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This policy applies to  Board, Employees, Volunteers 

Policy approval  Board  

 

Record of policy development 

Version Date approved Date for review 

[2020/2]  August 2022 August 2024 

Responsibilities and delegations  

The Board has ultimate responsibility for safeguarding the organisation and its personnel, 
participants and visitors. It is the responsibility of the Board to ensure that emergency and 
disaster management procedures are established, maintained and reviewed regularly, and that 
they are appropriate and adequate for the organisation’s identified needs. 

It is also the responsibility of the Board for ensuring that people have the appropriate training, 
information and instruction in emergency and disaster management procedures, and the use of 
emergency equipment and facilities. 

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. Life Choice will also ensure 
that arrangements are in place to facilitate the continuity of supports that are critical to the 
safety, health and wellbeing of participants in the event of an emergency.  

To reduce the risk to personnel, the Board will be responsible for providing a work environment 
where all workers are trained and prepared for emergencies.  Emergencies may include: 

• Fire; 

• Medical emergency; 

• Disease outbreak; 

• Power outage; 

• Bomb threat;  

• Personal threat;  

• Hazardous materials; 

• Natural disaster; and 

• Evacuation for any reason. 

The Board will ensure that adequate resources are allocated to enable an appropriate response 
to any emergency (e.g. worker training, personal protective equipment (PPE) or first aid 
equipment). 
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Standards  NDIS Practice Standards November 2021 

Legislation Work Health and Safety Act 

Carers Recognition Act 

Disability Discrimination Act 

Disability Services Act 

Equal Opportunity Act 

National Disability Insurance Scheme; Principles 

National Disability Insurance Scheme Quality and 

Safeguarding Framework 

Organisation policies  Business Continuity 

Choice and Control 

Incident Management and Procedures 

Continuity of Supports 

Duty of Care 

Easy Read Rights 

Participant Rights 

Emergency Plan 

Epidemic Pandemic policy 

First Response Training 

Infection Prevention & Control policy 

Risk Management policy 

Staff Development and Training 

Work Health and Safety 

Forms, record keeping, other 

documents 

PEEP form 

Risk assessment form 

Fire Evacuation plans 

Incident Management System 

 

Procedures 

The Chief Executive Officer will be responsible for ensuring that: 

• Life Choice has established an emergency and disaster management plan; 

• the emergency and disaster management plan identifies and anticipates responses to all 
reasonably foreseeable emergencies which may include: 

o fire; 

o medical emergency; 

o power outage; 

o bomb threat; 

o personal threat; 

o hazardous materials; 

o natural disaster; and 

Policy context – this policy relates to:  

https://www.legislation.gov.au/Details/C2010A00123
https://www.legislation.gov.au/Details/C2009C00402
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2006-012
https://www.business.qld.gov.au/running-business/employing/employee-rights/anti-discrimination-eeo
http://idfnsw.org.au/images/files/8.-NDIS-Principles-handout-NSW-FINAL.pdf
https://www.dss.gov.au/disability-and-carers/programs-services/for-people-with-disability/ndis-quality-and-safeguarding-framework
https://www.dss.gov.au/disability-and-carers/programs-services/for-people-with-disability/ndis-quality-and-safeguarding-framework
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o evacuation. 

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

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

• workers 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 and disaster management plan and emergency 
alarm sounds; 

• workers actively participate in the development and review of the emergency and disaster 
management plan; 

• workers consult with participants and their support networks about the plan and put the plan 
in place; 

• the plan is tested and adjusted in the context of a particular kind of emergency or disaster; 

• the plan is periodically reviewed to ensure that it responds to the changing nature of an 
emergency or disaster; 

• participants and their support networks are consulted in these reviews; 

• workers with capabilities that are relevant to assisting in the response to an emergency or 
disaster (such as contingency planning) are identified; and 

• 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 participants, their 
families or guardians/advocates during the emergency. 

 

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 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; 

− 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). 

 

Continuity of critical supports 
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Life Choice will identify supports which are critical for the health, wellbeing and safety of each 
participant. Workers have been trained to ensure that participants will continue to receive critical 
supports where there are unavoidable changes or interruptions.  

Workers have been trained in the implementation of the emergency and disaster management plan 
including: 

• modifying participant supports where necessary to ensure continued support; and 

• adapting to participant changes and other interruptions. 

Workers will identify and assess risks to people they support and implement processes to mitigate 
these where possible, including: 

• reviewing behaviour support strategies for people who are isolated; and 

• ensuring workers are vaccinated and encouraging participants where possible to receive 
both the flu vaccination and COVID-19 vaccinations.  

Workers will ensure that where there are changes to the supports of participants due to unavoidable 
interruptions, the changes are: 

• explained and agreed with them; and 

• delivered in a way that is appropriate to their needs, preferences and goals. 

 

Outbreak Management Plan 

The Chief Executive Officer will also ensure that there is a separate outbreak management plan in 
place to respond to an infectious disease outbreak 

The outbreak management plan addresses: 

• planning actions; 

• identifying participants; 

• staffing actions; 

• stock levels; 

• identifying an outbreak; 

• communication actions; 

• cleaning; and 

• restriction of visitors. 

Workers have been trained in the implementation of the outbreak management plan including: 

• modifying participant supports where necessary to ensure continued support; 

• adapting to participant changes and other interruptions; 

• in the use of PPE; 

• in infection prevention and control procedures; and 

• in the implementation of the plan including: 

o preparing for, and responding to the disaster; and 

o communicating changes to participants, workers and participant support networks. 
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Emergency plan for each participant 

Life Choice will ensure that each participant has an emergency plan in place, containing details of: 

• their emergency contacts (e.g., families, guardian or advocate); 

• any medical conditions as well as ongoing treatment and current medications, including 
dose and frequency; 

• current GP and any other health professionals; 

• the advanced care or support plan (if they have one); 

• protocols to follow in the event of a medical emergency for the participant. 

For each participant, all workers providing supports to the participant will be trained in responding to 
a potential medical emergency for that participant.  

 

Workforce planning 

The organisation will ensure that it has implemented a workforce contingency plan in the event of 
an emergency, including the outbreak of an infectious disease, or in the event that workers are 
unwell and need to self-isolate. This includes: 

• ensuring workers are aware of their leave entitlements allowing them to access leave to 
self-isolate if required; 

• maintaining an up-to-date contact list of all workers; 

• maintaining an up-to-date list of details of any worker’s secondary employment; and 

• ensuring that any new workers undergo induction and training in emergency and disaster 
management procedures.  

In the event that workforce disruptions occur, the organisation will source and induct additional 
workers from government agencies, other providers.  

 

Further information 

EMERGENCY RESPONSE ACTION PLAN 

 

 Community 

Access 

Accommodation 

Program 

Respite 

Program 

Holiday 

Support 

Office 

• Cyclone 

• Tsunami 

• Severe storm 

• Flood 

• Bushfire 

• Chemical spill 

• Water 

contamination 

• Extended      

power loss 

Action  

Plan 

A 

Action 

Plan 

B 

Action 

Plan 

B 

Action 

Plan 

B 

Action 

Plan 

G 

 Action  Action Action Action N/A 
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Extreme Heat Plan 

A 

Plan 

B 

Plan 

B 

Plan 

B 

Earthquake 

 

Action  

Plan 

F 

Action 

Plan 

F 

Action Plan 

F 

Action 

Plan 

F 

Action 

Plan 

F 

Pandemic Action  

Plan  

C 

Action  

Plan  

C 

Action  

Plan  

C 

Action  

Plan  

C 

Action  

Plan  

C 

Bomb/substance 

threat 
Action  

Plan  

E 

Action 

Plan 

E 

Action Plan 

E 

Action 

Plan 

E 

Action 

Plan 

E 

Fire Action  

Plan  

D 

Action  

Plan  

D 

Action Plan 

D 
Action 

Plan 

D 

Action  

Plan 

D 
Terrorist 

Attack/Hostage 

Action 

Plan 

H 

Action 

Plan 

H 

Action Plan 

H 
Action 

Plan 

H 

Action 

Plan 

H 

 

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. .  

• 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.  
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• 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 

▪ 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 
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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.  

 

 

 

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.  



 

 
 
Pol_082 Emergency and Disaster Management Procedures V2 August 2022  p9 
© This document is the property of Life Choice.  

Once printed this document is considered an uncontrolled version.  

 

▪ 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 

 
 


