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Emergency Telephone Numbers 

Emergency Services
0-000
Fire, Ambulance, Police
ask for service required

Royal Melbourne Hospital, Parkville
0-9342 7000
Eye and Ear Hospital, East Melbourne
0-9929 8666
Poisons Information Center

Royal Childrens Hospital:
0-13-1126

Student Health:
x46904 or x46905

University Security
46666

Maintenance
46000

Person responsible for this area:
Stacey Watts x48744
Location of Nearest First Aid Box
The nearest first aid box is located in the QCV Office, near the fridge.
Location of Nearest First Aid Officer
The nearest first aid officer is:

Janet Carlon – Room 215 x46819
Paul Williams – Building Supervisor x45080
A complete list of First Aid Officers is provided in the QCV Safety Folder.

Location of Fire Extinguishers
The nearest fire extinguisher is to the right of the door to the QCV Office.
The Physics building level two floor wardens are Janet Carlon and Paul Spizziri
Location of Eye Bath

Saline tubes for rinsing eyes are available in both First Aid kits
Location of Chemical Spill Kit

The nearest Chemical Spill Kit is located in the Mechanical Workshop.
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Fire

Any person discovering a fire should: 

1. Activate the nearest break glass fire alarm switch. There is one located outside Geoff’s office (room 103) and also outside the lifts near the screen saver.
2. Rescue any person in immediate danger, if it is safe to do so.

3. Isolate the fire (close doors), alert other people in the immediate area.

4. Contact Security on extension x46666 or 8344 6666 giving the following details: 

· Location of fire (Physics building no.192 and floor)

· Extent of fire (or nature of incident)

· Are there any injured persons (e.g. is an ambulance or medical assistance require

· Name of person reporting the fire or incident. This call should be reported to the Floor Warden.

5. Fight fire if safe to do so.

6. Take direction from the Floor warden. 

Moving in Smoke

If you are trapped in a fire you probably will have to move through smoke. Smoke is a great risk to your health and life as it contains many poisonous gases such as carbon monoxide. To help temporarily eliminate some of these dangerous fumes - if you can, place a wet cloth in front of your mouth and nose. Understand that this will help for a little while but the fumes will still pass through and can cause harm to you. If you have to move through thick smoke, keep low to avoid the dense fumes. 

Stay in touch with some point of reference, like the wall, edge of the room, staircase, etc., so you don't lose your sense of direction. If you feel that you are becoming overwhelmed by smoke or fumes - go down on your hands and knees, keep your mouth low and towards the floor, breathe the air at a level approximately two inches from the floor where there is cleaner air. This could save your life and allow you enough time to escape the fire.

Should you have to dash through, or come into actual contact with the fire or flames, wet your clothes to prevent them from easily catching on fire. 
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1. On sounding of the fire alarm, cease work and shut off equipment if possible.

2. Close all doors and windows and proceed calmly to the Assembly Point. The exit plan is located on the lift noticeboard. Exit through either of the main doors or break the emergency door release on the Emergency door near Geoff’s office. 
3. Go to one of the main assembly points (i.e. Car park in front of the Redmond Barry building or the lawns on Swanston Street).

4. Await direction from the Floor Warden or the Building Evacuation Controller (BEC).
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BOMB OR SUBSTANCE THREATS
The procedures used have been developed on the assumption that all threats will be treated as genuine until investigation proves otherwise. The aim of these procedures is twofold:

1. To take all practical steps to safeguard life,

2. To ensure that unnecessary actions are not taken which may put at risk the students and staff that we are attempting to safeguard. 

Although in most instances the threat made will be a hoax, usually by telephone, there is always the very real possibility that it may not be. Hoax calls are generally made by a person who remains anonymous and is making such calls for personal gain and satisfaction knowing that such calls can cause major disruption and inconvenience. Faculty and Departments, together with Heads of Schools would be targets to receive such calls. The person who notifies of a real threat will generally provide much more detail, possibly including identification to ensure that the threat is taken seriously.

Procedures listed in this section are general rules but because of the potential harm to the University and it’s occupants, all threats must be taken very seriously and the procedures strictly adhered to. Built into such procedures will be the minimisation of media publicity as this type of exposure to such threats tends to increase their frequency. These emergency procedures are available in poster form in our publications section. 

Bomb threats may be in one of the following forms:

A  Doubtful or Suspicious Article?

The threat of explosive or contaminated mail being sent to the University is very real in the light of current world-wide terrorism. To combat this possibility you should have in place appropriate guidelines and measures to assist staff who handle suspicious mail.

Ask yourself, does the doubtful or unattended item represent a potential threat to yourself, your colleagues or the University of Melbourne? Carefully analyse the item for a combination of any of the factors listed below. Ensure you do not touch or move the item at any time.
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Is it a Suspicious Article?

· Is it hidden?

· Is it obviously suspicious?

· Is it typical of your work area?

· Has there been unauthorised access?

· Has there been a perimeter breach?

Is it Hazardous or Suspicious Mail?

· Excessive securing material?

· Excessive weight?

· Protruding wires or foil?

· Lopsided or unevenly weighted?

· Oily stains or visible powder and crystals?

· Stiff or rigid envelope?

· Is the package or mail expected?

· Visual distractions on the packaging?

· Excessive postage?

· Proper names and titles not used?

· Address handwritten or poorly typed?

· Restrictive markings eg: "Confidential"?

· Common words mispelt?

· External or foreign mail?

· Lacks sender address?
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Emergency Procedures

If you believe a letter or parcel is suspicious and you have NOT opened it:
· DO NOT open it, or shake it.

· Place the parcel/letter into a plastic bag and seal it. Place this bag into another plastic bag and seal it.

· Stay in your immediate environment and prevent others from entering the area.

· DO turn off any personal fans in the immediate area.

· DO call for help. Contact Security on 8344 6666 and your supervisor.

· DO wash your hands if you are able to access facilities in your immediate area.

· DO NOT touch your face with your hands or any part of your body that has open wounds.

If you HAVE opened a letter or parcel that contains suspicious powder:
· DO cover the object without touching or disturbing it further by upending your garbage bin and placing it over the top.

· If any material has spilt from the item, DO NOT try to clean it up.

· DO NOT brush powder off your clothing or off any other surface.

· DO turn off any personal fans in the immediate area.

· Stay in your immediate environment and prevent others from entering the area.

· Ensure that co-workers in the same room also stay put.

· DO wash your hands if you are able to access facilities in your immediate area.

· DO NOT touch your face with your hands or any part of your body that has open wounds.

· DO call for help. Contact Security on 8344 6666 and your supervisor.
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BOMB THREAT PROCEDURES
If you suspect the mail item may contain an explosive device:
· DO NOT touch it, or move it.

· Ring Security on x46666 and report the package.

· Evacuate the area if the device indicates it may detonate soon, otherwise, stay nearby behind a solid barrier and prevent others from entering the area.

· Wait for Police to arrive to tell them where the device is.

Written Bomb or Substance Threats
If a bomb threat is received in writing it should be kept including any envelope or container. Once a message is recognised as a bomb threat further unnecessary handling should be avoided. Every possible effort should be made to retain evidence for possible fingerprints, handwriting or typing, paper and postmarks. Such evidence should be protected by placing it in an envelope, preferably plastic.

Immediately report the bomb threat to University Security on 8344 6666 and also to your supervisor. Do NOT activate the fire alarm or emergency evacuation system unless instructed to by the Police.

Such threats will undergo a basic validation criteria in order to rank their potentiality and the Police will be in the best position to judge this. As a general rule of thumb, the more detail contained in the threat wording combined with a willingness to mention names and reasons will be deemed to be a more "genuine" threat than one that provides only the slightest of details.

Phone Threats

An accurate analysis of the telephone threat can provide valuable information on which to base recommendations, action and subsequent investigations. The person receiving the bomb threat by telephone should not disconnect the call and, as soon as possible, complete the information required on the bomb threat checklist.
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BOMB THREAT PROCEDURES
1. Immediately report the call using another telephone to University Security on 8344 6666 and the bomb threat to your supervisor. 

2. If examinations are being held in the building under threat the call must also be reported to the Director, Academic & Student Services 8344 4784. 

3. Do NOT activate the fire alarm or emergency evacuation system unless instructed to by the Police.

Such threats will undergo a basic validation criteria in order to rank their potentiality and the Police will be in the best position to judge this. As a general rule of thumb, the more detail contained in the threat language combined with a willingness to mention names and reasons will be deemed to be a more "genuine" threat than one that provides only the slightest of details.

Typical Phone Threat Questions

If you receive a bomb or substance phone threat, you should try to ask these types of questions (only a small sample):

1. What is it?

2. When is the bomb going to explode? or When will the substance be released?

3. Where did you put it?

4. What does it look like?

5. When did you put it there?

6. How will the bomb explode? or How will the substance be released?

7. Did you put it there?

8. Why did you put it there?

A handy phone threat checklist should be kept near your phone to use if you find yourself in this situation. A copy of the checklist can be found at 
http://www.pb.unimelb.edu.au/emergency/publications/staff/Phone_Threat.pdf
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Chemical Spills

The range and quantity of hazardous substances used in laboratories require preplanning to respond safely to chemical spills. The cleanup of a chemical spill should only be done by knowledgeable and experienced personnel. Spill kits with instructions, absorbents, reactants, and protective equipment should be available to clean up minor spills. A minor chemical spill is one that the laboratory staff is capable of handling safely without the assistance of safety and emergency personnel. All other chemical spills are considered major.

In the event of a chemical spill or hazardous material release in the laboratory which poses a serious danger to personnel:

Immediate Actions

1. Clear the area

2. Check for any persons involved

3. Isolate the spill (if safe to do so)

4. Contact the area supervisor or Safety Officer

The primary concern is to protect health and safety. No action should be taken during an emergency response that directly or indirectly violates this principle.

Considerations for Evacuation

· Uncontrolled open flame

· Uncontrolled compressed gas release

· Any situation which poses imminent threat to human health or safety

When the alarm sounds, all persons should immediately exit the building and report to their assigned assembly area. Elimination of potential sources of ignition should only be done if it can be accomplished without personal risk.
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High Risk Spills

1. Contact the emergency services by calling 0-000 and Security on x46666 and explain the situation.

2. Determine who will take responsibility for the spill, ie Contractor, Fire Brigade, other Emergency Service.

3. Ensure appropriate University Personnel are advised of the situation.

4. Follow any advice or information provided by the Emergency Response Team.

Low Risk Spills

1. Have at least 2 trained workers to handle the spill

2. Use the proper protective equipment

3. Ensure fire protection is available for flammable spills

4. Control the source

5. Contain free liquids by damming, absorbing if appropriate

6. Place all spill residues in an appropriate manner

7. Decontaminate the affected area using an appropriate material

8. Decontaminate the salvage equipment

9. Analyse the area to ensure proper decontamination has taken place

10. Examine walkways, floors, stairs equipment etc for other hazards or damage

Debriefing

· All emergency personnel involved in the spill response should be debriefed after the spill has been resolved.

· All spill control supplies should be restocked.

· All damaged or used equipment should be repaired or refilled.

· When the area is deemed clear, it can be re-opened for operations.
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The properties of natural gas are that it is lighter than air and will dissipate into the atmosphere in the unlikely event of a leak outside your building. If the leak is within your building the situation is much more serious.

Natural gas in its natural state is non-toxic and odourless. As a safety precaution, an odourant is added to ensure quick detection in case of a gas leak. If you can smell gas do not smoke, induce a spark, light flames, or use a mobile phone in the vicinity.

Emergency Action

1. Rescue any person in immediate danger if safe to do so. Use of self-contained breathing apparatus is only appropriate for trained persons working in pairs.

2. Turn off gas at source if possible.

3. Isolate the area if hazardous volatiles are released by closing doors and windows. If flammable vapours are released do not operate any electrical switches. Where fitted, activate emergency shut-off or isolate possible ignition sources at switchboard.

4. The material safety data sheet will have information on the toxicity and flammability of the gas, and provision of first aid.

5. Call security on 8344 6666 and maintenance on 8344 6000.

6. Consider evacuation: 

· Partial evacuation of floor by word of mouth

· Building evacuation - initiated by pressing a break glass alarm. (This alerts the Wardens, calls the fire brigade, and calls Maintenance to the building.)

7. The material safety data sheet will have information on the toxicity and flammability of the gas, and provision of first aid.

8. Do no re-enter area until advised by an emergency team member or other emergency professional that it is safe to do so. 
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Personal Threat

Code Black personal threat encompasses a number of areas all of which will display numerous variables and characteristics. 

This code can be categorised into:

· Confrontation with an armed person

· Confrontation with an unarmed person

· Armed Hold-Up

· Assault / Physical Injury

· Threatening the life of others or oneself

· Hostage / Kidnap scenarios

Due to the inherent nature of Code Black type emergencies, ie dealing with people, it is always difficult to expect or plan for certain outcomes. It is the volatility of human nature and emotion that ultimately dictates the way in which this type of emergency will play out.

To cater for these characteristics, Code Black emergency procedures must be clear and concise and allow for built in improvisation and flexibility when the situation requires. Commonsense and clear thinking are paramount considerations and such factors must always be considered when following the guidelines during this type of response.

It is imperative to remember that the welfare and safety of all could be seriously breached during such an incident. Do not act in such a manner that may exacerbate the threat or cause it become a catalyst for life threatening outcomes. Be responsible and understanding whilst never compromising the safety to yourself and the others around you.

Any staff or students witnessing a Code Black situation should always alert Security on x46666 or 8344 6666 advise accordingly.
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Emergency Action

In the event of being confronted by an aggressive or potentially violent person:

1. Try to remain calm.

2. Alert supervisor.

3. Be firm but polite with the person and let them know that their behaviour is not acceptable.

4. If the behaviour of the person is such that outside intervention is required, contact or arrange to have contacted Security on 8344 6666.

5. You should not feel obliged to rectify the situation on your own. The Security staff are trained to handle these situations.

6. Abusive phone calls: hang up the phone and notify your supervisor. If calls persist, contact the Manager, Telephone Systems.

7. Security telephones, placed at strategic points on campus, are identified by a 
Injuries

Bleeding

Stop the bleeding at once and send promptly for an ambulance or a doctor. Control by direct pressure and elevate the limb if possible. Apply the pad of sterilised dressing(s) (in the first aid cabinet) and bandage firmly. It may be necessary to apply a second pad on top of the first one. Where such dressings are not available, arterial bleeding may be controlled by pressing the artery against the underlying bone with the finger or thumb.

Electrical Shock

Act quickly. Switch off the current. If this is not possible, free the person by using something that will not conduct electricity - DRY, folded newspaper - wood - cloth - rubber. Do not touch the individual - you may get a shock yourself. If breathing is failing or stopped, apply artificial respiration - use the Resusitube if necessary - do not waste time. Get help and send for an ambulance.

Collapse

If the casualty is unconscious, but is still breathing and has a pulse, place him or her on their left side (coma position) and call an ambulance. Cover with a light blanket or clothing – but no hot water bottles. Do not give anything to eat or drink by mouth. 

Fractures

Do not attempt to move a casualty with broken bones or injured joints unless he/she is in immediate danger. 

Burns

If serious, send promptly for an ambulance or a doctor. If possible, run affected area under cold water for 10 minutes if skin is intact. Do not burst blisters, and do not try to remove clothing sticking to the burn or scald. With chemical burns, remove contaminated clothing and flush the burn with plenty of cold water.

Concussion

After a blow on the head, especially when there is interference with consciousness, a doctor should see the casualty. Neither you nor the casualty can decide the importance of this. 

Gassing

If inhalation of any gas is suspected then:

1. ascertain that it is safe to enter the room then carry the patient into the fresh air. DO NOT let patient walk. If breathing has stopped, apply artificial respiration - get help and send for a doctor;

2. if any doubt that the gas may still be present in the room call emergency services. 

Eye Injuries

Chemical in the Eye or Chemical Burn:
Flush the open eye at once with clean cold water for at least 15 minutes. Send the casualty for medical attention immediately. 

Foreign Body in the Eye:
Send the casualty to a doctor or hospital immediately.
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Water Leaks or Flooding

Floods caused by domestic systems usually do not endanger people but can cause extensive damage to buildings and equipment. Floods caused by the overflow of rivers and streams are extremely dangerous and may require the evacuation of buildings.

Safety Issues

· What is in the water? Has it mixed with dangerous chemicals, sewerage, etc.? 

· What is floating in the water which you cannot see?

· How deep is the water? You might not be able to see the large hole or basement stairs covered in water. Access pit lids usually float off in flooded water.

· Is the water live with electricity? For floods inside buildings, this is especially dangerous with most power points and power boards close to the floor.

Emergency Action

1. Turn off water at source if possible.

2. If possible, isolate electrical sources at the switch board or call maintenace.

3. If available and considered useful, local spill kits should be used to restrict the flow of water.

4. Isolate area by closing doors.

5. Call Security on 8344 6666 and maintenance on 8344 6000.

6. Consider evacuation: 

· Partial evacuation of floor by word of mouth

· Building evacuation - initiated by pressing an evacuation break glass alarm. (This alerts the Wardens, and in most building also alerts Maintenance and Security) 

7. Don't move people from safety to danger! Flood waters are unsafe and evacuees should not walk through water.
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Power Blackout

There will be times when the power goes off. There are two basic causes - faults and overloads. In either case, protection equipment operates to switch off supply to limit any damage and prevent further problems.

· Faults are mainly caused by accidents or weather conditions. If your power lines are overhead, there is a greater chance of problems.

· Overloads occur when the demand for electricity exceeds the capacity of the distribution system to supply it.

Faults and overloads can also occur inside your own building.

Emergency Action

1. Contact maintenance on x46000 to determine cause of failure

2. Call security on x46666

3. Consider evacuation: 

· Partial evacuation of floor by word of mouth

· Building evacuation - initiated by pressing the evacuation break glass alarm. (This alerts the Wardens, calls Maintenance and Security to the building.) 

General Suggestions

· Switch off all electrical appliances, especially those that have heating elements.

· Unplug 'surge-sensitive' equipment, such as computers and video recorders.

· Keep one light switch turned on so you know when the power returns.

· Turn on a battery operated radio and listen to a local radio station for information if everyone has lost power.
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CHEMICAL BIOLOGICAL AND RADIOLOGICAL (CBR) INCIDENT
Chemical

Characteristics
· Agent types - nerve, blister, blood, choking, irritating

· Form - May be a solid, liquid or gas and in some gases, odourless, colourless and tasteless. Agents may be inhaled, ingested or absorbed through the skin

· Effects - May be immediately felt or delayed. The agent may produce incapacitation, serious injury or death, depending on the dose received

· Dissemination - Chemical agents may be disseminated by a spraying device, leaking package or container, a bursting device or explosive. 

Self Protection
If you believe you have been exposed to a chemical agent:

· Hold your breath and move away from the site as quickly as possible

· If outdoors, move upwind. If indoors, move outside, covering your face with a handkerchief or cloth if possible

· If you think you may have droplets of chemical on your clothing or skin, immediately remove the outer clothing and wash exposed skin with cold water

· Try to isolate the scene, prevent other unprotected persons from entering

· If you feel affects such as shortness of breath, dizziness, choking, dimming of vision or muscular twitching, seek medical assistance immediately 

· Call 000 and advise the Fire Brigade of a chemical incident. Give details of: 

· Exact location - street address if known

· Wind direction (the direction the wind is blowing from)

· Estimated number of victims

· Victim's symptoms

· Directions to approach upwind of the incident
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· Keep your hands away from your face to avoid contaminating your eyes, nose and mouth;

· If possible (without leaving your workspace) wash your hands;

· If possible have the building ventilation system shut down and turn off any fans; or equipment that is circulating air around your workplace; and

· Wait for help to arrive. 

· Contact University Security/Emergency and explain what has happened and what you have done

Biological

Characteristics
· Agent types (examples): 

· Bacteria - Anthrax, Plague

· Virus - Smallpox, Viral Haemorrhagic Fever

· Toxin - Poisons, Ricin, Botulism 

· Form - Non-volatile, invisible to our senses. Normally ingested or inhaled, not absorbed through skin

· Effects - Usually delayed, ranging from hours to days or weeks

· Dissemination - Requires a dispersion device typically for aerosol dispersion 
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Self Protection
It is unlikely that you will know if you have been subjected to a biological attack. If you suspect you have been exposed to a package or device containing a biological agent:

· Do not disturb the package any further. Do not pass it around. Do not try to clean up the powder or liquid, or brush off your clothing;

· If possible, place an object over the package without disturbing it such as a large waste bin;

· Stay in your office or immediate work area. This also applies to co-workers in the same room. Prevent others from entering the area and becoming contaminated. Remember you are not in immediate danger;

· Call for help. This may be your supervisor or to 000 ask for Fire HAZMAT depending on your situation; Advise: 

· Exact location of incident - Street address, building floor

· Number of people potentially exposed

· Description of the package/device

· Action taken eg., package covered with black coat, area isolated 

· Contact University Security/Emergency and explain what has happened and what you have done 

Radiological
Characteristics
· Types or radiation: 

· Alpha - Travels only centimeters, generally will not penetrate skin

· Beta - More penetrating than alpha, may cause burns to skin, travels only a few meters

· Gamma - Very penetrating, will travel tens to hundreds of meters depending on strength 

· Form - Likely to be radioactive material, such as medical or industrial isotopes, combined with explosive or incendiary material

· Effects - Depending on dose, vomiting, fatigue, skin burns, bleeding, increased risk of infection, hair loss

· Dissemination - More likely by explosion 
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Self Protection
Radiological materials are undetectable by the human senses. It is unlikely that you will know if you have been exposed unless you see markings on a device indicating radiation. If you suspect you have been exposed or are being exposed to radioactive material:

· Reduce your exposure time to radioactive material to a minimum

· Keep away from the source - the further away from the radioactive material, the better

· Cover yourself with heavy or thick material to shield you from radiation

· Place a handkerchief over your mouth if you think there are radioactive particles in the air and move upwind

· Consider removing outer clothing if you think radioactive have lodged in your clothing

· Wash exposed skin and hair areas

· Seek medical advice 

· Call 000 and advise Fire Brigade that you have been exposed to radioactive material. Advise:

· Exact location of incident or device

· Wind direction

· Description of incident or device

· Is the radioactive material on fire

· Approximate number of people exposed 

· Contact University Security/Emergency and explain what has happened and what you have done
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Explosions

An explosion is caused by a rapid expansion of gas from chemical reactions or incendiary devices. Signs of an explosion may be a very loud noise or series of noises and vibrations, fire, heat or smoke, falling glass or debris, or building damage.

Untrained persons should not attempt to rescue people who are inside a collapsed building. Wait for emergency personnel to arrive. 

Emergency Action

1. Get out of the building as quickly and calmly as possible.

2. Contact Security on x46666 and Emergency Services on 000 if people have been injured

3. If items are falling off of bookshelves or from the ceiling, get under a sturdy table or desk.

4. If there is a fire, stay low to the floor and exit the building as quickly as possible

5. If you are trapped in debris, tap on a pipe or wall so that rescuers can hear where you are.

6. Assist others in exiting the building and move to designated assembly areas. 

7. Keep roadways and walkways clear for emergency vehicles and crews.
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Storms and Storm Damage

Natural hazards which affect Victorian communities most often, and cause the most damage, are severe storms. They can occur at any time but are more numerous in spring and summer. Severe storms may be land gales (continuous winds of 62km/h or more) or thunderstorms with damaging winds, intense rain, large hail or even tornadoes. 

Although usually less powerful than in the USA, tornadoes have caused damage in Victoria (including Geelong, Melbourne, Sandon and Dimboola) and injuries and even deaths.

Don't leave loose objects lying around, they could become missiles. Listen for storm warnings on radio and television. They will warn you of what's coming, usually with enough time to prepare yourself for the storm's arrival. Keep under cover (not a tree) and avoid using telephones during violent electrical storms. 

Prepare as the storm approaches

· Listen to local radio for information

· Disconnect all electrical appliances

Be alert during the storm

· Stay inside and shelter clear of windows

· Listen to a portable radio for storm updates

· If you are outdoors, find emergency shelter

Remain vigilant after the storm

· Check your building for damage.

· Keep listening to your local radio station for official warnings/advice.

· Beware of fallen power lines, damaged buildings, trees and flooded drains.

· Check trees near your building for damage and stability.
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Earthquakes
Over a period of time, stresses build beneath the Earth's surface. From time to time, stress is released resulting in the sudden, and sometimes disastrous shaking which we call an earthquake. There is no warning as to when an earthquake could occur and it could last for seconds and larger earthquakes can cause considerable damage.

Fortunately, large earthquakes are not a common occurance in Victoria but they do happen and have occasionally caused damage. We cannot be complacent because seismologists have indicated there is a future potential for damaging earthquakes throughout Australia.

During the Earthquake

· If indoors, stay there (clear of falling debris outside). Keep clear of windows, chimneys and overhead fittings. Shelter under and hold a door frame, table, bench etc.

· In high rise buildings, stay clear of windows and outer walls. Get under a desk near a pillar or internal wall.

· Do not use elevators.

· In crowded areas or stores, do not rush for doors. Move clear of overhead fittings and shelves.

· If outside, keep well clear of buildings, overhead structures, walls, bridges, power lines, trees, etc.

· In a city street, shelter from falling debris under strong archways or doorways of buildings. Don't go under awnings or parapets as they may collapse.

· If in a vehicle, stop in an open area until shaking stops. Beware of 'downed' power lines and road damage, including overpasses and bridges.

· Listen to your car radio for warnings before moving.
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After the Earthquake

Watch for hazards and tend injuries as follows:

· Turn off electricity, gas, water do not light matches until you have checked for gas or fuel leaks.

· Check for injuries. Apply first aid. Do not move the seriously injured unless in immediate danger.

· Check for broken water, sewerage or electrical mains.

· Do not use telephone immediately (to avoid congestion) unless there is a serious injury or fire etc.

· Check for cracks/damage, in roof, walls, chimneys etc.

· Evacuate if badly damaged. Be prepared for aftershocks.

· Do not waste food and water as supplies may be interrupted. Collect emergency water from heaters, ice cubes, toilet tanks and canned foods.

· Listen to local radio and heed warnings and advice on damage and service disruptions.

· Avoid driving unless for emergency (keep streets free).

· Do not go sight-seeing or enter damaged buildings.

· Stay calm and help others if possible. 
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Trapped Persons

Our University has a large number of lifts and machinery. Lifts have been known to break down with people still inside. Staff and students also have the potential, even with our safety programs in place, to accidentally get caught or trapped in heavy machinery.

Trapped in a Lift

1. Look for the "Lift Emergency Phone" button or phone in your lift.

2. State your location and the lift number.

3. Remember to keep calm, help will be on the way.

4. State which level you believe you are on or between.

5. Time of breakdown.

Note: In some lifts telephones are provided with advise as to whom you should call. In more modern lifts a push button, intercom type, direct dial service is provided.

Security will ensure that help is on its way either via Maintenance or the lift company directly. Security will attend to reassure lift occupants. In extreme cases the Fire Brigade may be called to assist with the rescue. 

Trapped by Machinery

1. If appropriate, stop the machinery involved to prevent further injury.

2. Contact Security on x46666 and ring 000 and ask for Ambulance.

3. Contact a First Aider in your building and administer basic first aid if possible.

4. Do not attempt to release the trapped person until the Emergency Services arrive.

5. Try to contain the scene and remove unnecessary people until Security arrive. 

QCV
EMERGENCY RESPONSE PROCEDURES

Building Damage

During construction works, renovations, general maintenance or through accidents building may be damaged. In some case the damage may be substantial and occupants may find themselves in a similar situation to those who have experienced an earthquake. In other cases it may be caused by severe storm damage or an explosion.

In minor situations the building may need to be inspected by engineers and maintenance staff to ensure it is safe to continue working in or around it.

Emergency Action

Watch for hazards and tend injuries as follows:

· Contact Maintenance x46000 and Security x46666 A.S.A.P.. Explain what has happened.

· Turn off electricity, gas, water do not light matches until you have checked for gas or fuel leaks.

· Check for injuries. Apply first aid. Do not move the seriously injured unless in immediate danger.

· Check for broken water, sewerage or electrical mains.

· Check for cracks/damage, in roof, walls, chimneys etc.

· Evacuate if badly damaged. Be prepared for aftershocks.

· Stay calm and help others if possible. 
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