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This document is designed to provide advice and information to assist sites handling or storing quantities of dangerous goods in meeting CFA requirements when submitting emergency planning information (in the form of Emergency Management Plans and/or Emergency Information Book) as part of requesting the written advice of the emergency services authority (Fire Protection Report) under Regulation 55 of the Dangerous Goods (Storage and Handling) Regulations 2012. 
An Emergency Management Plan is a written document detailing how a site or facility and its occupants manage emergency events that may possibly occur.  An effective Emergency Management Plan consists of the preparedness, response and recovery activities and includes the agreed emergency management roles, responsibilities, strategies and system arrangements of the site.  The level of detail in the Emergency Management Plan will depend on the complexity of the site involved and how much and what type of material is being stored. 
The fire services advocate that essentially any planning for an emergency should address at least the following four criteria: 
To ensure safe refuge 
To ensure safe evacuation 
To ensure safe approach of all emergency responders 
To ensure environmental concerns are met 

All plans should be simple, flexible, tested and reviewed regularly.  It should be communicated to and available to all employees in the workplace.  Employees should be trained in all emergency procedures and regularly practice various emergency scenarios to ensure that the documented procedures and plans work successfully. 
An Emergency Information Book is a requirement of fire services to assist responding emergency services in efficiently and safely accessing key information for sites and facilities in combating any incident or scenario that may occur. This information should be developed and supplied in the format indicated in these guidelines and be located in an emergency information cabinet in a readily accessible location for responding emergency services; the preferred location being adjacent to the main entry. 
The information provided by CFA in this document is designed to meet the twenty requirements for emergency planning outlined in the Code of Practice for the Storage and Handling of Dangerous Goods for the purpose of emergency management planning.  CFA has available an ‘Emergency Information Book’ designed to contain emergency management information relevant to your site.  Copies can be purchased by contacting the CFA Dangerous Goods Unit on (03) 9262 8865.  Alternatively the Metropolitan Fire and Emergency Services Board (MFB) has available an online Emergency Management Manual which includes templates and guidelines on producing emergency management plans for your site.  
Reference material used in the preparation of these guidelines and that may be of further benefit in developing your Emergency Management Plans: 
Country Fire Authority: Dangerous Goods 
http://www.cfa.vic.gov.au/plan-prepare/dangerous-goods/ 
Metropolitan Fire Brigade: Dangerous Goods 
http://www.mfb.vic.gov.au/Community-Safety/Workplace/Dangerous-Goods.html 
Emergency Information Book/Application for Written Advice - Dangerous Goods (CFA) 
http://www.cfa.vic.gov.au/plan-prepare/dangerous-goods/ 
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Workplace Emergency Management Manual (MFB) 
http://www.mfb.vic.gov.au/Community-Safety/WEM/Workplace-Emergency-Management-Manual.html 
Code of Practice for the Storage and Handling of Dangerous Goods (2000) (Worksafe Victoria) 
http://www.worksafe.vic.gov.au/wps/wcm/connect/afd764004071f5e8aa4dfee1fb554c40/COP27+dangerous+goods+storage+handling+ updated+301111.pdf?MOD=AJPERES 
Occupational Health and Safety in Service Stations 
http://www.servicestationsafety.com.au/ 
Emergency Planning under the Occupational Health and Safety (Major Hazard Facilities) Regulations (WorkSafe) 
http://www.worksafe.vic.gov.au/wps/wcm/resources/file/eb5af94273dba1b/GN17.pdf 
Australian/New Zealand Standards (SAI Global) 
http://infostore.saiglobal.com/store/ 
AS 3745:2010 Planning for emergencies in facilities 
AS/NZS ISO 31000:2009 Risk management - Principles and guidelines 
AS 1940:2004 The storage and handling of flammable and combustible liquids 
AS 1596:2008 The storage and handling of LP Gas 
The emergency management plan should deal with credible worst-case scenarios, ensure safe refuge if required, procedures for safe and efficient evacuation of the site, safe approach and provide accurate information for emergency responders and ensure any environmental concerns are met. 
Some of the information that should be provided as part of your emergency management plan includes detailed site plans, (Material) Safety Data Sheets, emergency contact details, locations of fire protection equipment, utilities, dangerous goods, emergency procedures, spills/drain containment. 


NOTE: Any site storing quantities of dangerous goods above minimum “manifest quantities” specified in Schedule 2 of the Dangerous (Storage and Handling) Regulations 2012 must have an emergency management plan developed (preferably stored within an Emergency Information Book) and have a copy of those plans sent to the relevant fire service (CFA) for review.  Regard must be given to any written advice provided by the fire service (CFA) in relation to those plans. See link to the application form below: 
Application for Fire Services Written Advice - Dangerous Goods: 
http://www.cfa.vic.gov.au/plan-prepare/dangerous-goods/ 



SITE AND HAZARD DETAIL
PART 1 	NAME, LOCATION, ADDRESS AND NATURE OF OPERATIONS 
The Emergency Management Plan should clearly display the name and address of the business and a description of the business operations performed on site. 
PART 2 	DETAILED MAP OF THE FACILITY AND SURROUNDING AREA 
The Emergency Management Plan should initially include a general drawing or site plan and include the surrounding area and if possible the following details: 
Dangerous goods storage 
Fire protection equipment 
Emergency evacuation points 
Drainage 
Utilities 
All buildings and external storage areas 
The types of operations being performed in these buildings 
Vehicle access points including emergency gates or access points 
The boundaries of the premises and adjacent street names 
The nature of occupancy of adjoining sites or premises 
The direction of ‘north’ 

PART 3 	INVENTORY OF ‘SCHEDULE 2’ MATERIALS 
The Emergency Management Plan must include a summary or “manifest” list of the quantities of dangerous goods present on site or likely to be present. 
Example:

PART 4  	MAXIMUM/MINIMUM NUMBER OF PERSONS EXPECTED AT THE FACILITY 
The Emergency Management Plan should include the maximum and minimum number of persons expected at the site during business hours, after business hours, various shifts, weekends, etc. 
It would be ideal to include the numbers and their locations during those times. 
PART 5 	INFRASTRUCTURE LIKELY TO BE AFFECTED BY AN INCIDENT 
The Emergency Management Plan should include any details of any adjacent sites, buildings or infrastructure that may be impacted by an incident on site. The worst-case scenario should be considered as a minimum. Include the nature, location and proximity to the site of the potentially affected infrastructure. 
Example:
Utilities – electricity sub-stations, water treatment plants 
Schools 
Hospitals 
Shopping centres and precincts 
Freeways, highways, roads 
Railway lines 
Ports and airports 

PART 6 	EMERGENCY PLANNING ASSUMPTIONS 
Making emergency planning assumptions involves identifying incidents that could potentially occur at the site, the area/s likely to be affected, possible duration of these incidents, protection measures for the local community (including other nearby buildings and the natural environment). 
Specific hazards relative to the dangerous goods stored on your site need to appropriately identified and conceivable incidents involving those hazards should be listed. 
Example:

Small fire 
Large fire 
Minor gas leak 
Major gas leak 
Small chemical spill 
Large chemical spill 

A range of other hazards may also be identified such as explosions, earthquakes, medical emergencies, bomb threats, bushfires, civil disturbance, floods, environmental releases, industrial accidents, storm damage may present risks to your site and should be adequately addressed as part of the risk management and assessment of the site. 
(Refer to AS 3745: Planning for emergencies in facilities for further information.) 

PART 7 	DESCRIPTION OF MEASURES TO CONTROL THE CONSEQUENCES OF EACH HAZARD AND MAJOR INCIDENT 
The Emergency Management Plan should include a detailed description of measures or emergency procedures to control or limit the consequences of each identified hazard. A step-by-step guide and information should be developed for each scenario identified for your site at Part 6. These measures or emergency procedures are expected to be executed or performed during an incident that may occur at your site. Many effective emergency procedures are simple one page documents in point form, suitable for display on signs or carrying as a pocket card. Emergency procedures will vary depending on the requirements of the premises, but should as a minimum contain the following: 
the method of raising the alarm for an incident occurring
contact details of the emergency services
actions of the employees / persons on site in an emergency

Examples: 
		FIRE PROCEDURES
On hearing alarm:
Make safe whatever you are doing
Ensure all roadways and emergency accesses in your area are clear
Move as quickly as you possible to your designated assembly area
Have your name checked off immediately on arrival
Watch out for emergency vehicles
Avoid moving through smoke and any signs of emergency activity
Follow instructions from Area Wardens
Take contractors and visitors with you
If you discover a fire:
1. Make sure alarm is raised
2. If possible, move materials in danger away from the fire to stop it spreading
3. Avoid breathing smoke or fumes
4. Fight the fire using extinguisher or hose reel if trained to do so
5. If not involved in fire fighting, keep away and go to assembly area.
NO HEROICS
	



(Company Details)
SITE EMERGENCY PROCEDURES
Emergencies include:
FIRE
COLLISION
Any INJURY to people
CHEMICAL SPILL or LEAK
Any other incident threatening life, health, property or the environment.
In an emergency:
1. Raise the alarm
2. Notify your supervisor
3. Warn anyone in danger
4. Then give whatever assistance it is safe to give
5. If not involved with the emergency, keep away from the scene.
NEVER PUT YOURSELF AT RISK



		CHEMICAL EMERGENCY
If you discover a dangerous goods or chemical spill or leak:
Keep away until positively identified
Keep upwind
Avoid contact with all material
Avoid breathing gas, fumes, mist or dust
Immediately notify supervisor
Warn nearby people
Keep all ignition sources away
Assess if it is a Dangerous Occurrence, based on type and quantity of leaking substance
Raise alarm if a Dangerous Occurrence
Obtain information from:
The manifest
Shipping documentation
Labels and placards
EPG or HB76
MSDS
Observe HAZCHEM precautions
Stop leakage if safe to do so
Prevent spillage from entering drains
	HAZCHEM INTERPRETATION

	
	NUMBER

	
	1
	
	Water Jets

	
	2
	
	Water Fog

	
	3
	
	Foam

	
	4
	
	Dry Agent

	
	FIRST LETTER

	
	P
	V
	Full Protective Clothing*
	DILUTE

	
	R
	
	Full Protective Clothing*
	

	
	S
	V
	Breathing Apparatus
	

	
	S
	V
	Breathing Apparatus for Fire Only
	

	
	T
	
	Breathing Apparatus
	

	
	T
	
	Breathing Apparatus for Fire Only
	

	
	W
	V
	Full Protective Clothing*
	CONTAIN

	
	X
	
	Full Protective Clothing*
	

	
	Y
	V
	Breathing Apparatus
	

	
	Y
	V
	Breathing Apparatus for Fire Only
	

	
	Z
	
	Breathing Apparatus
	

	
	Z
	
	Breathing Apparatus for Fire Only
	

	
	SECOND LETTER

	
	E
	
	
	

	
	Note: 
	V   

*  
	Danger of violent reaction or explosion
Full protective clothing includes breathing apparatus





PART 7 Examples (continued from page 5)

	
	



These two CFA signs are available for download from the CFA website at: 
http://www.cfa.vic.gov.au/plan-prepare/dangerous-goods/

COMMAND STRUCTURE AND PERSONNEL
PART 8 	DETAILS OF ‘EMERGENCY CONTACTS’ PERSONNEL 
The Emergency Management Plan should include a detailed description and contact numbers of at least two staff members who can be contacted out of business hours. 
This list should also include any neighbouring businesses or infrastructure stakeholders identified in Part 5 of the Emergency Management Plan. 
PART 9 	ALLOCATION OF PERSONNEL FOR IMPLEMENTING THE PLAN 
The Emergency Management Plan should include details of staff allocated in the plan to perform roles during an incident and how they are identifiable to emergency responders (e.g. fire wardens, first aiders, OHS officers, etc). All of the emergency procedures should be developed with the number of available or allocated personnel in mind. 
Sites that incorporate shift work need to ensure the Emergency Management Plan is designed to operate where reduced staff are allocated to some shifts. 
(Refer to AS 3745: Planning for emergencies in facilities for further information). 


PART 10 	ARRANGEMENTS FOR “MUTUAL AID” BETWEEN ADJACENT FACILITIES 
The Emergency Management Plan should include any details of any mutual aid arrangements or arrangements between the site and neighbouring businesses or sites. That is the sharing of resources, items or facilities in the event of an emergency. 
Examples: 
A site may for instance use a neighbouring sites foam supplies for a flammable liquids fire. 
A neighbouring site may offer the use of building space or use of toilets for personnel that have been evacuated. 

PART 11 	PROCEDURES FOR PROVIDING THE EARLY WARNING ON AN INCIDENT 
The Emergency Management Plan should include a description of the procedures in place for staff to raise the alarm when an emergency occurs. 
It should provide a step by step guide for staff to follow to alert personnel at a site and the emergency services of an incident. 
Include details of whether the site has an automatic alarm system linked to the fire brigade directly to provide notification of an incident. 
NOTIFICATIONS 
PART 12  	DETAILS OF ON SITE AND OFF SITE WARNING SYSTEMS 
The Emergency Management Plan should include a detailed description of the emergency warning systems on site and their method of operation. Include details of any systems that may warn neighbouring sites or businesses of an emergency. 
Examples: 
Sirens/hooters 
Warning/flashing lights 

PART 13 	CONTACT DETAILS FOR THE EMERGENCY SERVICES 
The Emergency Management Plan should clearly display contact details for the responding emergency services of other services that can assist in procuring specialist resources if they are required. 
Fire 
Police 
Ambulance 
WorkSafe 
Environmental Protection Authority
Poisons Information Centre 

PART 14 		DETAILS OF ON SITE COMMUNICATION SYSTEMS 
The Emergency Management Plan should include a description of the communication systems available to staff and their method of operation. 
Telephone 
Mobile telephone 
Two-way radio 
Public address systems 
PART 15 		DETAILS OF EMERGENCY RESOURCES ON SITE 
The Emergency Management Plan should list and provide a drawn plan of the emergency resources available on site including their location and operation instructions. Include details of information available to staff and emergency services, as well as fire protection equipment, remedial equipment and personal protective equipment (PPE). 
(Material) Safety Data Sheets 
Fire hose reels 
Fire extinguishers 
Breathing apparatus 

PART 16 		ARRANGEMENTS FOR OBTAINING ADDITIONAL RESOURCES 
An Emergency Management Plan should include the details of any available additional resources that may need to be acquired and the procedures and contact details to source them. 
PART 17 	PROCEDURES FOR SAFE EVACUATION AND MUSTER OF PERSONNEL AND / OR SAFE REFUGE (SHELTER IN PLACE) 
For the safe evacuation or safe refuge of occupants of a site, a set of procedures should be developed. Include a detailed step-by-step guide for the evacuation / safe refuge of the site from the time it is deemed necessary to implement these procedures, to the time emergency services arrive on scene. Include the emergencies that will require an evacuation. Detail should include the following: 
Emergency evacuation assembly points/areas 
Instructions for safe refuge/sheltering in place 
Communication methods 
Methods for accounting for personnel 
Warden positions/structure 
Sign in/visitors book 
PROCEDURES
PART 18 		DETAILS OF CONTROL POINTS AND PROCEDURES FOR ESSENTIAL SERVICES 
The Emergency Management Plan must include the location, preferably on a map or drawn plan, of the isolation points for essential services. This should also include any procedures for the isolation of any services in the event of an emergency: 
Electrical / power 
Natural gas 
LP Gas 
Fire mains 
Production facilities utilising dangerous goods 

PART 19  	PROCEDURES FOR THE CONTAINMENT OF ANY INCIDENT 
The Emergency Management Plan should include detailed procedures to contain any incident on site until the emergency services arrive. Procedures for each incident identified in Part 6 should be developed,    
e.g. how to contain: 
Major chemical spill; and/or 
Firefighting water run-off. 
PART 20 	PROCEDURES FOR DECONTAMINATION FOLLOWING AN INCIDENT 
The Emergency Management Plan should include detailed “decontamination” procedures for staff or equipment that may come into contact with and are contaminated as a result of a spill or incident. Detailed information for decontamination can be found in the (Material) Safety Data Sheet (SDS) for the relevant dangerous goods. 
OTHER KEY INFORMATION
IMPLEMENTING, COMMUNICATING AND MAINTAINING THE PLAN 
The contents of Emergency Management Plans must be communicated to all people who may be exposed to a risk as a result of an emergency, including: 
employees; 
contractors & sub-contractors; and 
people in control of adjacent premises. 

The Emergency Management Plan should be tested when first devised, after each modification and at regular intervals. Simulated emergencies and other exercises should systematically attempt to involve all people likely to be involved in a dangerous occurrence or near miss. These exercises should include practical drills. 
Emergency management plans must be updated whenever: 
there is a change of circumstances on or off the premises; 
updated information becomes available; 
a deficiency in the plan is identified; and 
as required by Regulation 55 (6) (b): at intervals of not more than 5 years from the date on which the plan was developed or last reviewed. 

ACCESS TO THE EMERGENCY MANAGEMENT PLAN 
The Emergency Management Plan should be in a readily accessible and understandable form. This could be in either hard copy or in an electronic format. 
The location of the Emergency Management Plan should be well known to supervisors and employees and be reviewed by the fire services whenever there has been a major update. 
Details of the location of the Emergency Management Plan should also be detailed in the Emergency Information Book for use if required by emergency services. 


An Emergency Information Book is a requirement of fire services to assist responding emergency services in efficiently and safely accessing key information for sites and facilities in combating any incident or scenario that may occur. This information should be developed and supplied in the format indicated in these guidelines and be located in a readily accessible location in an emergency information cabinet for responding emergency services (preferred location being adjacent to the main entry). 
	
	

	Emergency 
Information Book
	Emergency 
Information Container



[image: ]
The Emergency Information Book is available through CFA and may be purchased by contacting (03) 9262 8865 or by emailing dangerousgoodsunit@cfa.vic.gov.au: 
http://www.cfa.vic.gov.au/plan-prepare/dangerous-goods/
In developing the required information for the emergency information book, the content is divided into five main sections. 
These sections are as follows: 
SECTION 1	SITE LAYOUT DRAWINGS
SECTION 2	DANGEROUS GOODS LOCATION DRAWINGS AND RELATED MANIFEST
SECTION 3	ON AND OFF SITE EMERGENCY CONTACT LIST
SECTION 4	EVACUATION POINTS AND WARDEN IDENTIFICATION
SECTION 5 	(MATERIAL) SAFETY DATA SHEETS AND ADDITIONAL INFORMATION 



SECTION 1
SITE LAYOUT DRAWINGS
The information included in this section should provide a quick reference to locate the fire protection equipment, drainage containment system and gas, electricity valves and controls. This information should be presented in the form of a site drawing or plan. 
All drawings for this book need to be clear, simply laid out and preferably laminated A3 or A4 size. If, due to the size of the facility it is impractical to fit all drawings in the alternative arrangements can be made by contacting the Dangerous Goods Unit on (03) 9262 8865 at CFA Headquarters.  The following separate drawings, where applicable, should be included: 
Fire protection (Section 1.1) 
Fire alarm and detection systems (Section 1.2) 
Gas, electricity and water isolation points (Section 1.3) and 
Drainage, spill and fire water containment (Section 1.4) 
This information may be provided on one or two drawings. 
SECTION 1.1 – Fire Protection 
The purpose of this sub-section is to provide the fire services personnel at an incident with the layout of the site and the fire protection systems available. This will assist fire services personnel to make quick decisions on crew replacement and other emergency control strategies. 
The information required on the drawing, where applicable, should include: 
The type of neighbours (such as private residential or industrial premises) 
The boundaries of the premises 
Adjacent street names 
Vehicle access in and around the site 
The name and purpose of each building / area (e.g. factory, warehouse drum store) 
The location and type of all fire protection equipment on site (e.g. fire mains, fire main and fire water isolation valves, booster connections, hose reels, hydrants and monitors etc.) 
The location of emergency related infrastructure / facilities (e.g. emergency control rooms, fire pump house and static firefighting water tanks) 
Direction of north 
The location of dangerous goods on site with their class labels 

Note: The information required may be presented in more than one drawing for a large, complex site. 
Recommended colour codes for these items on the drawing area as follows: 
RED - Fire main ring, hydrant locations, booster connections, fire main isolating valves, sprinkler control valves, hydrant and sprinkler pumps and fire control rooms 
BLUE (double hatched lines) - Static water storage 
BLUE - Foam suppression systems 
HEAVY BLACK - Fire separation, fire walls and fire compartments 
YELLOW - Vehicle access in around the site 
FIRE PROTECTION DRAWING

[image: ]

SECTION 1.2 – Fire Alarm Systems 
The purpose of this sub-section is to allow the emergency services personnel to quickly determine the exact location of the activated alarm. 
Please provide the following information where applicable: 
Site drawing in block plan format 
Exact location of installed alarms 
Location of the Fire Indicator Panel (FIP) 
Location of any Sub or Mimic Panels 
Location of entrances and internal roadways 
Direction of north 
The different components of the fire alarm network should be marked in different colours or shading schemes. This will facilitate ease of use during an emergency. 
Recommended colour codes for these items on the drawing area as follows: 
RED - Smoke/Thermal Detector Zones
PINK (hatched) - Fire Indicator Panel (FIP) 
Manual Call Points (Break Glass Alarms) and Emergency Warning and Intercommunication Systems (EWIS) Panel should clearly represented by appropriate symbols or labels. 
The sub-section should have a brief outline or operating instructions for both the Fire Indicator Panel (FIP) and Emergency Warning and Intercommunication Systems (EWIS) Panels. 
If the Fire Indicator Panel (FIP) or Manual Call Points (Break Glass Alarms) are connected to fire pumps, the location of those pumps should be shown in the fire protection drawings. 
Example:
	ALARMS
	[image: ]


SECTION 1.3 – Gas, Electricity & Water 
The purpose of this sub-section is to allow emergency services personnel to see clearly the layout of the gas, electrical and water utilities on the site. 
These drawings (along with suggested marking scheme) should contain: 
HEAVY BLACK (with diagonal yellow stripe) - Switchrooms 
YELLOW - Substations, transformers, standby power equipment, isolation switches 
GREEN - Natural gas lines 
An option for marking of steam lines, compressed air lines, major product lines etc. is to use the system outlined in AS 1345: Identification of the content of pipes, conduits and ducts. 
Example:
GAS, ELECTRICITY, WATER
[image: ]

SECTION 1.4 – Drainage, Spill and Firewater Containment 
The purpose of this sub-section is to provide information about the means available to contain spilled chemicals and firewater run-off within the boundaries of the premises. 
These drawings must be of simple format, easily understood by a person from a non-engineering background (piping and instrumentation diagrams are not suitable for this purpose). 
The drawing should include the following: 
Site drains 
Stormwater grates, isolation valves and keys 
Storage capacities of bunds and bund surfaces 
Sumps, interceptor pits and waste catchment areas 
Location of spill kits and other containment measures available on site 
Special arrangements or contracts for the removal of waste 
Example:
SPILL/FIRE WATER CONTAINMENT


SECTION 2 
DANGEROUS GOODS LOCATION DRAWINGS AND RELATED MANIFEST INFORMATION 
The purpose of this section is to provide accurate details and locations of all dangerous goods on site. 
Information for a site with small quantities of dangerous goods may be presented clearly in one drawing; large and complex sites may need to have an overall site drawing with separate drawings showing the details of specific areas. 
Each drawing should be accompanied by a table or list of dangerous goods in that area as shown in Appendix 8 of the Code of Practice for Storage and Handling of Dangerous Goods. Each table or list of dangerous goods should be placed opposite the corresponding drawing. 
Example:


Dangerous Goods drawing following page.


DANGEROUS GOODS DRAWING



SECTION 3
ON AND OFF SITE EMERGENCY CONTACTS 
This information allows emergency services to rapidly call up extra site personnel and allows both the facility and the emergency services to alert neighbours, the general community and other agencies as required. 
This section requires names and after hours telephone/pager numbers of relevant site personnel who could provide specialist advice or assistance in the event of a fire or emergency. 
These people may include: 
Managers 
Production Managers 
Chemists 
Site Engineers 
Personnel responsible for the operation of specialist equipment 
Persons authorised to sign orders in the event of additional firefighting equipment or firefighting extinguishing mediums being required 
Site personnel authorised to deal with the news media 
Medical Practitioners 
The contact details of the following service providers should also be included: 
Fire equipment maintenance company 
Suppliers of goods essential to emergency response (such as foam, specialised extinguishing, specialised extinguishing agents, absorbents and neutralising agents) 
The following local agencies and premises, where applicable, should also be included: 
Air traffic control 
Railway authorities 
VicRoads 
Environmental Protection Authority 
WorkSafe Victoria 
Port authorities 
Municipal Emergency Response Co-ordinator 
Any highly populated premises in the surrounding area such as schools, nursing homes and hospitals. 

This section should also contain information regarding any special mechanism(s) to notify the neighbours and the local community during an emergency which has a potential impact outside the site boundary. 


SECTION 4
EVACUATION POINTS AND WARDEN IDENTIFICATION 
The purpose of this section is to allow fire service personnel to rapidly establish control and to determine the evacuation status of occupants. 
A description of the Emergency Control Organisation engaged at the site is required. 
The information should include: 
Titles 
Names 
The method of identifying of each member 
This information is to be formatted as simply and graphically as possible and can be presented as a flow chart. A site plan showing the Emergency Evacuation or Assembly Points can also be included. Alternatively the assembly areas can be shown on the site plans in Section 1; reference to this arrangement should be made in this section. 
The size and activities of the facility will determine the complexity of the Emergency Control Organisation. For more detailed information on the establishment of an appropriate warden structure refer to AS 3745: Planning for emergencies in facilities. 
The fire services must be able to quickly account for the whereabouts of all site personnel (including visitors and contractors) and be informed about unaccounted people. The head of the site’s Emergency Control Organisation, or their authorised delegate, must immediately inform the fire services that all personnel on site are accounted for. 
It is essential that a fire services liaison person be appointed. The role of this person is to provide the fire services with relevant technical information regarding the emergency and to assist in coordinating the efforts of fire services and site personnel. 
Example: 
EMERGENCY CONTROL ORGANISATION (ECO)

SECTION 5
(MATERIAL) SAFETY DATA SHEETS (SDS) 
(M)SDS for dangerous goods should be placed in this section if practical to do so. 
If it is not practical due to a large volume of documentation to put them in this book, an alternative arrangement must be made. This alternative must be agreed to by both the fire service and the site occupant. Reference to what that arrangement is must be clearly stated in this section of the Emergency Information Book to enable emergency responders to quickly access those SDS. 
ADDITIONAL RESOURCES AND MUTUAL AID 
This section should contain specific information regarding other resources necessary to respond to specific emergencies. 
The resources may include the following items: 
Specialist chemicals (e.g., absorbents and neutralisers) 
Specialist decontamination and clean-up equipment 
Reserve firefighting foam supplies 
Safety showers and eye wash stations 
Recovery drums (with sizes noted) 
Other specialist firefighting agents or equipment 
Information regarding any mutual aid arrangements with neighbouring facilities, if they exist, should be included in this section. 
These arrangements may include: 
Access to extra firefighting equipment, extinguishing agents and chemicals 
Provision of technical expertise 
Access to industrial equipment (such as forklifts) 
Utilisation of communication facilities 
Access to infrastructure 
USEFUL SYMBOLS & GRAPHICS 
The following symbols and graphics should be used to mark the location and area of dangerous goods, firefighting equipment, isolation points, evacuation areas etc. on all submitted plans to the fire services. 
The National Transportation Commission Australia website contains fully downloadable and re-sizeable dangerous goods labels that may be inserted into plans: 
http://www.ntc.gov.au/viewpage.aspx?documentid=1313
Alternatively the labels displayed below may be purchased through the Metropolitan Fire Brigade at: 
http://www.mfb.vic.gov.au/Community-Safety/WEM/Emergency-Planning--Stationery-Catalogue.html
You may choose to print the following pages out on an A4 sized label page and then cut the various symbols and graphics out to use on the plans you may produce. 
[bookmark: _GoBack]Remember to insert a key or legend to provide a guide to the symbols represented on your plans. 
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SITE BOUNDARY CYCLONE WIRE FENCE GAS SHUT OFF VALVE m
A.J. MOTOR BODY REPAIRS FIRE RATED WALLS —
[Goods Unit (03) 9262 8444 | www.cfa.vic.gov.au | www.mfb.vic.gov.au | www.worksafe.vic.gov.au
| S

1169827 in
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