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• MEDICAL EMERGENCIES

• VEHICLE BREAKDOWNS
FIRE POLICY

This policy is to ensure fire safety at all times.  It is the Organisation’s intention to provide training for staff on an ongoing basis where required for workplaces of the Organisation and at consumers homes. The following procedures and safety aids are to be put into place.
FIRE PROCEDURES
I.
All exits/doors to be unlocked upon arrival at the workplace.

2.
Emergency exits to be kept clear at all times.

3.
Organisation workplace Exit and Procedure Plans are to be instigated at all worksites including consumer homes.  Fire exit drills will be held at least biannually at Organisation premises.

4.
Copy of Exit and Procedure Plans to be displayed in a prominent place.

5.
Ensure front exit door be kept clear.

6.
All staff to be familiar with location & operation of all equipment where supplied.

7.
The following safety aids to be used.
SMOKE ALARMS

· Test smoke alarms every month to ensure they are working correctly.

· Change batteries on the 1st working day in April each year.

· Clean smoke alarms at least once every year.
FIRE EXTINGUISHERS
· Fire Extinguishers should be kept in a prominent place and visible. (See Fire Exit Plans).

· To be checked in accordance with safety standards.
FIRE BLANKET

· Fire Blankets should be kept in a prominent place and visible. (See Fire Exit Plans).

WATER HOSES

· Water Hoses are to be maintained and kept accessible.

ROBBERY WITH INTENT TO VIOLENCE PROCEDURE

· Determine what they want.
· If practical meet their demands.
· Make accurate observations - personal/identifying characteristics.
· Other staff ensuring the safety of consumers - removing from the immediate area. 

· RING 000.
· Don't be a hero.

· Incident Report must be completed – (see policy). Record relevant information.

· Debriefing if necessary.
MEDICAL EMERGENCIES PROCEDURES
· Ensure updated first aid equipment accessible.
· Apply first aid.
· Ring 000 if required.
· Notify management, family, relevant others
· Debriefing if required for staff and stakeholders involved
· Complete all documentation as required by the agency
VEHICLE BREAKDOWN / ACCIDENT PROCEDURE
· Use hazard lights.
· Move to safety if practical.
· Ring designated road-side support (e.g. RAC/ Toyota Support etc) if possible. 
· Ring Organisation/Supervisor to notify what is happening.

· Flag down another motorist to phone emergency service if required.

· Remove consumer/s if practical. Ensure their safety e.g. Sunburn etc.
· Report to manager with regards to consumer property
· Transportation / destination, vehicle location.
· Take written details of the other vehicle if applicable.

· Complete Organisation’s required documentation (Vehicle Policy Accident/Incident Report Form, insurance forms etc)
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