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Emergency Procedure Policy 
 

1. Purpose and Scope 
 

Emergencies and critical incidents in the workplace can affect people physically and 
psychologically and affect the work of Working Together. 

 
The purpose of this policy is to ensure Working Together prepares for emergency situations 
through the appropriate use of resources. The prevention and effective management of 
emergency situations can assist to minimise the negative impact of an unexpected event. 

 
This policy applies to all staff, members, volunteers and Trustees. 

 

2. Definitions 

 
An emergency is an unplanned or imminent event that affects or threatens the health, safety 
or welfare of people, property and infrastructure, and which requires a significant and 
coordinated response. The defining characteristic of an emergency event or situation is that 
usual resources are overwhelmed or have the potential to be overwhelmed. 

 
Emergencies may be a specific event with a clear beginning, end and recovery process, or 
a situation that develops over time and where the implications are gradual rather than 
immediate. 

 
Emergency management is the coordination of an emergency response and management 
of recovery. The aim of emergency management is to minimise physical and psychological 
impacts on all parties and to minimise damage to assets, operations, reputation and staff 
productivity. 

 
3. Principles 
 

Emergency management planning is being prepared for events or incidents that stretch our 
ability to cope beyond normal day-to-day capacity. 
 
The organisation is committed to the protection of members, staff, volunteers, Trustees, and 
visitors during emergencies. 
 
Working Together will swiftly and effectively respond to emergency situations, with the 
foremost goals of preserving life, protecting the organisation’s property, and restoring 
operations as quickly as possible. 
 
 



 

4. Outcomes 
 

➢ Emergency situations are prevented as far as practical. 
 

➢ The negative impacts of emergency situations are minimised through effective 
management. 

 

5. Functions and Delegations 
 

 
Position 

 
Delegation/Task 

 

Trustees 

 

Develop and Review Emergency Procedure Policy.  
Compliance with Emergency Procedures Policy. 

 

Management Compliance with Emergency Procedure Policy.  

Chief Executive 
Ensures development and implementation of Emergency  
Procedures Policy 

 
Ensures potential disaster and emergency situations are 
identified, and appropriate emergency management plans 
are in place. 

 

Lead responsibility for implementation of emergency  
procedures, including identification of potential situations, 
developing, documenting and communicating response 
plans, reporting on actual situations, and reviewing policy 
and procedures following a disaster or emergency 
situation. 
 
Coordinate staff training in emergency situations such as 
fire response, building evacuation etc. 
 

 

 All Staff and Volunteers 

 

 

 
Compliance with emergency procedure Policy 
Contribute to the development of Emergency procedure 
policy 

 

6. Risk Management 

 
All staff and volunteers should be trained in emergency response 
 
Emergency evacuation drills are undertaken (frequency?) under the instruction of the Chief 
Executive or nominated member of staff. 

 
Emergency management plans are reviewed annually by the Chief Executive and/or 
following an emergency situation. 

 

7. Policy Detail 

 
Working Together identifies, prevents and manages emergency situations within its sphere 
of responsibility and influence, until the arrival of appropriate emergency services. 

 
A range of emergency situations may occur on the premises with the potential to impact on 
the safety of staff, volunteers, and visitors, including: 



 

- fire 

- gas or water leak 
- vehicle and other accidents 

- bomb threat 

- civil disorder or illegal occupancy 
- hostage or terrorist situation 

- death 
- robbery 

physical (including sexual) assaults 
 

8.1 Risk Assessment 
 

Working Together uses risk assessment processes to identify and control barriers to 
effective emergency management. Particular attention should be paid to our members and 
client group. 

 
Staff, Trustees, volunteers and visitors are expected to behave in a way which minimises 
the risk of emergencies occurring. 

 
8.2 Preparedness 

 
All staff, and volunteers are provided with training to ensure they are familiar with 
implementation of emergency management procedures. 

 
All staff and volunteers familiarise themselves with emergency evacuation procedures, 
including their responsibilities and the emergency evacuation assembly point. All members 
are supported to understand and participate in regular practices. 

 
All fire safety activities undertaken by the organisation are recorded and reviewed to identify 
gaps in training, knowledge, equipment or processes. Fire activities include, but are not 
limited to, fire safety training, drills and exercises, records of maintenance and inventories 
of equipment kept. 

 
Where relevant, all staff and volunteers familiarise themselves with techniques to minimise 
physical and emotional harm from other people. 

 

8.3 Response 
 

When an emergency situation arises, the primary aim of the response is to ensure the safety 
of all people on the premises, preserve life and protect property. 

 
Working Together initiates recovery and aims to restore operations as quickly as possible. 
 
Emergency situation debriefing is an essential component of the organisation’s approach to 
emergency management. 
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