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1.1 Introduction 
 
This course is based upon the unit of competency PUAWER008 Confine Small Workplace Emergencies. 
 
For this unit, reference has been made to the Australian Standard AS 3745-2010: 
Planning for emergencies in facilities, which defines a workplace as: 
 
Any place where work is, or is to be, performed by – 
 

a) A person engaged for work for gain or reward, or on a voluntary basis; 
 

b) A person conducting a business or undertaking; or 
 

c) As defined by the relevant Commonwealth, State and Territory occupational 
health and safety statuses for the definition of 'workplace.' 

 
 
 
 

 
A small workplace emergency may include such incidents as: 
 

 A small fire that can be controlled with a nearby fire extinguisher. 
 

 A chemical spill that can be controlled using a small spill kit and workplace 
Personal Protective Equipment (PPE) and clothing. 

 
 A workplace vehicle accident involving no significant injury or damage. 

 
 

 
 

1.2 Identify Potential Workplace Emergencies 
 
Before you are able to undertake any planning for emergencies you will need to identify the possible and probable risks 
for your workplace and the skills and abilities of the team members available to you.  
 
Each workplace will have both general and specific emergency situations to be monitored, assessed and acted upon. 
 
If possible every member of your Emergency Control Organisation (ECO) should participate in the risk analysis exercise so 
that everyone is aware of the potential problems or issues. 
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1.2.1 General Emergencies 
 
General emergencies are those that could be faced by every business, and they include: 
 

General Emergencies: 

 Bomb threat.  Building invasion. 

 Armed invasion.  Criminal activities. 

 Accidents.  Self-harm incidents. 

 Toxic emissions.  Civil disorder incidents. 

 Utility failures.  Fire. 

 Hazardous substance incidents.  Hostage situations. 

 Letter bomb.  Medical emergency. 

 Severe weather or storm damage.  Structural instability 

 Terrorism.  Transport accident. 

 Chemical, biological and radiological incidents.  

 
 

1.2.2 Specific Emergencies 
 
Specific emergencies are those faced only by your business and other businesses in your area, for example: 
 

 Cyclones. 
 

 Animal or livestock emergencies. 
 

 Storm surges. 
 

 Earthquakes. 
 

 Flood. 
 

 Industrial accidents. 
 

 Veterinary emergencies. 
 

 Wildfire incidents. 
 
 

1.2.3 Appropriate Emergency Responses 
 

Once the possible and probable risks in your area have been identified, you will be 
able to develop specific responses, actions, plans, protocols and procedures to 
determine how you and your team will respond. 
 
All members of the team must then be made aware of these emergency response 
procedures and receive training in how to implement them. 
 
During emergencies and evacuations it is essential that all possible precautions are 
taken to prevent injuries. This can be done through constant hazard and risk 
analysis. In every event, err on the side of caution and always look to preserve life 
ahead of property. 
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Review Questions 
 

1.  List 5 examples of a general emergency. 
 

 
1. 
 
 
 
 
2. 
 
 
 
 
3. 
 
 
 
 
4. 
 
 
 
 
5. 
 
 
 
 
 

 

2.  List 2 possible precautions that can be taken to prevent injuries during emergencies and evacuations.  
 

 
1. 
 
 
 
 
2. 
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1.3 Identify and Organise Emergency Response 
Resources 
 
Emergency resources are those items that can be used to confine or contain an emergency situation or are used to 
respond to an emergency. 
 
They could include: 
 

Emergency Response Resources Description or Use 

Access Cards or Codes 
Used to ensure only appropriate people have access to the resources. Could 
include swipe cards, barcodes, code numbers or passwords. 

Communication Systems 
Radios, broadcasts, emails, SMS, landline phones, mobile phones, any other 
method of communicating between personnel in an emergency. 

Surveillance Equipment 
Used to remotely monitor areas or systems. Can be used in an emergency to 
identify the situation or the location of an alarm. 

Fire Protection Equipment 
Could be any extinguishing equipment such as hand-held fire extinguishers, 
integrated alarms and sprinklers, fire blankets. 

First Aid Kits 
Used for the initial treatment of injuries. First aid training is preferable but, if 
necessary, use the equipment to control bleeding by applying pressure and call 
for help. 

PPE 
The specific equipment will vary depending upon the types of emergency 
responses anticipated. 

Barricades Used to stop access to hazardous areas. 

Warning Signs 
Should be applied to any areas where the possibility of danger exists or where 
emergency responses are occurring. 

Spill Control Kits 
Used to confine and control chemical spills. Will vary depending upon the types 
of chemicals that would be found within the workplace. 

Ventilation Systems 
Could be mechanical or manual air handling and movement systems. Will need 
to be appropriate to the workplace and the anticipated risks. 
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1.3.1 Locate Resources 
 

Once you have identified the resources for responding to the anticipated emergency, you will 
need to ascertain the location of all items. 
 
Emergency resources will normally be kept in the most appropriate place within the work area.  
 
For example, some equipment, such as first aid kits and fire extinguishers, will be positioned 
around the workplace in locations that are signed and easy to recognise and access. 
 
 
 
 
 
 
 

 
 
Other emergency equipment may be stored near where an incident is likely to 
occur. Spill kits, for example, will be kept close to the site where work with 
chemicals is undertaken. 
 
Communications systems and integrated fire response systems will generally be built 
into the workplace. 
 
Before using any initial response equipment ensure that all appropriate personnel 
have had the training to use it safely. 
 
 
 
 
 

Review Questions 
 

3.  What do you need to do once you have identified emergency resources? 
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1.4 Maintain Emergency Response Resources 
 
When inspecting the emergency resources for problems you are looking for anything that will affect the operational 
serviceability or usefulness of that piece of equipment. 
 
Common problems could come from: 
 

Problem Reason 

Lack of Use 
Emergency response equipment can deteriorate or stop working if it not used or 
maintained regularly. It is important for regular checks to be conducted to ensure the 
equipment is still adequate. 

Service Issues 
Equipment such as portable fire extinguishers and first aid kits need regular servicing to 
ensure they function correctly. Without this servicing the equipment may not be ready 
to respond in an emergency. 

Ill-Stocking 
If resources such as first aid kits, PPE or spill control kits have not been replenished 
since their last use, they may not be fully functional. 

Being Out of Date 
Older equipment may no longer meet the required standards for incidents that may be 
encountered in the workplace. 

 
A regular program of maintenance and testing will ensure all emergency resources are ready for deployment at any time. 
 
If you find any problems they should be discussed with members of the emergency response team or team leader. 
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1.4.1 Reporting Equipment Problems 
 

When and if problems with the equipment are identified, it is necessary to report 
them to the relevant personnel in accordance with workplace procedures. 
 
The decision will then be made whether to repair or replace items and when this will 
be done. 
 
Tests will also need to be carried out on any items that have been repaired, to 
ensure they are serviceable again. 
 

 
 
If equipment is being replaced, the old equipment will need to be written off in the 
equipment records and the new equipment entered there as well. 
 
These records will need to be kept in accordance with the requirements of the 
workplace and the insurance requirements for the organisation. 
 
 
 
 
 
 
 

Review Questions 
 

4.  What do you need to do if you identify a problem with equipment? 
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2.1 Identify and Manage Risks 
 
Emergency situations are never static and conditions can vary greatly. This means 
that further developments (a deterioration in the situation, or better still, an 
improvement) are always possible. 
 
In an ever-changing environment you must be able to monitor the developing 
situation and respond in accordance with emergency procedures for the workplace 
and for your organisation. 
 
 
 
 
 

2.1.1 Hazards and Risks 
 
A hazard is a thing or situation that causes injury, harm or damage. A risk is the chance of a hazard hurting you or 
somebody else or causing some damage.  
 
If you can remove or at least control a hazard you can reduce the risk involved. This is known as risk management. 
 

 
 
 

2.1.2 Risk Management 
 
Risk management is the process of reducing or managing the risks when working with a hazard or in a hazardous 
situation. 
 
A dynamic risk assessment (DRA) involves the following six steps: 
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2.1.3 Identify Hazards and Developments and Take Appropriate 
Action  
 
Hazards need to be identified so that you can include hazard control measures in your work plan. Following an accident, 
there may be a range of hazards at the scene. 
 
For most workplace emergencies, potential hazards and developments that need to be monitored and responded to 
include: 
 

Hazard/Development Possible Response 

Air Contamination 

For example, smoke or gas contamination. 

Monitor and make note of any changes. You may not be able to monitor for some 
gases without specialist equipment. 

Danger of Explosion 

Can occur with a variety of situations and not only fire. 

If there is any hint of an explosion, you should evacuate away from the area, not 
through it. 

Environmental Impact 
Damage to the environment should be contained. If this is not possible, make a 
note of the impacted area for remedial work to be undertaken. 

Injury or Loss of Life 

Always administer first aid where possible, following all safety and organisational 
procedures. Also, at the first opportunity, write down all details, no matter how 
trivial, about how the situation changed and all factors leading to the injury or 
death. 

Damage to Property Limit the spread of the damage if possible, and keep people away from the area. 

Loss of Communications 
Stick with the plans and procedures for communication loss. Move people if it is 
safe to do so. Attempt to re-establish communications. 

Loss of Containment Fall back and continue to respond as required by your organisation’s procedures. 

Loss of Emergency Resources Fall back, moving out of harm’s way if possible. 

Reactions of People 

Since people react differently to emergencies, it is necessary for you to monitor 
everyone in the area to ensure they are coping with the situation. 

It is ‘stay in place’ scenarios where the most extreme reactions will normally 
occur, as there is often nothing to distract people and keep them busy. 

Where possible, assign tasks to those people you believe could potentially be 
difficult. 

Risk of Increased Threatening 
Behaviour 

Threatening behaviour is a situation where ‘stay in place’ or lockdown is the best 
option. 

If necessary, initiate a more widespread lockdown. 

Release of Hazardous Materials 
Hazardous material release could include fluids, solids or gases. 

Could require a change of tactic or a re-evaluation of the risks involved. 

Risk of Cross-Infection or 
Contamination 

Response will depend on the type of infection or contamination. 

Spread of Hazard/Incident Area Response depends on the nature of the hazard. 

Structural Collapse Any threat of structural collapse will require immediate evacuation of the area. 

Threat from 
Adjoining/Neighbouring Areas 

This is a very real threat in many office buildings and workplaces. 

Be aware of what other businesses around you are doing and the possible threats 
they pose and take action accordingly. 

Vapours, Fumes, Gases 

These could require a change in tactic. Normally if fire is not present, it may be 
best to use a ‘stay in place’ strategy and attempt to lock out the vapours with wet 
towels. This will depend on the type of vapours, fumes or gases involved within 
the workplace. 
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2.1.4 Consider Likely Effectiveness of Initial Response Action 
 

Emergency initial response planning involves the following steps: 
 

 Regular assessment of potential emergency situations and their associated 
risks. 

 
 Identification of the safest, most effective initial response actions. 

 
 Implementation of the initial response actions. 

 
 

 
When considering the likely effectiveness of initial response actions, you will need to 
apply the stages of risk management, discussed above, and make adjustments to 
the plan of attack if necessary. 
 
If you identify a risk or hazard involved with an initial response action you should 
follow workplace procedures for reporting and managing the risks. 
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Review Questions 
 

1.  What is a hazard? 
 

 
 
 
 
 
 
 
 

 

2.  What are the six steps of a dynamic risk assessment?  
 

 
1.  
 
 
 
2. 
 
 
 
3. 
 
 
 
4. 
 
 
 
5. 
 
 
 
6. 
 
 
 
 

 

3.  Why do hazards need to be identified? 
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