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POLICY STATEMENT 
National is committed to taking every employees and client/participants needs into consideration when implementing Work Health and Safety (WHS) procedures include provisions for emergency preparedness and risk identification.   
SCOPE 
This policy applies to all employees of National. 
POLICY 
As an employer, National holds responsibility to make sure all employees are aware of the emergency preparedness in the workplace including but not limited to:  
· Within work space there is appropriate signage, identified exits, fire plans, emergency evacuation bags. 
· Identify any maintenance requirements and upline accordingly for prompt actioning by external parties. 
· How to best assist client/participants with disabilities within their home. Always keep in mind, the nature of each person's disability is unique and the best way to prepare is to discuss and develop evacuation procedures with the individuals. 
· Local emergency personnel will be aware the residence is for complex needs and of high priority.  
· Continuation of critical supports before, during and after an emergency situation to ensure continuity of supports including consumable supplies.  
MINIMISE RISKS
To reduce the risk of emergency situations within the DUSK Building, all maintenance needs should be reported within the shift of identification. See DUSK On-Site Maintenance
The DUSK Apartments are known to have reoccurring alarms. All NCC employees are asked to do their part in minimising this risk. The following steps should be taken as applicable: 
· ALWAYS use the kitchen exhaust fan when cooking / toasting / baking / grilling in the kitchen. This includes participant apartments AND the On-site Apartment. 
· Regular cleaning of oven, microwave, baking dishes and trays to minimise smoke setting alarms off. 
· Refrain from utilising the Level 13 kitchen. 
FALSE ALARM CONSEQUENCES 
Should an employee be responsible for a false emergency service call out, may be fined by ACT Government up to $1500.00. The employee who incurred the fine will be responsible for payment of the fine. 


MAINTAINING CRITICAL SUPPORTS DURING EMERGENCY SETTING 
This can include but is not limited to, natural disaster, house fire, life threatening equipment malfunction, outbreak, pandemic etc.  
National are committed to continuing all critical services for participants where safe and possible to do so. Any adjustments to services that are required to accommodate the circumstances will be made in consultation of the client/participant to ensure continuation of services can be as seamless as possible. This may include change of venue, additional personnel and supports or equipment to be utilised.  
Critical services are inclusive of airway management, enteral feeding, medication administration, pressure area care, personal care, wound care, ensuring participant supplies such as enteral feed, air way equipment etc are ordered.   See DUSK Participant Power Outage 
TRAINING REQUIREMENTS 
All service delivery employees within the on-site building will undergo induction to the property prior to commencing shifts including evacuation by the team leader on the exiting shift.   	 

EMERGENCY RESOURCES FOR THE ACT
Be Emergency Ready | ACT Emergency Services Agency
Fire Safety | ACT Emergency Services Agency
Floods | ACT Emergency Services Agency
COVID-19 | ACT Health Agency

CONTACTS: 
	National  Contacts 
NCC 0401 439 798
	Origin Energy
13 24 61
	Work Safe ACT 
6207 3000 


	ACT Police   
6256 7777
Emergency Services  
000
	NDIS Commission 
1800 035 544
	To be notified of the death of a person, a serious illness/injury, a dangerous incident arising out of work carried out by business, undertaking or workplace.  




NDIS Commission -  
National is required to record and manage all incidents that happen in the delivery of NDIS supports and services in their internal incident management systems, and notify the NDIS Commission of reportable incidents. See Compulsory Reporting – NDIS Policy.  
 
Relevant Legislation and References:  

	Health Records (Privacy and Access) Act 1997  
Human Rights Act 2004  
Human Rights Commission Act 2005 
National Disability Insurance Scheme Act 2013 
Disability Services Act 1991 
Disability Services Regulation 2014 
	Work Health & Safety Act 2011 
Health Professionals Act 2004 
Territory Records Act 2002 
Information Privacy Act 2014 
Official Visitor Act 2012 
Working with Vulnerable People Act 2011 


https://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-qualityassurance/national-standards-for-disability-services  
 www.ndiscommission.gov.au  
[bookmark: _Toc137825668]DUSK On-Site Evacuation Point / Marshalling Area

· Fire Warden by default is the on-site employee rostered to the shift at the time of evacuation. 
· [image: ][image: ]The fire warden must get the evacuation vest and Go-Bag and exit the building. The fire warden must present to the emergency meet point as pictured below under the Woolworths signage.

· ACT Fire and Rescue will attend to access the situation and next steps. 
· In the event the building is at threat and must be evacuated, PEEPs must be provided to the attending fire fighters to undertake evacuation of participants. 
· Fire Warden to notify National management and arrange proceedings thereafter. 
· Fire Warden is to notify client/participants and their nominated representatives if the property must be evacuated, as soon as safe to do.  
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	ACTIONS
	CONSIDERATIONS

	1
	STOP and assess the situation
	Never put your own safety in danger

	2
	EVACUATE
	Take the Go-Bag (includes the PEEPs and vest) and the on-site phone and keys

	3
	IF YOU IDENTIFY THE FIRE – 
CALL 000 ACT Fire & Rescue 
	Alert call taker of vulnerable residents unable to evacuate. Will require assistance

	4
	Proceed to the FIRE CONTROL ROOM Street access point
	Wait for ACT Fire & Rescue at 6 Graizer Lane entry (red flashing light) Hand over PEEPs folder

	5
	COMMUNICATE with all participants  
	Contact PEEPs you are responsible for – inform them of situation 

	6
	NOTIFY NCC – 0401 439 798 
	NCC will be able to contact any NCC employees onsite providing CORE supports

	7
	WAIT for all clear
	Provide welfare checks to each participant after all clear. 







CORE Supports with Participant 

[bookmark: _Toc137825671]OPTION 1: If you are inside a participant unit when fire alarm sounds and the client is mobile.


	
	ACTIONS
	CONSIDERATIONS

	1a
	CORE Support: 
EVACUATE the building with the participant
	Wait at the assembly area.

	
	
	

	2
	SUPPORT the participant 
	Stay with participant.

	3
	WAIT for all clear
	Return with the participant to their unit. 
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CORE Supports + On-Site Team with Participant 

[bookmark: _Toc137825672]OPTION 2: If you are inside participant’s unit when the first alarm sounds and you are unable to safely evacuate the participant. 

	
	ACTIONS
	CONSIDERATIONS

	1
	STOP and assess the situation
	Never put your own safety in danger

	2
	CHECK for smoke or fire
	Look around the unit and into the hallway

	3a
	SMOKE OR FIRE INSIDE PARTICIPANT UNIT 
	Assist participant out of unit / to a point of safety.
CALL 000

	3b
	SMOKE OR FIRE IN HALLWAY/LOBBY 
	Stay in unit with participant. Close doors and windows. Place towels around doors. CALL 000

	3c
	NO SMOKE OR FIRE  
	Stay inside unit with participant. Close doors and windows. Reassure participant.  

	4
	CONTACT with on-site 
	On-site personnel will call participant when available and safe to do so. 

	5
	NOTIFY NCC – 0401 439 798 
	NCC will be able to contact any NCC employees onsite providing CORE supports

	6
	WAIT for all clear
	Provide welfare checks to each participant after all clear. 





DUSK Participant Instructions
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	ACTIONS
	CONSIDERATIONS

	1a
	EVACUATE 
	If you are physically able to do so. 

	1b
	REMAIN INSIDE 
(if unable to evacuate) 
	Keep door closed. You will be safe here until help arrives. 

	2
	CALL on-site personnel if you require support
	On-site team know you are there and will advise ACT Fire & Rescue.  



[image: ][image: ]Marshalling Area 

DUSK Participant Instructions

[bookmark: _Toc137825674]OPTION 2: If you discover FIRE OR SMOKE INSIDE YOUR UNIT:

	
	ACTIONS
	CONSIDERATIONS

	
1
	
Activate your ALARM pendant or RED wall button.

	
This will alert the on-site personnel to take action.


	
2
	
EVACUATE your Apartment.
(Go to step 4 if unable to evacuate)
	
If you are physically able to do so. 


	
3
	
WAIT adjacent to stairwell 
	
If unable to descend stairs


	
4
	
CLOSE doors and windows 

	
To stop fire / smoke spread


	

5
	

PROTECT yourself   
	
Move into shower or cover yourself with blankets. 
Call 000  


	

6
	

HELP IS ON THE WAY 
	
On-site personnel know you are there, they will advice ACT Fire & Rescue. 
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· In line with SDA / NDIS requirements, the participants of the DUSK Apartments and group homes require individualised PEEPs. 
· PEEPs are to be devised with participant input and signed off by participant and/or NOK. 
· PEEPs must be reviewed annually and/or as participant needs change. 
· PEEPs are to be provided to participants, Summer Housing, stored in x3 emergency folders on-site and x2 in the Emergency go-bag.  
· In the event of an ACT Fire & Rescue evacuation, PEEPs folder and keys from the Emergency Go-bag need to be provided to ACT Fire & Rescue personnel. (See DUSK Evacuation Protocol) 

	

ROOM 
	PARTICIPANT
	COLOUR IDENTIFIER

	101
	M,42yo, W/W + W/C 
+ companion dogs x2
	Dark Green

	103
	

	White

	104
	

	Orange

	403
	F, 33yo, W/C 

	Purple

	404
	M, 54yo, W/W + W/C

	Blue

	603
	F, 45yo, W/W + W/C
+ companion dog 
	Lime Green

	604
	

	Yellow

	M01
	F, 35yo, W/C, x2 Person assist
 
	Pink

	M03
	

	Black

	M04
	

	Red
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The PEEP is an individualised emergency evacuation plan for each occupant in our accommodation.
A copy of the PEEP will be kept on the participant's file and an additional copy will be kept in a location accessible to the relevant safety warden or support worker



	Participant Details

	Participant Name
	

	Participant Contact No.
	

	Address
	

	Floor/ Room Number 
	

	People participant lives with
	

	Emergency Contact Person and Number
	Name:
Number:

	Other Providers that also support Participant
	Provider:
Contact Person and Number: 

	Assistance Animal
	⃝ No 
⃝ Yes – if yes, type and name of animal:



	Participant aware of emergency response procedures
	⃝ No 
⃝ Yes

	Number of Exits
	

	Assistance required in an evacuation
	⃝ No 
⃝ Yes

	Who will assist the participant in the event of an emergency evacuation? 
	⃝ participants live-in informal supports 
⃝ participants 24/7 service provider: ________________________
⃝ participant provider if on shift: ___________________________ 
⃝ other:

	List all evacuation equipment needed
	

	Does participant require essential items to maintain supports that should be taken on evacuation?
	⃝ No 
⃝ Yes
Notes: 


	.Evacuation procedure 
(Include step by step instructions)

	1. Call 000 and state nature of personal emergency.
2. Follow directions of emergency operator and responding service/s if able to do so.
3. If required, Apply First AID as first responder. 
4. Notify NCC. if instructed, notify emergency contacts of event

	
	5.  
6.  
7.   
8.  
9.   
10.  





[bookmark: _Toc137825677]Personal Emergency Evacuation Plan (PEEP) Overview Template 

Upon commencement of services with NCC, in addition to the IN-HOME PEEP, any participant residing within a SIL property or Apartment style living must have the additional PEEP overview completed and signed off my participant. 

Training in the identified processes must be delivered to the participant and the supporting team. 

A copy of the signed off PEEP must be provided to PEEP owner (participant), ONSITE office, NCC management, ONSITE GOBAG folder, SDA Provider. 


	SIL/On-Site Supports

	Designated SIL workers
	National Community Care

	Have SIL workers been trained in emergency response for occupant?
	⃝ No 
⃝ Yes
Notes: 
Call 000, Apply First Aid, Wait for emergency responders 

	Have SIL workers been trained in use of evac equipment?
	⃝ No 
⃝ Yes
Notes: 


	Do SIL workers know where the marshalling area is for property
	⃝ No 
⃝ Yes
Notes: 
Front of property, on driveway/street 

	Is there items required to maintain essential supports for participant and should be taken on evacuation?
	⃝ No 
⃝ Yes
Notes: 


	Approval & Review

	Participant provided a copy of plan
	⃝ No – if no, why not?
⃝ Yes

	PEEP available in care plan folder 
	⃝ No – if no, why not?
⃝ Yes

	PEEP to be reviewed:
	⃝ in line with care plan review
⃝ annually
 in the event participant moves properties
 in the event participant needs change

	Review Due:
	

	PEEP Created by:
	

	Date:
	

	Reviews

	Date
	

	Signature / Designation 
	

	Date
	

	Signature / Designation 
	








	PEEP Details

	NAME
	

	PHONE
	
	EMAIL
	

	ASSISTANCE ANIMAL 
	

	LOCATION

	BUILDING ADDRESS
	

	FLOOR NUMBER 
	
	ROOM NUMBER 
	

	HAS THIS PERSON BEEN TRAINING IN:

	PEEP RESPPONSE
	
	EVACUATION PROCEDURE 
	

	EMERGENCY PLAN 
	
	EVACUATION ROUTES 
	

	EMERGENCY ALERT

	PREFERENCE: 
	SMS   |   MOBILE   |   PHONE CALL   |   OTHER: 

	EMERGENCY CONTACT:
	*number for any family you wish to be notified

	ASSISTANCE REQUIRED

	TYPE OF ASSISTANCE
	

	EVACUATION EQUIPMENT 
	

	EGRESS PROCEDURE
	*evac key points – example: when exiting, take any lifesaving equipment

	
	*evac key points – example: take assistance pet

	
	

	ONSITE SUPPORT  NAME
	National Community Care
	ONSITE SUPPORT NUMBER
	

	ONSITE SUPPORT EMAIL 
	dusk@nationalcommunitycare.com.au

	IS THE ONSITE SUPPORT TRAINED IN

	PEEP RESPPONSE
	YES – ANNUALLY 
	EVACUATION PROCEDURE 
	YES – ANNUALLY

	EMERGENCY PLAN 
	YES – ANNUALLY
	EVACUATION ROUTES 
	YES – ANNUALLY

	CONTINUES OVER PAGE




	PEEP CHECKLIST

	PEEP ISSUE DATE:
	
	PEEP REVIEW:
	

	OCCUPANT APPROVED
	
	DATE
	

	ASSIST / WARDEN
	ON-SITE SUPPORT 
	DATE
	

	CHIEF WARDEN 
	ON-SITE SUPPORT 
	DATE
	

	COPIES OF PEEP MUST BE HELD BY

	PEEP OWNER: 
	WARDEN: ONSITE / TL
	MANAGEMENT: NCC 
	GO-BAG: ONSITE 

	INSERT OR ATTACH COPY OF EVACUATION DIAGRAM

	






















[bookmark: _Toc137825678]
Emergency Resources

[bookmark: _Toc137825679]Emergency Resources For The ACT
Be Emergency Ready | ACT Emergency Services Agency
Fire Safety | ACT Emergency Services Agency
Floods | ACT Emergency Services Agency
COVID-19 | ACT Health Agency
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PURPOSE
National community Care implement GO-Bags as a safety precaution for any high-risk participant and/or SIL / On-site Support in which NCC holds carriage of. 

SCOPE
For clarity, an on-site or SIL property would have x1 go-bag and x1 GO-Bag per supported airway participant. 

It is the responsibility of the on-coming team leader each shift to ensure the GO-Bags are stocked correctly. In doing this, it ensures you are prepared for any emergency and/or evacuation that may arise.
GO-Bag Content Requirements
· Hi-Visibility Vest 
· Small First Aid Kit (unopened, in date) 
· X2 copies of PEEPs Folder
· X1 box of medium gloves 
· X10 individual face masks
· Noise cancellation headphones 
· X1 notebook and Pen 
Things to add to GO-Bag in the event of an emergency: 
· On-site phone (for SIL / onsite setting)
· If a participant requires enteral feeding, feed and peg tubing should be put in the bag 
(if time and safety permit) 
Individual GO-Bags (not applicable at DUSK) 
If the participant has life saving equipment that is required, spare equipment is generally in stock in the individualised GO-Bags and should be checked each shift. This is particularly crucial for airway management participants. For example, a tracheostomy GO-Bag would contain a spare tracheostomy + a spare size smaller than the participant requires, inner cannulas, sterile water, etc 
  


[bookmark: _Toc137825682]DUSK Participant Apartment Power Outage  

To safeguard lifesaving equipment and participant security, all 11 SDA apartments are fitted with UPS - An uninterruptible power supply (UPS) is a type of power supply system that contains a battery to maintain power to provide power to electronics in the event of a power surge or outage.
The UPS systems are in each of the Apartment wardrobes and should not be tampered with by any National Community Care personnel. 
The purpose of the UPS is to provide a 2-hour window to evacuate a participant in the event of a power outage. During this period of battery power, the apartment fob will remain active, allowing the participant to exit independently if required. 
Should any concerns arise, or alerts sound from the UPS, on-site is to follow maintenance procedure. 


	ACN: 605 349 157
ABN: 70 605 349 157
	3/85 Hoskins Street, Mitchell 2911 ACT | 6242 4978
enquiries@nationalcommunitycare.com.au
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