) must be instructed on the procedures for evacuation of the building/establishment in the event of an emergency.



	2.0
	Statement of purpose/Objectives

	
	The purpose of this guidance is to ensure any emergency situation can be dealt with in a pre-planned and organised manner to maintain the safety of all persons and co-ordinate an evacuation in conjunction with the emergency services.  This document provides information and guidance to managers and employees on Shropshire Council’s arrangements for ensuring that all workplaces have adequate arrangements for safe evacuation in the event of a bomb threat.



	3.0 
	Scope

	
	This arrangement applies to all Service Areas and services within Shropshire Council, but may be supplemented by Service Area policies, procedures and guidance, which set out specific detail relating to service needs.

Service Areas should ensure that those with responsibilities under this arrangement:

· Are trained to an appropriate level

· Have access to competent advice and support



	4.0 
	Responsible Person

	
	In a workplace, the responsible person is the employer and any other person who may have control of any part of the premises, e.g. the occupier or owner. In all other premises the person or people in control of the premises will be responsible. If there is more than one responsible person in any type of premises (e.g. a multi-occupied complex), all must take all reasonable steps to co-operate and co-ordinate with each other.



	5.0 
	Appointment of an Emergency Co-ordinator

	
	The coordinator is the person who will be responsible for implementing the following, and must have the authority consistent with this:  

· Making a preliminary assessment of the threat

· Contacting the police

· Making the decision to evacuate

· Initiating a search of the building

· Making the decision to re-occupy the building

· Providing staff with the relevant information

· Reviewing and updating arrangements
Appendix 1  shows the major evacuation plan flowchart



	6.0 
	Duty to take General Precautions

	
	The responsible person must take such general precautions as will ensure, so far as is reasonably practicable, the safety of their employees, service users, non-employees, and contractors and to ensure that the premises are safe; this includes the external perimeter of the building.


	7.0 
	Competency

	
	A competent person is someone with enough training/experience or knowledge and other qualities to enable them to assist properly in undertaking the preventive and protective measures.

Additional support and guidance is available from the Emergency Planning Team or from the Health & Safety Team.


	8.0 
	Provision of Information to Employees

	
	The responsible person must ensure that all employees including those from
 an outside undertaking who are working in or on the premises is provided with comprehensible and relevant information relating to the emergency procedures.


	9.0 
	Training

	
	Training for persons responsible for undertaking risk assessment will be provided as required by the Council 

The responsible person must ensure that their employees are provided with adequate safety training (induction training) at the time when they are first employed and on their being exposed to new or increased risks. The training should be repeated at least annually and include suitable and sufficient instruction and training on precautions and actions to be taken by the employee in order to safeguard themselves. See FAQ for further details.




	10.0 
	Co-operation & Co-ordination

	
	Where two or more responsible persons share, or have duties in respect of, premises (whether on a temporary or a permanent basis) each such person must co-operate with the other responsible person concerned so far as is necessary to enable them to comply with the requirements and prohibitions imposed on them by the Management of Health & Safety at Work Regulations.



	11.0 
	General Duties of Employees at Work

	
	In addition to the general duties placed upon employees applied under the Health & Safety at Work etc. Act, every employee must, inform their line manager or the Health and Safety Team of any serious and immediate danger to safety in the workplace.



	12.0
	Implementation

	
	Management guidance in the form of frequently asked questions will be provided and updated to support the implementation of this arrangement.



	13.0
	Compliance

	
	This arrangement will enable Shropshire Council to confirm to statutory requirements and best current practice.  Further references are provided in appendix 5.



	14.0
	Review of Arrangement

	
	This arrangement will be reviewed by Occupational Health and Safety Team, in three years.
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	1
	Roles and responsibilities/who does what?

	1.1 
	Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with the Health and Safety at Work etc. Act 1974 and associated legislation


	1.2 
	The Chief Executive and Corporate Management Team are responsible for ensuring:

· The implementation of the bomb emergency arrangement across all Service Areas to ensure consistency of approach.

· The allocation of suitable and sufficient resources.

· Ensuring that progress in the implementation of requirements is monitored effectively.



	1.3 
	Directors are responsible for ensuring:

· The implementation of the bomb emergency arrangement and that all employees are familiar with this procedure.

· Identifying Responsible Officers to carry out Evacuation Controller duties this includes ensuring emergency arrangement risk assessments are carried out.

· That managers and supervisors receive sufficient training to undertake their role.

· The allocation of sufficient Service Area resources to effectively manage emergency evacuation procedures.



	1.4 
	Line Managers/Supervisors are responsible for:

· Identifying fire wardens and their deputies.

· Ensuring that all fire wardens receive information, instruction and training relating to emergency evacuation (including bomb emergencies).

· Reporting any significant building emergency procedure issues or concerns to the Human Resources & Development Health and Safety Team.



	1.5 
	The Health and Safety Team is responsible for:

· Providing advice and guidance to managers on emergency evacuation procedures in the workplace.

· Ensuring, in conjunction with managers, that a high level of emergency procedure awareness is achieved in all workplaces.



	1.6 
	The Emergency Planning Team is responsible for: 
· Identifying the threats and risks in Shropshire and plan for the recovery should an incident occur.



	1.7 
	All employees of Shropshire Council are responsible for:

· Complying with the requirements of this procedure.

· Follow the precautions identified in the emergency procedure risk assessment

· Follow procedures relating to emergency evacuation of their workplace

· Reporting any safety or security issues to their line manager as soon as possible, including issues of work practices, in order that remedial actions can be taken.

· Comply with the emergency procedures of host organisations when visiting or working at their premises.



	2.
	What is the emergency action plan?

	
	The emergency action plan is a written document which includes the action to be taken by all employees in the event of an emergency occurring and the arrangements for calling the police/fire brigade.  It should include concise relevant information, including the method for raising the alarm and the location of evacuation assembly points, the emergency plan should be displayed in prominent areas.



	3.
	How could you receive a bomb threat warning?

	
	· A bomb threat could be received in a number of ways:

· Via the main switchboard

· Any internal phone with a direct dial facility

· The police

· The local press

· Some other third party



	4.
	What is the bomb emergency arrangement?

	
	Normally the same procedure is followed for that of a fire.  Using one of the fire alarm call points would normally activate the alarm, but where possible the signal should sound differently for example a repeated intermittent ring (this would normally be activated from the alarm panel).

The designated bomb assembly point should be a suitable distance away from buildings and car parks taking into account the possible spread of blast, glass and debris damage.

A suitable site giving consideration to ease of access and egress for emergency vehicles should also be identified for first aid needs. This will also make a good position for your Incident Control point.

Bomb evacuation notices should be displayed alongside fire notices (an example is attached) Appendix 3


	5.
	What is a Personal Emergency Evacuation Plan (PEEP)?

	
	This is an individual plan for means of escape from a workplace/building. 



	6.
	What are the threats?

	
	The potential threats from bombs should be identified.  This can be achieved by answering the following questions:

· What is the current security climate and has there been a recent terrorist activity?

· Is there anything about our organisation, building or staff that might attract a terrorist attack?

· Have we any association with high-profile individuals or organisations that may be a terrorist target?

· Could collateral damage occur from an attack on a high-risk neighbour?

Further information on the current threat can be obtained from West Mercia Police or via https://www.gov.uk/terrorism-national-emergency


	7.
	How do I assess the threat?

	
	The bomb threat checklist should be completed as soon as a bomb threat has been received.  Appendix 2 Bomb Threat checklist.  The completed checklist should assist the Co-ordinator in making an assessment of the risk to people and property
The Co-ordinator should analyse all the information available and make an informed judgement regarding whether to:

· Evacuate the building;

· Contact the police for advice or assistance;

· Initiate a search of the building;



	8.
	When do I evacuate the building?

	
	The Co-ordinator is responsible for deciding whether the building is to be evacuated.

Clearly, this is a matter of judgement, having regard to all the information available.  Where the risk to people and property is felt to be significant the premises should be evacuated.  

Ideally, the instruction to evacuate should be by word of mouth or use of a designated bomb alarm (e.g. intermittent alarm sounder). Only if this is not practicable (e.g. if the co-ordinator is concerned at the lapse of time since the threat was received) should the fire alarm be used.

If at all possible, employees and members of the public should be asked to take personal belongings with them as this will facilitate the search.   Link to Appendix 3 Bomb Threat Notice


	9.
	Who is the Responsible Person?

	
	In a workplace, the responsible person is the employer and any other person who may have control of any part of the premises, e.g. the occupier or owner. In all other premises the person or people in control of the premises will be responsible. If there is more than one responsible person in any type of premises (e.g. a multi-occupied complex), all must take all reasonable steps to co-operate and co-ordinate with each other.



	10.
	What is the Police procedure?

	
	Having been advised of bomb threat, it is not normal police practice to search the premises. This is because police officers:

(a) Are unlikely to know the lay-out of the buildings, or the likely places in which a device could be concealed,

(b) being unfamiliar with the premises, would not be able to distinguish between items which ought and ought not to be there.

Where the Police believe the threat to be credible, they may decide to call in the Explosives Ordnance Division who may undertake a search of the premises.



	11.
	Should I make a search?

	
	In deciding whether to initiate a search the safety of employees must be the overriding consideration.  No one can be compelled to perform a search.

If on the advice from the police the decision is to initiate a search, the responsibility for directing and supervising it remains with the co-ordinator. 
The search should be conducted in a methodical way.

The search of the ground floor should also include outside areas and the perimeter of the building.

At the conclusion of the search, the searchers should report their findings to the Co-ordinator.

Should anything suspicious be found a marker should be placed close to (i.e. not on) the item.



	12.
	Who is the Evacuation Controller?

	
	The Evacuation Controller is normally the ‘Responsible Person’ for the building.


	13.
	What security measures should be carried out?

	
	An integrated approach should be taken for security this includes personal security;
· All employees should wear and display their Shropshire Council identity card whilst at work;
· Visitors and contractors should wear temporary identification badges.
Material security precautions will include;

· Good house keeping arrangement particularly the prevention of waste and rubbish build-up in public areas.



	14.
	What type of bombs may be used?

	
	· Incendiary bombs.

Incendiary devices are generally hand-carried devices, often deployed against economic targets such as retail outlets and transportation

The usual intention is to cause economic damage and weaken public confidence rather than cause mass casualties.

· Letter bombs

Letter bombs (including parcel, packages) delivered by post or courier have been a commonly used terrorist device.

Letter bombs may be explosive or incendiary, or conceivably chemical, biological or radiological.

Anyone receiving a suspicious delivery is unlikely to know which type it is, so procedures should cater for every eventuality.

· Person-borne devices/suicide bombers
Hand delivered devices are usually carried in containers such as rucksacks, vests or briefcases, which are chosen to blend in easily with the target surroundings or are easily concealed by clothing.

· Vehicle borne improvised explosive devices

Vehicle borne bombs are capable of delivering a large quantity of explosives to a target.

· Chemical, biological and radiological (CBR) bombs.

To date there has only been limited examples of terrorists using CBR materials, the likelihood of a CBR attack remains low.



	15.
	Do I need a security evacuation plan for my building?

	
	Because of the diverse nature of the Councils' properties and the uses to which they are put, it is not possible for a single document to cover all our buildings.

The responsible person for the building is required to prepare an individual security evacuation plan for their building, outlining the specific details for emergency evacuation and provide details of contact names and emergency evacuation assembly points (which will be different from fire assembly points).

The security action plan may contain the following criteria;

Pre-planning 

· Security/bomb risk assessments

· Making emergency plans and PEEPS for all building users

· Formulation of emergency procedures

· Emergency drills

· Provision of information, instruction and training

· Co-operation and co-ordination with other premise users

Security prevention measures

· Good housekeeping & adequate security measures

· The checking of employee/visitor Identity cards

· Only allowing authorised people into staff areas

· Control of contractors working on-site



	16.
	What are the reasons for Emergency Evacuation?

	
	Users of buildings will be required to evacuate if there is a threat to the building that is greater than any danger outside the building.  Such instances could be;

· A major fire in the building

· Suspect object found in or around the building

· Bomb Threat received

· A gas leak in or near the building

· Certain types of electrical fault

· Major chemical release in or near the building

· Flooding to the building

· Structural damage to the building



	17.
	What travel distance should the assembly point be from the threat?

	
	Evacuation points when there is a risk of explosion, generally need to be further away then when there is a fire.  As a guide bomb assembly points should meet the following minimum criteria;

Letter bombs
 – 100metres

Car bombs
 – 200 metres

Lorry bomb
 – 500 metres



	18.
	What training is available to help complete a risk assessment?

	
	Risk assessment training can be provided by the Health and Safety Team Tel. 01743 252819. 


	19.
	What does an emergency planning risk assessment involve?

	
	There are 5 key steps in a risk assessment:

· Identify the hazards (e.g. where could an explosive device be placed? what would be the outcome?)

· Consider the people who may be at risk (e.g. employees, visitors and anyone who may be vulnerable such as children, the elderly and disabled)

· Evaluate and act.  Think about what you have found in steps i & ii above and remove and reduce any practical risks to protect people and premises.

· Record, plan and train, keeping a record of what risks you have identified and what actions have been taken to remove/reduce them

· Review your risk assessment regularly (at least annually) to ensure it remains up to date.



	20.
	I have been identified as the building ‘Responsible Officer’ what do I have to do in the event of a bomb emergency?

	
	The key responsibility is to oversee and direct the emergency response required for dealing with the emergency, these tasks will include;

· Receiving the initial notification of the incident (i.e. from employee receiving threat phone call/arrival of suspicious package etc)

· Assume the role of Evacuation Controller

· Carry out a dynamic risk assessment of the severity of incident

· Do not touch suspicious items

· Move away to a safe distance

· Prevent unauthorised people from approaching incident

· Use hand-held radios and mobile phones away from the immediate vicinity of the suspect item

· Follow Shropshire Council’s Major Evacuation Plan flow-chart – see appendix 1 for details

· Ensure whoever found or witnessed the incident remains available to brief the police

· Prior to leaving the building complete an Emergency Contact Sheet appendix 4


	21.
	What are the Duties of Evacuation Controller?

	
	Duties Prior To Emergency 

It is the duty of the evacuation controller to co-ordinate the premises safe evacuation in case of serious and imminent danger such as bomb alert, gas leak, structural damage, also;

· Maintain a register of Area Fire Wardens for the building.

Ensure that all duties are covered by Deputies in periods of absence

On receiving a bomb threat warning

· Report to the Evacuation Control Point wearing high visibility tabard, with evacuation lists and relevant closure notices available.

· Immediately inform the Police (Dial 999)

· (NOTE: it may be necessary to dial initially an additional 9 to attain an outside line) and inform the Emergency Services using the correct message procedure.

· Place a sign on building stating ‘ENTRY PROHIBITED’ building closed. See also link to Appendix 4 Emergency contact sheet

· Receive and record evacuation reports from Area Fire Wardens informing the Senior Fire Brigade Officer as appropriate.

· Position organise and co-ordinate First Aiders to ensure provision of an emergency first aid treatment facility.

· Meet the Police/Fire Brigade and give a concise situation report.  Carry out the instructions of the Senior Police Officer if present.

· Ensure a building Emergency Contact Sheet appendix 4 has been completed.

At Conclusion of Emergency

· Following the all clear from the Senior Police Officer the building may be re-opened, and employees recalled.

· Return tabards and notices.

· Debrief all employees with special evacuation responsibilities following the drill/incident.
· Discuss any necessary points with area Fire Wardens or Service Area managers.

· Complete Incident report if not a planned drill

· Submit a written report to the Service Area Assistant Director responsible for Health & Safety (copy report to the Service Area Health & Safety Coordinator).



	22.
	What are the Duties of Fire Wardens?

	
	Prior to Emergency

It is the duty of the fire wardens to co-ordinate a local search and/or assist in the verbal communication strategy to ensure the premise safe evacuation in case of serious and imminent danger such as a bomb alert, gas leak, structural damage etc.  Also;

· Ensure that you aware of the procedures in place for area clearance, closure & safe evacuation.  If you are planning leave or working away from your designated building, ensure your deputy is available and is aware they are responsible for those periods of absence.

· Be aware of who you are required to report to.

· Discuss evacuation plans with disabled employees and ensure that, where necessary, Personal Emergency Evacuation Plans (PEEPS) are practised in advance

· Liaise with Service Area Managers/Team Leaders to ensure that all employees receive relevant safety information & training and know what to do in the event of a bomb emergency.

In the event of a bomb emergency

· Put on your high visibility tabard and if instructed that there is to be an evacuation, assist with the orderly evacuation of the building using the approved routes.

· Inform people to collect their personal belongings and escort them from the building using safe routes

· Under guidance from the Evacuation Controller conduct a search of your allocated area include all offices, toilets and other rooms, ensure that no-one remains within your area of responsibility

· Ensure that any special procedures for the evacuation of the disabled are put into effect (PEEPS).
· Report to the Evacuation Controller at the Evacuation Control Point giving details of any problems found in your area of responsibility e.g. disabled people proceeding at a slower rate or that your area is clear (if you are satisfied that no one remains in the area.)

· Where possible wheelchairs belonging to non ambulant employees should be removed from the building if practicable.

· Proceed to the Assembly Area, encouraging other staff and visitors to do so.  Report to the senior manager assuming responsibility.

At the conclusion of emergency

· Attend the drill/incident debriefing session bringing to the meeting any problems or points which need to be discussed.



	23.
	What are the duties of Managers & Team Leaders?

	
	prior to an emergency

· Ensure that each new employee (or existing employee relocated to a different work site) is briefed on their first day in the workplace on the following:

· Site specific emergency procedures.

· Action to be taken on finding a suspicious package/receiving a bomb threat call.

· Action to be taken on hearing the fire/bomb alarm.

· Location of the bomb assembly point.

· Be aware of the special needs of any disabled staff and liaise with the Evacuation Controller and Area Fire Wardens about implementing any special arrangements i.e. Personal Emergency Evacuation Procedures (PEEPS) which may be necessary.

· Undertake regular (no less frequently than annually) emergency evacuation procedural refresher training for all employees, including the use of evacuation chairs, ensure that all such training is recorded.
On Hearing the Fire/Bomb Alarm

· Assist the area Fire Warden with their task of ensuring an orderly evacuation.  Pay particular attention to any employee who may need reassurance or special help.

· Evacuate to the designated emergency assembly point.

· The most Senior Manager should take charge of the assembly, encouraging employees to assemble in a safe and orderly manner e.g. at the assembly area away from traffic hazards.  Do not inhibit members of the public during drills but redirect them during an emergency.

· Await instructions from the Evacuation Controller. If the building cannot be re-occupied, liaise with the Emergency Controller (and the Emergency Planning Team) about what instructions should be given to staff or emergency contingency plans put in place.

· Be advised by the Evacuation Control when the emergency is over.  Assist the Evacuation Controller to recall staff.

At Conclusion of Emergency

· Discuss any necessary points with the Evacuation Controller.

Ensure that any observations made by the drill/incident debriefing group are passed on to staff and actions taken where necessary.


	24.
	What are the duties of Receptionist/Attendants/Security Staff?

	
	On receiving a bomb threat telephone call

· Complete the bomb threat check list Appendix 2
· Ensure the Building Responsible Person is informed immediately

· Push back any displays, tables, chairs and rope barriers to improve fire door access.

· Ensure that the exit door is fully opened and prevent entry to the building. 

· Report to the Evacuation Controller 
· Evening venues ~ Assume responsibilities of Evacuation Controller if a responsible person has not been identified by the committee services officers, convenors of meetings or group organiser letting the building.

Note: 
Displays or equipment should never be in a position in a way that constitutes a hazard or impedes swift safe access/egress.



	25.
	What are the duties of Building Managers?

	
	prior to an emergency

· Test fire/bomb alarms weekly (from different call points): at a pre-set time and day. 

Be aware of the current national security status. Further information on the current threat can be obtained from the front page at https://www.gov.uk/terrorism-national-emergency
On hearing the fire/bomb alarm

· Evacuate the building.

· The most senior or duty caretaker (if designated) should report to the Evacuation Controller at the Evacuation Control Point.

At conclusion of an emergency

· On the advice of the Evacuation Controller and or Senior Fire Brigade Officer reset the alarm.

· Discuss any necessary points with the Evacuation Controller.



	26.
	When can the building be re-occupied?

	
	If the search has revealed nothing untoward and if the co-ordinator (in liaison with the police) concludes that the risk to people and property is minimal, reoccupation of the building should take place.

If there is any doubt at all about the safety of employees, the building must not be re-occupied.




Appendix 1  Shropshire Council Major Evacuation Plan ~ Flowchart


Appendix 2

Bomb Threat Check List

CHECK LIST WHEN YOU RECEIVE A BOMB THREAT

· Switch on tape recorder, if available 

· Record the exact wording of the threat  ___________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

· ASK CALLER

1. Where is the bomb right now? 

_____________________________________________________________________

2. When is it going to explode? 

_____________________________________________________________________

3. What does it look like? 

_____________________________________________________________________

4. What kind of bomb is it?  

_____________________________________________________________________

5. What will cause it to explode?  

_____________________________________________________________________

6. Who placed the bomb?  

_____________________________________________________________________

7. Why? 

_____________________________________________________________________

8. What is your Name?    
Address?

Telephone Number?
_____________________________________________________________________

_____________________________________________________________________


· FIRST: Call the Emergency Services

· Call Facilities Manager/Building Responsible Person

Record: 

Time and date of call:  _____________________               Length of call:  _____________

Number at which call is received (that is your extension number):               _____________

Number of caller: _____________________________________

About the caller

Male ___

Female ___

Nationality  ___

Age  ___       

Threat language

Well spoken  ___

Irrational  ___

Taped  ___

Foul  ___

Incoherent     ___



Caller’s voice

Calm       ___
Crying    ___
Clearing throat  ___
Angry        ___
Nasal       ___

Slurred    ___
Excited   ___
Stutter                ___
Disguised  ___
Slow     ___


Lisp         ___
Hoarse  ___
Rapid                 ___
Deep          ___
Familiar  ___

Laughter  ___
Accent    _____________________________________

Background sounds

Street noises
      ___
House noises        ___
Animal noises  ___
Crockery  ___

Motor                    ___
Clear                    ___
Voice                ___
Static        ___

Music   
      ___
Factory machinery  _____ 
Office machinery  ______

Other (specify)    ________________________________________________________________________

Remarks   _______________________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature  _________________________________  Date  ________________________

Print name  ________________________________________________________________________

Appendix 3

BOMB TBOMB THREAT NOTICE

	
	Instructions to all employees on hearing the bomb threat alarm
	

	
	
	

	
	Leave the building at once by the nearest available exit route – escort any visitors with you from the building
	

	
	
	

	
	Lifts must not be used
	

	
	
	

	
	Do not re-enter the building for any reason until the ‘all clear’ has been given
	

	
	
	

	
	If it does not require a detour or significant delay, take coats and personal belongings such as briefcases, handbags, keys, shopping bags & valuables with you.

Wheelchair users should ensure that wheelchairs are brought out of the building where practicable
	

	
	
	

	
	Ensure that work equipment is left in a safe condition and where necessary isolate mains electrical/gas supplies
	

	
	
	

	
	It is important that as you leave, you make a thorough but quick visual inspection of your work area for suspicious objects/packages.  DO NOT TOUCH  or examine any suspicious package or object.  Report any matters of concern to your Fire Warden or to the Evacuation Controller.
	

	
	
	

	
	Go immediately to your bomb assembly point which is:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Keep well away from the building/incident area
	

	
	
	

	
	At all times:
	

	
	
	

	
	Keep Calm
	

	
	Keep Quiet
	

	
	Do Not Rush or Attempt to Push Past Others
	

	
	Do Not Use Mobile Phones
	


Appendix 4

	Emergency Contact Sheet

	

	Contact Name:

	

	We Have Moved To:

	

	

	

	

	Time of Leaving Building:                                             am/pm

	

	Contact Telephone Numbers:

	(i)

	(ii)

	

	Other Information:

	

	

	

	

	

	

	


Appendix 5
Legislation and Standards
The following legislation is relevant to the control of risks presented by bombs.

· Health and Safety at work etc Act 1974.

· Civil Contingencies Act 2004

· Management of Health and Safety at Work Regulations 1999

· The Regulatory Reform (Fire Safety) Order 2005.

Scenarios


Gas Leak – Structural Damage


Bomb Threat or Alerting call received


Package Found


Police require evacuation of building or area





Call Police


Call Building Premises Manager





Inform Evacuation Controller





Decide Search Plan


Initiate Search





Decide Evacuation Plan


Initiate Evacuation





Contact Area Fire Wardens





Initiate Personal Emergency Evacuation Plan (PEEP)





Fire Wardens search and report findings to Evacuation Controller





Fire Wardens inform persons to leave / evacuate the property





Fire Wardens report to Evacuation Controller at Control Centre





Fire Wardens transfer to Evacuation Point





Evacuation Controller places contact card in window / doorway





Assemble at Evacuation Point


Act as contact to control centre





Send Staff Home





Re-occupy the building





Relocate Service Operations


Instigate SC business continuity plan for the service





This section to be completed immediately after the call has ended.
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