Incident, Injury, Trauma and Illness Policy and Procedure
(SE7)
Policy Statement
The purpose of the Emergemcy Management Policy at Banksia Care is to demonstrate we are committed to the health and safety of our staff, management, residents, volunteers, medical professionals and visitors. It is paramount that that our service is prepared for the unlikely event of an emergency. A well planned and rehearsed emergency response will increase the chances of saving lives and reducing injury and trauma significantly.
Scope
This policy applies to residents, staff, management, medical professionals, volunteers and visitors of Banksia Care.
Background
Banksia Care appreciates that the safety, dignity and wellbeing of everyone at our service is paramount to our core values and objectives. We also acknowledge that as far as reasonably practicable, we are responsible and accountable for the safety of all residents as well as anyone who is attending, visiting or providing services to Banksia Care.
Legislative Requirements
· Work Health and Safety Act 2011
· Work Health and Safety Regulations 2011
Principles that Inform our Policy
All decision-making about our Emergency Management Procedure is carried out in accordance with the principles of our Emergency Management Policy.
· We aim of our respond efficiently and effectively to an emergency situation to protect the health, safety and wellbeing of residents, staff, management, medical professionals, volunteers and visitors.
· Banksia Care staff will ensure the highest level of emergency safety through a range of different strategies. These will include:
· Risk assessments of potential harm preventing an emergency situation.
· Development and review of emergency management strategies.
· Rehearsing and preparing residents and staff for an emergency response.
Emergencies could include the following inside or outside the premises:
· gas leak or explosion
· traffic accident
· falling trees
· flooding
· weather/storm
· loss of power
· intruder
· bomb threat
· fire.
Emergency responses may include:
· evacuating the building
· lock down.
Key Terms
	Term
	Meaning
	Source

	Emergency
	An event that is unplanned, unexpected or requires a response immediately to protect Staff, children, families, visitors, community or the building from harm, injury, illness, death or damage.
	Banksia Care


Links to other Policies and Documents
· Emergency Management Plan
· Risk Assessment and Management Plan
· Safety and Risk Management Policy and Procedure
· Incident, Injury, Illness and Trauma Policy and Procedure
· Duty of Care Policy and Procedure
· Staff Health and Wellbeing Policy and Procedure
· Workplace Health and Safety Policy and Procedure
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Emergency Management Policy to enable staff to fulfil their roles effectively. In addition Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and in consultation at policy review sessions.
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Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative Management of Banksia Care will conduct reviews in consultation with educators at staff meetings.
Emergency Management  Procedure
Management will
· comply with the emergency response procedure
· ensure appropriate debriefing and counselling is supplied to staff, residents, visitors, volunteers and medical professionals after an emergency response.
Develop and display of emergency procedures
· Develop emergency response procedures suitable for their premises.
· Ensure staff are trained and familiar with emergency management procedures.
· Ensure evacuation plans are displayed visible in each room and at each exit of the service.
· Display emergency telephone numbers near phones and in rooms.
· Set out clear instructions of what must be done in an emergency response.
Provide and manage emergency equipment
· Provide a working alarm to notify staff of emergency.
· Ensure the service has adequately placed fire extinguishers that are tagged and checked every six months.
· Provide fire safety blanket in the kitchen with appropriate signs identifying the location.
· Provide emergency bags for all community rooms these should include – first aid kits, contact details of residents, phone, and water.
· Ensure all doors and windows are fitted with working locks and blinds can be easily shut down if required.
Compliance and documentation of emergency management
· Conduct risk assessment for both evacuation and lockdown.
· Complete and document a thorough review and assessment of all emergency drills on the emergency response register.
· Communicate to staff the result of practice drills and changes to practices made.
· Ensure all documentation and registers are filed appropriately in office.
Emergency response rehearsals
· Ensure rehearsals are compliant with regulations.
· Ensure the service rehearses all emergency response drills every three months.
· Insist rehearsals will include lock down and evacuations.
· Will arrange different scenarios to cover all possible emergency situations.
· Time all rehearsals.
· Ensure all rehearsals are documented on the register and signed by all staff.
· Inform all staff, residents, volunteers and visitors that they are required to take part.
Staff and volunteers will
· Comply with the services emergency response procedure.
· Participate in rehearsing lockdown and evacuations.
· Respond to emergency situation and rehearsals with a sense of calmness.
· Support, guide and ensure the residents feel safe and comfortable.
· Ensure equipment and resources required for emergency responses are in working order/report to workplace health and safety supervisor if repairs required.
Emergency response Procedure
Evacuation:
· Alarm will be sounded by first person to identify the emergency.
· If possible Residential Manager or Care Coordinator or closest person to call 000.
· Collect fully charged phone and list of all staff names and contact.
· Check room, foyer, kitchen, staff room and toilets for people.
· Once evacuated check attendances of staff, medical professionals and visitors.
· Follow emergency response direction.
· If allowed back into the service do final attendance checks of staff, residents and visitors.
· Document evacuation and complete register.
· Educator to collect medication records, medication, phone and sign in/ out sheets for children.
· Calmly encourage residents to line up at the door. One staff member at front of line, one at back and rest of staff in-between.
· Wheel those in need of assistance out in wheelchairs or beds if able.
· Attendance check for visitors, residents and staff at door.
· Staff member to collect the emergency bag.
· Do a final check of room, toilets and cupboards/hiding spots.
· Following the emergency plan at the exit walk calmly to the assembly point in the carpark.
· Attendance check of staff, residents and visitors again. If anyone is missing report to emergency crew immediately – do not re-enter the building.
· Await direction from emergency crew and management.
For more specific information on evacuation and response actions related to a Natural Disaster – refer to SE4 Workplace Health and Safety Policy and Procedure.
Lockdown:
· Alarm will be sounded by first person to identify the emergency.
· If possible Resident Manager or Care Coordinator to call 000.
· Lock all doors and close blinds including the foyer, staffroom, toilet, laundry and kitchen.
· Move staff and residents into the corner of the dining hall and remain until guided by emergency services.
· Instruct anyone with a mobile phone to put it on silent and non-vibrate.
· If outside, relocate residemts to the closest inside secure area.
· If on an excursion, do not return to school. Relocate children to St. Patricks Residential Care.
Bomb Threat:
If received by phone:
· Stay Calm.
· Keep caller talking.
· Hold up four fingers to alert other staff of the nature of the call.
· Other staff must immediately move away from any window and use mobile phones to call the Residential Manager or Care Coordinator who will notify police. If either cannot be reached, they must call police direct.
· If able, write down as much as possible about the conversation with the caller.
· Keep talking until you receive further instructions from authorities or caller hangs up.
· Evacuate when directed.

