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This policy applies to  All Life Choice sites, business areas, employees, contractors 

and visitors 

Policy approval  Quality & Risk Committee  

 

Standards  Human Services Quality Standards 1-6 

Legislation Work Health and Safety Act 

Organisation policies  Incident Management 

Forms, record keeping, other 

documents 

Bomb/Substance threat Checklist 

Evacuation plan 

 

 

 

Procedures 

 

The Chief Executive Officer (CEO) or delegate will be responsible for ensuring that: 

• organisational structures are developed that clearly show roles and responsibilities in the 
event of an emergency 

Record of policy development 

Version Date approved Date for review 

2020/1  August 2020 August 2022 

Responsibilities and delegations  

Policy context – this policy relates to:  

As a part of its risk management processes, Life Choice will do everything in its control to prevent 
injury or harm to individuals as a result of any emergency.  

The Board of Directors has ultimate responsibility for:  

• safeguarding the organisation and its employees, participants and visitors 

• ensuring that emergency and evacuation procedures and facilities are established, 
maintained and reviewed regularly and that they are appropriate and adequate for the 
organisation’s identified needs 

• ensuring that employees have adequate resources, the appropriate training, information and 
instruction in emergency procedures and the use of emergency equipment and facilities 
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• all reasonably foreseeable situations that constitute an emergency have been identified and 
assessed with appropriate controls in place 

• regular emergency evacuation drills are conducted to test procedures and systems 

• staff designated as emergency contacts (e.g. Fire Wardens and First Aid officers) receive 
appropriate training for coordinating emergency responses 

• all workers are familiar with the emergency response procedures and emergency alarm 
sounds 

• they actively participate in the development and review of the emergency policy and 
procedures 

• in the event of an emergency, they (or a nominated member of staff) are to be responsible 
for alerting people to the emergency and communicating adequately with all stakeholders 
during the emergency 

• procedures are in place to respond to emergencies, which may include: 

➢ Fire 

➢ Medical emergency 

➢ Power outage 

➢ Bomb threat  

➢ Personal threat  

➢ Hazardous materials 

➢ Natural disaster 

➢ Evacuation 

 

In the event of impending severe weather events, the CEO closely monitors the situation and 

organises evacuation points in advance as required. All employees affected are experienced on the 

procedure for flooding events and can assist newer employees as required. 

 

Each Leader will be responsible for ensuring their team members have: 

• been informed of the organisation’s policies and procedures regarding all aspects of work 
health and safety (e.g. emergencies, critical incidents, risk management) 

• been provided details of the emergency evacuation procedure, including displaying the 
location of assembly areas on the relevant notice board or advised directly to employees 

• been trained in how to respond to any emergency and provided with written information on: 

− fire related emergencies (e.g. knowing where fire extinguishers are located and which 
fire extinguisher to use for the various types of fires, how to use extinguishers) 

− medical/ first aid related emergencies (e.g. who is the first aid officer(s), where the first 
aid kit is located) 

− who to call if there is a power outage and what to do (e.g. if people are trapped in a lift) 

− what to do if a bomb threat is received 
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− personal threats (e.g. harassment, assault, robbery) 

− what to do if there is an incident with hazardous materials (e.g. gas leak or chemical 
spill) 

− how and when evacuations will be managed (e.g. assembly meeting areas) 

− their responsibilities regarding documentation (e.g. internal reports, incident forms) 

 

All employees must comply with the organisation’s emergency evacuation procedures. Failure to do 
so will result in disciplinary action. 

 

All participants’ homes with accommodation support, the offices, The Hive &The Hub must: 

• have an Emergency Management Plan 

• have a first aid kit available in each house and/or worksite, including vehicles 

• have safety equipment (fire extinguisher, smoke alarms and a fire blanket) available in each 

house and /or worksite 

• undergo a fire drill at least once every three months 

• have an ‘Evacuation Plan’ located where it is accessible and easy to read 

 

If an incident occurs that requires emergency services to be called, all employees are to follow their 

instructions.  

 

Life Choice Support Services 

• Community Access Program – where a person lives in their own home and support is 

provided for that person to attend the community and develop skills  

• Supported Independent Living (SIL) Program – where a person is living in a Life Choice 

24 hour Supported Accommodation house.  

• Office – all employees at 75 Lennox St Maryborough and 1-17 Hershel Court Urraween 

including office personnel 

 

EMERGENCY RESPONSE ACTION PLAN 
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Action Plan A 

• Where an emergency event is anticipated to directly impact the supports being provided, 

support will be cancelled to prevent the risks to all involved.  

• People, families and Life Choice employees will be notified as soon as reasonably 

practicable of cancelled shifts.  

• If support has commenced and an emergency and/or severe weather warnings issued then 

Service Delivery Leader and CEO will discuss anticipated action plan.  

• In most cases employees will be directed to return people to their homes as quickly as 

possible. The NDIS Coordinators will contact families/other services to notify them of this 

action.  

• In some cases, it may be impossible to return a person to their home. Then employees would 

contact their direct manager/On-Call who would organize shelter.  

 

A decision in consultation with CEO and Service Delivery Leader and On-Call will be made the 

night before as to whether community access will be provided the following day in the event of an 

Emergency.  

 

Action Plan B 
• In the event of an emergency Life Choice will remain in touch with advice from emergency 

services.  

• Life Choice employees follow all directions provided by those in authority (such as Bureau of 

Meteorology, SES, Police, Fire etc)  

• In preparation for an emergency, all facilities must have Evacuation Kit and Emergency Kit.  

These kits should be checked every three months by employees to stock up and rotate 

supplies to ensure provisions are fresh and safe to use. .  
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• If advice is provided from those in authority to stay in the facility, Service Delivery Leader and 

CEO will discuss emergency preparation and NDIS Coordinators provide advice to 

employees onsite what to do during the emergency.  

• Wherever required Life Choice will enlist the services of SES or similar to help prepare the 

facility for the emergency.  

• If the person requires high needs support or the extended power outage poses a risk to a 

person, Life Choice will contact a higher needs facility to provide support if required.   

- In Hervey Bay this is Wide Bay Respite services,  

- If outside Hervey Bay Coordinators will seek alternative arrangements.  

• Advice may be given to evacuate the facility, employee’s onsite to remain in contact with 

CEO, Coordinators and/or On-call to discuss alternative arrangements such as families may 

wish to take the person’s home, a public shelter, motel, a host family, employee’s home or 

similar.  

 

Action Plan C 

• During a Pandemic event, Life Choice will communicate to all employees the details of the 

pandemic and what actions are needed from employees.  

• Anyone who becomes unwell must stay home, phone relevant line Leader to report sickness 

and consult their treating health professional for medical assistance.  

• Should a person we support in 24 hour accommodation become unwell employees must 

contact their treating health professional for an urgent appointment, or contact the Out of 

Hours Doctor.  

 

All employees who consider themselves healthy must follow infection control guidelines which 

includes: 

 

▪ Hand hygiene – Wash hands frequently with soap and water or use an alcohol-based hand 

gel prior to eating, touching your eyes, nose and mouth 

 

▪ Cough and sneeze etiquette – when coughing or sneezing, cover your mouth and nose with 

disposable tissues which should be disposed of immediately 

 

▪ Household and workplace hygiene – Don’t share items such as cigarettes, glasses or cups, 

lipstick, toys or anything which could be contaminated 

 

▪ Standing or sitting back – Maintain at least 1.5 metre distance from people who have flulike 

symptoms such as coughing or sneezing 

▪ Wearing basic personal protective equipment – persons are encouraged to cover nose and 

mouth (surgical mask) when out in public to prevent the spread of infection  

 
Action Plan D 

▪ Each site in the accommodation program and offices has an emergency evacuation plan 

▪ Throughout each location there are Evacuation Signs on how to evacuate the building 

▪ Employees on site evacuate as per the plan and assemble in the assembly area to await 

further instructions 
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▪ Ensure all people in the facility are outside, contact emergency services then contact CEO 

or On-Call.  

▪ CEO or On-Call to attend the site and follow directions of the emergency services.  
• Only when the all clear has been given may people re-enter the building and resume their 

duties 

 

When in the community providing support, Life Choice employees should follow the directions to 

evacuate from the persons in authority at the site.  
 

Action Plan E 

▪ For the office or facilities, the employee receiving the call to complete a “Bomb/Substance 

Threat checklist” asking as many questions as possible in relation to the bomb/substance.  

▪ Where possible employee attempts to keep the caller on the phone for as long as possible 

whilst notifying CEO, On-Call, Leader of potential threat  

▪ CEO, On-Call, Leader contacts Emergency services on 000 reporting the concerns 

immediately.  

▪ CEO or delegate evacuates the building.  

▪ Employee receiving the call is responsible for completing checklist with as much information 

as possible about the threat.  

▪ When emergency services arrive, all employees to follow the directions provided.  

 

In the event a bomb threat is presented when supporting someone in the community, Life Choice 

employees will follow the directions provided by the authorities, such as emergency services, 

security or similar.  

 

Action Plan F 

▪ As Earthquakes cannot be predicted, during the quake Life Choice employees are to assist 

the participants to take cover. 

▪ If indoors consider under an internal door frame, table or bed and keep away from windows.  

▪ If outdoors keep well clear of buildings, walls, power lines, trees, etc, if in a street seek 

shelter under archways or doorways of buildings, don’t stand under awnings or parapets, 

beware of fallen power lines and road damage.  

▪ If driving a car pull off the road into a clear area until the earthquake is over.  

▪  

▪ After the earthquake, in any Life Choice facility, domestic stoves and heaters to be turned 

off until checked for leaks.  

▪ Coordinators to arrange for a suitably qualified person to check for gas or fuel leaks, water 

leaks, broken electrical wiring and sewerage pipes, as well as checking the building for 

cracks and damage.  

▪ If in the community contact Life Choice Coordinator and arrange to return the person home 

as soon as possible.  

▪ If unable to return the person home Coordinator to arrange for Life Choice employees and 

person to seek shelter at Wide Bay Respite Services.  
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Action Plan G 

▪ In the event an emergency warning is given for any of the office locations CEO, Leadership 

Group and office personnel may be asked to assist/prepare for the emergency.  

▪ Life Choice will enlist services from SES or similar in the event of an emergency.  

▪ If there is a chance of flooding due to adverse weather, sandbags will be ordered, all office 

equipment and electronics will be lifted off the floors and switched off, except the server 

which is located on the wall.  

▪ If there is a risk of broken windows, windows will be taped and boarded to prevent damage.  

▪ Employees will be directed to go home and seek shelter if able to get home or seek shelter 

at an evacuation site.  

▪ Oncall to remain contactable on mobile for emergency assistance if required.  

 

Action Plan H 

▪ If the emergency arose whilst employees are in the community supporting a person, the 

employee is responsible for ensuring the safety of the person being supported, therefore 

employees would follow all directions provided from authorities  

▪ If the emergency arose at Life Choice facilities, onsite employees to contact emergency 

services as soon as possible and alert them of the danger. 

 

IMPORTANT TELEPHONE NUMBERS 

• Emergency – Fire, Ambulance Police – 000 

• Non Emergency -  PoliceLink – 13 14 44 

• State Emergency Services – 13 25 00 

• Ergon Power Lines Down - 13 16 70 

• Ergon Energy Electricity Supply Interruption – 13 22 96 

• Poisons Hotline – 13 11 246 

• Coordinators or CEO – 4125 4211 

• After hours On-Call Mobile – 0401 739 211 

• Sandbags – 13 52 00 or 07 4190 4810 

• Wide Bay Respite Services – 07 4125 3855 

• After’s Hours Doctor - 13 99 99 or 13 55 66 

 

End of document 

 

 


