THE UNIVERSITY OF
WESTERN AUSTRALIA

School of Agricultural and Resource Economics

A Handbook for Staff and Visitors

The School of Agricultural and Resource Economietcames all new members of staff and visitors alike
It is hoped that this Handbook will not only assist in becoming familiar with the School and tdphgou
settle in but will also act as a guide for your qmeral safety and well-being and the safety of your
colleagues.

This Handbook is divided in to 2 sections. Thetfgection provides some general information reiet@
the School and the second section provides sorogmiation on safety and health.

Emergency Telephone Numbers

For All Emergency Calls (24 Hours per Day)
Phone 2222 (from a campus phone)
or 1800 655 222 (from a public phone on campus)
Your call will be answered by Security for immediattention.

Other Useful Telephone Numbers

Head of School Ben White 3409
School Manager Jan Taylor 1757
Admin Assistant Deborah Swindells 2539
Admin Assistant (Mon, Wed, Fri) Theresa Goh 7869
Safety and Health Representative Greg Cawthray 1789
UWA Switchboard 99
University Medical Centre 2118
External Emergency Services: Fire Brigade, Poleybulance 000

If you have any comments on the handbook or suggestions on what else could be included, please email the School
Manager Jan.Taylor@uwa.edu.au

School of Agricultural & Resource Economics Handbook for Saff and Visitors March 2009 1



SECTION ONE: GENERAL INFORMATION

The following information is intended to assist yioubecoming familiar with the School and to helpuy
settle in. If you need any further informationgde do not hesitate to contact the Head of Schidgtloool
Manager.

Head of School: Ben White 3409
School Manager: Jan Taylor 1757

ADMINISTRATIVE ASSISTANCE

The School currently has two administrative asststaDeborah Swindells (full-time) and Theresa Goh
(part-time - normally works Mondays, Wednesday Bridays). They can be contacted as follows:
Deborah 2539

Theresa 7869

ASSIGNMENT MAIL BOXES
Student assignment mail boxes are located in tlgerfo The keys are kept on the notice board in the
Resource Room.

BIRTHDAYS

Birthdays are normally celebrated with the "ageinggmber of the School bringing in a treat of som® s
for their colleagues (usually a cake (or two!))o date, nobody has considered it necessary to theit
number of birthdays any School member may wishaeehin any one year. This tradition of "treating”
other members of the School (and oneself) alsoieppd those persons departing or returning after a
extended break, receiving an unexpected finandiadifi@ll OR any other reason as deemed appropriate b
the School!

CAMPUS CARD
All staff, visitors and students of The UniversitiyWestern Australia are entitled to a UWA CampuasdC
New students receive a card as part of the enrdlprecess. The UWA Campus Card can be used for the
following:

« identification on UWA premises and exam ID

» building and computing lab access

- to pay for copying/printing at selected UWA sites

Once you have been issued with a Campus Card epéeeenge with the School Manager, to have yout car
programmed to give you after-hours access. Moftarnmation on the Campus Card is available from:
http://www.campuscard.uwa.edu.au/

CHANGES
Please keep the School Manager informed of anygdsato your personal details, i.e. address, phone
numbers, etc.

CLEANING
Cleaners will empty the bins daily. Everyone igemsuse the PAPER BIN for recycling. Please use th
other bin for all other rubbish.

FACSIMILE (No: 6488 1098)
The fax machine is located in the Admin Assistapffice. As for the phone, you will need to diglfior
to the number to access and outside line.
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FACULTY COMPUTER SUPPORT AND COMPUTER LABS
Computer support is available by phoning #3416yoeail support@fnas.uwa.edu.ad heir office can be
found in the computer lab, west end, ground flégriculture North Wing.

HUMAN RESOURCES

If applicable, the School Manager will give yourfte to complete. These forms need to be processed a
soon as possible to register you on the payrolltarmibtify Human Resourcesf your commencement date.
Please advise the School Manager of any changefotmation provided on these forms as they occur.

Employee Self ServicdESS)
All staff should log in to the ESS for payslipsewing leave details, personal details, emergenoyacts,
mailbag address, qualifications, banking detatls, e

Payslips
Please note that payslips are not sent out to gmmpso To view your payslip, you will need to logtd the
ESS.

Booking Leave
All staff, including academic staff, need to boelave via the ESS. You are also able to check gawe
balances.

Employee Assistance Program (EAP)

The Employee Assistance Program provides confideatid professional assistance for employees and to
other persons whose care is the responsibilityhef émployee, who are experiencing difficulties of a
personal or work-related nature. Further inforomatis available in Section Two of this handbookrom
http://www.safety.uwa.edu.au/policies/eap

KEYS
Please request your office keys from the Schoolddan You are responsible for their return whean yo
leave. Do not lend these keys to any other pessamake duplicates without authorisation.

LIBRARY
The ARE Library is housed in the Resource Roonl.itéims to be removed from the Resource Room must
be noted.

University Libraries :

All UWA Library users will require their UWA Persdb (staff, student or visitor number) and theireRie
password (see below) to access Library systemsenmvites as follows:

* Check or renew your loans

* Course Materials Online (CMO)

* Get It (Document Delivery)

* Remote access to online resources (access froesideithe UWA Library)

* SuperSearch

What you need to do

Pheme support is available at:

* Staff: http://help.ams.uwa.edu.au/pheme/help/staff

* Visitors: http://help.ams.uwa.edu.au/pheme/help/visitors

Please note - Pheme allows users to reset a fergott
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MAIL

The School’'s Mail Bag Delivery Point Number is MO8W®lail is delivered and collected in mailbags,dsvi
daily. The School’'s mailbag is located in Room G@Admin Assistant’s office). The bags are deleer
and collected at approximately 9.30am and 1.30piy.dbnternal mail for other areas within the Uaigity
may also be placed in the mailbag.

Incoming mail will be placed in your mail box, whids located in the Admin Assistant’s office. Rlea
check and clear your box regularly.

All personal mail placed in the mailbag must be prestamped Please note the School is charged for all
out-going mail.

NEWSPAPERS/JOURNALSETC

The Australian newspaper is available every day@mbe found in the Resource Room after 10am each
day. Other general reading materials as well adatest editions of the Countryman and the Ecosbare

also kept at the same location. Please do notvertin@ newspaper or journals from this area.

NOTICE BOARDS
There are several notice boards in the SchoolReémource Room, the foyer and opposite the admim are
Please check regularly for new notices.

PHOTOCOPYING

SARE have access to the photocopy machine locat#tkiFaculty area for which a code will be issted
you. If required, one of the Admin Assistants widl photocopying for you however all jobs must lkeady
marked with the number of copies and date and tagaired.

CopyPlus cards, for copying in the UWA librariess available from the Admin Assistants.

PROFESSIONAL DEVLEPMENT REVIEW (PDR)

All staff, other than casual staff, will particigatn an annuaProfessional Development ReviewThe
intention of the PDR is to support the career dgwalent of staff and aims to:

» Review the past year’s performance;

» Recognise the achievements of the reviewee;

» Clarify any changes to the reviewee’s role;

» Plan for the coming year and identify goals;

« Equip individuals to meet the immediate and fuithiallenges of their position;

 Assist individuals to achieve their goals and thoisthe School/Unit and the University; and

» Provide guidance on career development

You should have your first PDR within 2-3 monthscafinmencement and then at least every 12 months
thereafter.

PURCHASING

You are required to submit all purchasing requestshe Schootequisition formto the Admin Assistants

or School Manager. The University has, for reasafnrsconomy and efficiency, entered into arrangemen
with suppliers of certain types of goods, whichegthem the status of 'Preferred Supplier'. Stafkinga
purchases should be aware of these arrangementssanthese suppliers as a matter of policy. Where a
preferred supplier is available but for justifiableasons an alternative supplier is used then rorma
purchasing guidelines relating to obtaining quotadior issuing tenders must be followed. The juastifon

for not utilising the preferred supplier shouldcalse recorded. A full list of preferred suppliessavailable

at http://www.finserv.uwa.edu.au/sp If you need clarification regarding purchasinggse contact the
School Manager.
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REIMBURSEMENTS
Reimbursement for expenses on authorised purchafieequire receipts. You will need to submit the
receipts together with equisition formto the Admin Assistants or School Manager.

RESOURCE ROOM

The Resource Room is for everyone to enjoy. fiisany one person's responsibility to clean ugretfore,
please make sure you clean up after yourself.ouf yse the fridge please make sure you throw awgy a
"nasties" that you have may have inadvertentlythedte.

Staff and students supply their own tea and/oreeoéitc. Put your name on everything you prefetambe
used by anyone but yourself.

SECURITY/INSURANCE

Please keep your office/area locked! There areyrtiaafts, not everyone is blessed with honestycsaat
leave your valuables on display. The Universitgsurance does not cover personal items; howeVer, a
losses should be reported immediately. Forms abailfrom:http://www.safety.uwa.edu.au/forms/theft

All UWA equipment must be engraved. It is yourpassibility to engrave and secure your own equigmen
The engraver is available from the School Manadieis suggested that you engrave with “UWA (folledv

by your extension number)”. PC's must be lockedrdosecurely. Security cables, brackets and
combination locks are available from the School Bger. Laptops should be locked away securely when
not in use. Prior to any UWA property being renmb¥#®m campus, authorisation is to be obtainedthad
appropriate paperwork completed.

All staff and students must complete an "Applicatior Approval for Overseas and Interstate Trawl"
least one week prior to travelling for insurancepmses. Forms are available from the School Manage

Further information on all the University’s Insucanis available from:
http://www.safety.uwa.edu.au/insurance

SCHOOL CALENDAR
Please refer to thBchool Calendafor information on special events, important datdsspecific details on
the seminar programme (see following).

SEMINARS

School Seminars are held both during first and sgésemester. Information regarding date, timealsge

etc will be circulated by email with a copy on thetice Board in the Resource Room. All memberthef
School, including Postgraduates, are expected htribate to the School seminar programme, both by
making presentations of their research and by dittgrseminars whenever possible. Regular atterdanc
seminars helps to create a shared team or commieeityvithin the School and broadens your knowledge
of agricultural and resource economics by beingoegd to new research and by participating in academ
discussions and debates.

STAFF ORIENTATION

The University has a Staff Orientation twice anhu&r new staff. You are introduced to various BW
personnel, supplied with literature on the Univisrsind taken on a guided tour around campus. We wi
endeavour to include you in the first orientatiotidwing your arrival.
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STATIONERY

General stationery supplies are supplied by the8chPlease advise if you have specific requirdsien
anticipate a high usage of a particular item. $deeomplete the "Stationery Usage" form locatethen
stationery cupboard and make a note if you haventaklow stock item.

UNIVERSITY INFORMATION TECHNOLOGY SERVICES
Information regarding telephone, computing, #&wlio Visual services and support provided centrally by
ITS is available afttp://www.its.uwa.edu.au/staff

VEHICLES
Bookings for the Faculty's vehicles can be madeutin any of the other Schools within the Faculty:
Animal Biology, Plant Biology or Earth and Geogragath Sciences.
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SECTION TWO: SAFETY AND POLICY GUIDELINES

Please take the time to familiarize yourself witle following information which has been taken dilyec
from the UWA Safety and Health web page at:
http://www.safety.uwa.edu.au/

Please note that whilst all effort is made to k&@p information current, you should always acosbat
extra and/or updated information is available tigitothe above web page and associated links.

The University of Western Australia Occupational Séety and Health Policy

COMMITMENT

The University of Western Australia acknowledgesttithe provision of a safe and healthy wecrk
-~ environment for employees, students, contractodsvésitors is not just a moral and legal resporisybibut -
also a prerequisite for it to achieve its primangsion of conducting teaching, research and sclolarat
the highest international standards. This commitnte protecting its human resources also extenc ; t
ensuring the University’s operations do not pldee local community at risk of injury, illness oroperty
damage.

OBJECTIVES
The University will ensure compliance with the Wast Australian Occupational Safety and Health Axt
Regulations, other legislation and industry stadsldny:
providing and maintaining safe workplaces, plamt aystems of work
providing information, instruction, training andpervision to ensure safe systems of work
ensuring that nominated safety personnel are adelgurained and supported
consulting and cooperating with safety and he@fresentatives, employees and others
providing and maintaining personal protective pquént as required
continuously reviewing and improving its safetyfpemance.

RESPONSIBILITIES
Each Head of Academic/Administrative Unit is accante for implementing this policy in their area Hf
responsibility. Management is responsible for:
the provision and maintenance of a safe workpdankesystems of work
involvement in the development, promotion and enpéntation of safety and health policies ¢ nd
procedures
training and supervising employees and studerntsersafe performance of assigned tasks
the provision of resources to meet the safetyreradth commitment.

Employees, students and contractors are to:
take reasonable care of their safety and healittat of others
follow all safety and health policies and procextur
report all known or observed hazards, incidentsiajuries.

APPLICATION OF THE POLICY
This policy is applicable to the University of Wesst Australia in all its operations and functionsliuding
those situations where employees and studentequéed to work off site.

Dated: 2005Http://www.safety.uwa.edu.au/ data/page/8704/OSiicyP 2005.pd¥
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University Safety Policies and Procedures

The University has a comprehensive range of paieied procedures. Some of the existing Polices
are listed below but more information is availadle

http://www.safety.uwa.edu.au/policies

Policies, Procedures and Guidelines

Management

»  Occupational Safety and Health Policy

»  Workplace Related Social Functions

« Contractor Safety and Health Policy

- Employee Assistance Programme (EAP)

« Injury Management

» Inspecting the Workplace

« Material Safety Data Sheets (MSDS)

« Permit to Work Policy

« Pregnancy and Work Guidelines

» Purchasing Safety Guidelines

+ Resolving Safety & Health Issues

» Responsibility and Accountability

« Training - Safety & Health Guidelines

» Safety and Health Representatives and
Committees

« Safety Induction Checklist

» Safety Risk Management Procedures -
Guidance Note

« Safety Risk Management Procedures

+  Smoking Policy

« A Short Guide to Safety and Health for
Students

» Standard Operating Procedures

« USC Minor Works Funding Guidelines

« Visitor Safety

« Working in Isolation

» Working in Remote Locations

Incidents and Emergencies

»  Critical Incident Counselling Policy

«  Emergency - General

. First Aid Policy

«  Guidelines for the Use of Asthma First
Aid Kits at UWA

. Incident/Injury (Accident) and Hazard

Notification and Investigation Procedures

. Laboratory Emergency Response
Procedures

Risk Management
. Information about Risk Management
+ Risk Management Policy

Hazard Management
Chemical

Eyewash and Emergency Showers
Safe Use of Pesticides

Radiation

Radiation Safety Policy

X-Ray Equipment

Radioactive Materials

Lasers

Ultraviolet Light / Transilluminators
Microwave Oven Safety Guidelines
Nuclear Moisture/Density Gauges
Personal Radiation Monitoring

Biological

Animal Handling Safety and Health
Procedures

Biological Hazards

Infectious Diseases

Physical

Personal Protective Equipment Guidelines
Safety in Workshops

Thermal Comfort

Electrical Equipment Safety Procedures
Confined Space Safety Procedures
Underwater Diving Procedures

Plant and Equipment Safety Procedures
Use of Microscopes

Ergonomics

Ergonomics Policy

Vision Testing and Prescription
Computer Laptops

Computer Workstation Ergonomics
Exercises and Stretches at Work
Manual Handling Guidelines

Use of Wheelchairs

Home-based Work Guidelines
Working Comfortably With Computers
Use of Fitballs at UWA
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« Industrial Special Risk (University

Waste Management Property) Insurance
« Non-Contaminated Disposable Glassware <+ Marine Hull Insurance
and Broken Glass « Transit (Overseas) Insurance

«  Public Liability

« Volunteer Workers Insurance

«  Construction Risk Insurance

«  Workers' Compensation Insurance

« Guidelines for Equipment Belonging to
the University being Taken Overseas

«  Workers' Compensation Claim Procedure

. Personal Liability of the University of
Western Australia Safety and Health

Representatives

Foecialised Waste Disposal Procedures
. Needle and Syringe Disposal

Insurance Policies

. Corporate Travel Insurance
«  Student Plan Insurance

. Motor Vehicle Insurance

« 457 Visa Insurance

Smoking Policy
The University supports the provision of a smolezfenvironment.

All employees, students and visitors of the Uniitgrare required to comply with Regulation 3.44tlé
Occupational Safety and Health Act 1996 and theltA€&moking in Enclosed Public Places) Regulations
1999.

All Workplaces within the University are non-smogiareas, including;

. All enclosed areas in general use by large numtfgpeople (lecture theatres, tutorial rooms, megtin
rooms, libraries, etc)

. All lobbies, foyers and corridors

. All offices, laboratories and workshops

. Common rooms, tearooms, staff rooms

. All University owned vehicles, boats, etc.

In addition, smoking is banned near air intaketemal doors in regular use and windows regulapgnzd.

Areas exempt from this policy and the above regutatinclude:
Reid Library Cafe - outdoor area only
University House - bar area only.

Resolution of Safety and Health Issues
Where a dispute arises, the partdgST attempt to resolve it in accordance with the ratgvprocedure
(where one exists) applicable to the workplace.

Under Section 24 (1) and (2) of the OSH Act:

« According to the relevant procedures, the employay consult with any or all of the following:
A.  Safety and Health Representative(s) for the wodela
B. the workplace safety and health committee or
C. the employees

< If there are no procedures in place, then Reguia2i® requires that the employer meets with the
employees and the workplace Safety and Health RBeptative(s) (if one exists).

« Where an issue is not resolved, the Safety andtii&adpresentative(s) MUST refer the problem to
the safety and health committee (if they exist).
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e Section 25 (1) of the Act explains that if thesgempts to resolve the issue are unsuccessful, and
there is a risk of imminent serious injury or hatonpeople from the hazard, the employer, and the
safety and health representative may notify a WalSVA Inspector to assist with resolving the
issue.

Incidents, Injuries and Hazards

All incidents, injuries and hazards must be repbrté\ Hazard Report form is required to be complete
(http://Iwww.safety.uwa.edu.au/forms/hazard_reporinjofor every near miss or noticed hazard at the
University or experienced by a University staff nemnwhile performing work for the University. Rete

the UWA Incident, Injury (Accident) and Hazard Nmtation and Investigation Procedures.

Confidential Incident/I njury Report Form
Please complete a Confidential Incident/Injury Réporm for all incidents
(http://www.safety.uwa.edu.au/forms/incident

Hazard Report Form
Please complete a Hazard Report Form if you IN&ARLY been injured or notice a hazard
(http://www.safety.uwa.edu.au/forms/hazard_reportnjo

Asbestos Register Form
Please complete an Asbestos Register Form if ydevieeyou have been exposed to asbestos at the
University of Western Australia

All forms are to be completed and forwarded toSlaéety and Health Office as soon as possible.

Workers' Compensation Insurance

In the event of a worker sustaining a serious inj(ire. stroke, heart attack, loss of limbs ethé t

Departmental Safety Officer, after having arranf@dappropriate medical treatment, should conthet t
Insurance Officer on extension 3214 or the Safaty ldealth Officer on extension 2035 and make aalerb
report.

Following an accident, the Departmental Safety «effiin conjunction with the injured worker (if
available), must complete page 1 of a Confidertieident/Injury Report Form and fax it to the Inaoce
Officer on 6488 1179. The Departmental Safety @@ffishould then conduct an investigation, detadl th
findings on page 2 of the Incident/Injury Reportirpand forward the completed original documenthi
Safety & Health Officer in the Safety and HealtHicx.

Workers' Compensation claim forms must be completkenever a person seeks medical treatment for an
injury sustained in the course of their employmefhis is irrespective of whether it involved logitime
from work.

Upon receipt of a Confidential Incident/Injury RepBorm the Insurance Officer will forward the fmiVing
claim forms to the Head of School for completion:

An Employer's Report form must be completed byShéety Officer, Head of School or a responsibléaen
person who has investigated the cause and canlyclaad accurately report the facts. If the person
completing the form is satisfied that the claimlégitimate they should sign at the bottom of thenfo
Should there be any doubt about the legitimacyhefdlaim, the form should not be signed but a statd
outlining the reasons should be attached. Undesincomstances should the injured worker complei t
form.

An Employee's 2B Report Form is to be completethieyinjured worker and returned with the first noadli
certificate from the doctor. The Act requires ttteg Employee's Report and First Medical certificaiust
be forwarded to the insurer within three days ckipt by employer. It is therefore essential thatforms
are forwarded to the Insurance Officer without gela
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A Witness' Statement may be completed by an aegewitness or by any person having knowledge ®f th
accident.

Workers' Compensation claim forms must be completkenever a person seeks medical treatment for an
injury sustained in the course of their employmefhis is irrespective of whether it involved logitime
from work or not.

It must be stressed that all forms and certificabesntioned are legal documents and may be tendered
evidence should the matter be taken before the ®srikCompensation Board or the District Court. A
person who has completed a form may also be subpddrefore the Court to confirm the accuracy af the
statements, so great care should be taken to etiguferms are properly completed.

Following completion all documents must be returirathediately to the Insurance Officer for lodgement
with the Insurers. As further medical certificatesl reports are received, they should also be foledato
the Insurance Officer without delay.

When the injured worker has fully recovered a fimadical certificate should be obtained from thetdo
thereby allowing the claim to be closed.

In cases where an injured worker is likely to bievadrk for more than two weeks and/or is able toime to
work with limitations, a rehabilitation program nile designed.

Employee Assistance ProgramméEAP)

Policy

The University provides free, confidential and gssfional assistance to employees and to otherrgerso
whose care is the responsibility of the employlemugh the Employee Assistance Programme (EAP).

The service provider who currently offers the pesgme on behalf of the University is:
OSA Group

Level 16

251 Adelaide Terrace

Perth WA 6000

Phone: 1300 361 008

http://www.osagroup.com.au/

Objectives

The Employee Assistance Programme provides cortfaleand professional assistance for employees, and
to other persons whose care is the responsibifitth® employee, who are experiencing difficultidsao
personal or work-related nature. The EAP providssstance for issues such as:

o difficulties in relationships with work colleagues
0 coping with organisational change

0 harassment

stress with work

career issues

alcohol and substance misuse

relationships and family issues

emotional stress

concerns about children

o financial and legal problems

o grief and bereavement

0 health and lifestyle issues

o trauma and critical incidents

0 coaching and mentoring for managers and supervisors

O O0OO0OO0O0Oo

The University provides this service in order tomppte a satisfying, safe and healthy work enviramme
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Staff, and as necessary, other persons whose #éne responsibility of the employee, are entitiedise
the programme.

Managers and supervisors are expected to suppbdramourage the use of the programme by staff.

Services
The service provides the following:
= confidential and professional advice
= feedback to the University on general organisatimzaies
= assistance to the University in ongoing organisatialevelopment
= assistance to senior staff to develop skills in leyge management
= quarterly statistics to the University for revieipmlicies and procedures.

The service provider’s role is to provide a shertt intervention service for issues that can gélyeba
dealt within six (6) sessions or less. Furthersises may be made available upon a request to the
University from the service provider.

Also provided is the Managers Assistance Prograwtanagers Assistance is a satellite of the EAP. It
provides same day telephone consultation for masfygervisors, in dealing with difficult peoplsigs,

eg when you are faced with a difficult staff/stutlexanagement situation and would value the oppdytun
to talk it over and perhaps come away with somshfriedeas on how to manage it. EAP is a confidentia
service. All staff members who act in a superyigote can access Manger Assistance.

Procedures

Self-referral

A university employee or a person whose care ig¢bponsibility of the employee may contact theviser
provider directly and arrange an appointment whegret are issues to be discussed in a private and
confidential setting without anyone in the Univerdieing involved. This is the typical way of assing

the EAP.

Suggested referral

The manager or supervisor may inform a staff merobéne services provided by the EAP and suggesdt th
the employee may benefit from using these serviSagety and Health Representatives, Equity Advjsers
Sexual Harassment Contact Officers or any othewéisity employee may become aware of developing
situations where EAP services could benefit fellstaff members and may suggest self-referral (in
confidence) at an early stage. It should be nttad employees are not obliged to use the seratése
EAP following such suggestions.

Trauma or Critical Incident

The manager or supervisor should be aware of tseilgle emotional impact of a work-related trauma or
critical incident and referral options availableamployees. Refer to UWA Critical Incident Coutigel
Policy athttp://www.safety.uwa.edu.au/policies/critical_ident _counselling

Specialist Assistance

A person using the EAP may be referred to an ap@i@pagency where the nature of the problem i suc
that further professional help is considered desera The service provider may, upon referral te th
specialist provider, liaise with them and contirtaeact as point of contact for the specialist pilevi It
should be noted that the University does not ndgnmaéet the cost for such additional specialistises.

Attendance
EAP services are available during work time andrafburs.

Arrangements for time off during working hours titead sessions will be the same as that which sxist
between supervisors and staff members for any oitwen of time off work. This may include an
application for short leave or sick leave with thevision of the usual certificate requirements whe
necessary. The University expects that supervisondd be supportive of employees wishing to use th
EAP and where practicable, provide flexibility thee employee to attend during work time.
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Confidentiality

Persons who utilise the EAP are assured that dismswith the service provider will remain confidiel.
Staff members may decide that it will assist thénieir supervisor is informed about their situatiand
how it is affecting their work. In such a case $itaff member must give written permission to teevige
provider for a specified person to be contacted.

Procedures for Visitors

For safety and security reasons, you should icestine number of personnel that you allow to
accompany you into the building.

These visitors may not be familiar with the epeesent hazards within a laboratory environment and
as such are not permitted to wander within thedirgj.

No visitors are to enter laboratories unacconmgrr(unless the laboratories are thoroughfares to
offices).

Visits should be kept as short as possible.

Children are under no circumstances allowed entthilding without strict supervision.

Children are to be kept out of laboratories htiales.

All visitors to laboratories, including staff arsludents temporarily entering laboratories of pthe
research groups, are required to wear appropry&teued foot protection.

Procedures for after-hours work

After-hours work is defined as 6pm-8am weekddys pll of the weekend and public holidays.

Desk work can be performed at any time.

In the event of an evacuation alarm, the aftarrtgprocedure is for occupants of the building to
follow the normal procedures of shutting down seggiand then leaving the building by the assigned
escape route for the area in which they are workifly persons are to assemble where a check is to
be made that everyone has left the building. Ne{srto leave the area before being checked in this
way. One person is to be nominated to act asohaperson with the Fire Brigade and any other
services involved.

No unauthorised persons may be admitted to tiidibg after hours. Strangers should be challenged
If unsure, call 2222 for assistance from Security.
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Room Heating
. Use approved forms of heating only. ConsultSchool Manager for details.

Corporate Travel Insurance

Type of Cover: Corporate Travel

Insurer : AIG (American Home Assurance Company)
Policy Number: 2600100318

Period of Insurance: From 31 October 2008 to 3kt 2009

PLEASE NOTE: IT IS A REQUIREMENT THAT ALL STAFF AND STUDENTS MUST
COMPLETE AN ‘APPLICATION FOR APPROVAL FOR OVERSEAS AND INTERSTAT E
TRAVEL ' FORM AT LEAST ONE WEEK PRIOR TO DEPARTURE.

FURTHERMORE, IT IS RECOMMENDED THAT BEFORE TRAVEL | S COMMENCED,
REFERENCE BE MADE TO THE DEPARTMENT OF FOREIGN AFFA IRS AND TRADE
"SMART TRAVELLER "WEBSITE.

Persons I nsured by this Policy
The policy provides cover for the following:
« Employees and Officers of UWA including accompagypartners and dependant children (under
21) whilst undertaking authorised UWA businessétfav
«  Members of the Governing Body of the University @ming body including accompanying
partners and dependant children (under 21) whildettaking authorised UWA business travel
- Students, and including accompanying partners apkrtant children (under 21), undertaking
journeys associated with postgraduate researchisea® studies, course required work experience
or UWA approved student exchange
» Partner and children who accompany the above flaaat 50% of the journey of the above.

Additional Insurance
If you require an extension of this insurance facation time or wish to purchase this insuranceyfur
own private travel please sdutp://www.safety.uwa.edu.au/policies/travel

Benefits
A full list of benefits is available ahttp://www.safety.uwa.edu.au/policies/travel
Vacation Time during a University Business Journey
- Students are permitted an additional 25% travelobdytheir UWA study related travel to a
maximum of 6 weeks additional travel.
« Paid employees must have an element of businesd irevolved in the journey for the policy to
provide cover.

Extensions to UWA provided insurance can be pumthas via the web at:
http://www.safety.uwa.edu.au/policies/travelnsurance for private travel can also be obthifrem the
same web site.

Excesses/Deductibles
The policy is subject to a $250 excess on eacheaad, claim eg if your claim was for $900 and tkem
is accepted you will receive $650. However, plaaste that electronic equipment incurs a $300 exces

Notification
« You are NOT required to notify the Safety and Healtfice of your general travel plans, itinerary
etc.

« You ARE required to notify the Safety and Healtlicaf if you are travelling for a period longer
than 12 months, travelling to a country that issiire in any way, over the age of 80 years, or if
you are carrying out anything that could be corstras dangerous.

< If you are subject to a mugging, theft, loss ofsp@al belongings or money etc, you must report the
incident to local police or officials as soon assgible, and obtain an incident number and
report/receipt. Any other documentation that yon ohtain may also be useful, such as witnesses,
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hotel incident report, receipts etc. If luggagéost at the airport or by the airline, you mustaobt
as much compensation from the airport or airlineteeour insurers will pay any compensation, so
the loss must be reported before you leave thewirp

Special Conditions
If you are taking a:

« laptop computer,

« mobile phone or

» professional camera,
these items are required to be taken on boardittiafh as hand luggage and not placed in the hidhése
items must be kept in a protective casing and sedlured against damage while stored as hand luggage
These items are also required to be stored in@as@tace in the hotel eg the hotel safe.

Overseas Emergency Medical Assistance

International SOS can be contacted 24 hours a ylapitacting the local telephone operator and retijuge
a reverse charges call to International SOS or2 8251 4298. Please mention the University of &fest
Australia's Policy No: 2600100318.

Making a Claim

If you are claiming for the cancellation of a titkgou must first claim as much as possible fromttiavel
agents and/or credit card provider before claimang outstanding balance from the University inssirer
Full details of the reason for cancellation mustgbeen, for example a doctor’s note stating that yoe
unfit to travel. Download a claim form, completedareturn it to the Insurance Officer with all rigats,
quotes and a copy of the corporate travel authiiwisaform and relevant documentation
http://www.safety.uwa.edu.au/forms/corporate trawveurance_form

Further Questions
If the information contained above does not addyess questions please contact the Insurance Qftine
insurance@uwa.edu.au 6488 3214.

Workplace Procedures and Requirements

Ergonomics

1. Policy Statement

The University is committed to preventing injuri@ssociated with ergonomic hazards. Ergonomic hazard
may be found in the design of work tasks, equipmiget and the working environment.

2. Definitions

Ergonomics The design of the working environment, to endheebest use of human capabilities without
exceeding human limitations.

Manual Handling: Tasks requiring a physical force to lift, loweugh, pull, carry or move.

Screen based equipmeniRefers to computer based equipment includinglapbmputers.

Work station: Primary working area.

3. Responsibilities

Managers/supervisors in consultation with employees, are responsibidtie following:

1. Ensuring ergonomic hazards relating to poor desigtools, equipment, work station or work
practices are identified and the associated risksralled.

2. Ensuring that all employees have been provided agguate equipment for tasks undertaken.

3. Ensuring that employees have had information, ucsibn or training provided in the use of
equipment and work practices.

4. Encouraging and reinforcing proper working techesju

5. Encouraging early reporting of any injury or sympto

Employeesare responsible for the following:

6. Ensuring they understand information and instrugiprovided.
7. Participating in training as provided.
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8. Correctly using equipment provided.
9. Following proper working techniques.
10. Co-operating in the early identification and repugtof hazards and/or injury symptoms.

TheOccupational Therapistfrom the Safety and Health Office is responsible f

11. Promoting the ergonomics policy.

12. Acting as a resource to UWA Schools and individuaquiring assistance in evaluating and
controlling ergonomic hazards.

13. Providing available ergonomic equipment to stafftaal as required. If the equipment is retained
then it will need to be paid for by the School.

14. Investigating accidents that may have occurredrasut of ergonomic hazard(s).

15. Providing ergonomic training as required.

4. Procedures
Procedures for the major areas included underrtfamemics policy are available at:
o Computer Workstation Ergonomics
o Manual handling Guidelines

Manual Handling

Manual Handling occurs inllavorkplaces and is one of the most costly andtngosnmon causes !
injury.

The Occupational Safety and Health Regulation Babivision 1, s3.4 1996 states:

(1) In this regulation —
"manual handling" means any activity requiring tise of forcexerted by a person to lift, lowe
push, pull, carry or otherwise move, hold or r@sta person, animal or thing.

(2) Without limiting regulation 3.1, a person who, avarkplace, is an employer, the main contra
or a self-employed person must, as far as prdéca-
(a) identify each hazard that is likely to arisem manual handling at the workplace;
(b) assess the risk of injury or harm to a peresulting from each hazard, if any, identified

under paragraph (a); and

(c) consider the means by which the risk mayegleiced.

Penalty: $25 000.

Further to the above, WorkSafe Western Australia pablishedThe Code of Practice Manua
Handling which details how to go about fulfilling the legalquirement stated in the above redualn.
That is, how to manage and reduce the risk of mdraradling injuries.

Please note that Occupational Overuse injuries are also classified as manual handling injuries.

UWA'’s Requirements

« By the end of 2003, Schools and Centres in whi@metthas ben a history of manual handli
injury in the workplace (since 2000) must develam alocument a Manual Handling R
Management Plan. This must be done in consultation with staff ande§aand Healtl
Representative/s. The Occupational TherapistarStifety and Health Office will assist with t
development and implementation of these plans.

«  All staff must be trained in the appropriate marhehdling techniques for the tasks that they
required to perform in their jobs.

«  All staff must work withintheir range of comfort and ability when undertagkmanual handlin
tasks and not expose themselves or others toskefinjury.

- In situations in which staff are required to pemfionew or unfamiliar manual handling tas
supervisors and managers must assess the risknaplement risk control strategiesE.g.
Provision of training for staff who are requiredassist with office relocation.

5. Standards
Occupational Safety and Health Act 1984
Occupational Safety and Health Regulations 1996
WorkSafe WA: Code of Practice: Manual Handling
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WorkSafe Australia: Guidance Note on Preventio@ofupational Overuse Syndrome
AS 3590 1990. Screen based workstations - Part 2.
AS 1680 1997. Interior Lighting

6. Training
Training in ergonomics, workstation arrangementsl amanual handling can be provided by the
Occupational Therapist.

If you would like your work station assessed or would like to receive training, please notify the
School Manager.

Working in Remote Locations

Introduction

Staff and studentho proceed on field trips and carry out work imoge locations must be aware t
they place themselves in a situation where theyeaposed to higher than normal levels of riskhis
policy establishes administrative and Safety analtHearrangemenstfor the conduct of field work |
locations classified as "remote" and for the digvad vehicles over long distances or off road. phécy is
based upon current practices observed within thevddgsity as well as those commonly used in o
Commonwealth and State Government authorities.

Definitions

For the purpose of this policy, the following défions apply:

1. Remote Work: defined both in terms of distance iaadcessibility as any work carried out at any non-
permanently staffed University site and which datai

a. working more than 5km from a frequently traffickedad, farmhouse or other facility wi
telephone or radio communications;

b. off-road in areas including river, inland waterways astiarine locations where very little traffic
likely or where topographic features would make it diffica summon help either from a farm
town.

2. Off Road: any location other than a major or mifewmed road.

School Responsibilities

The Head of School is ultimately responsible faswmg:

» the driver has an appropriate and current driie@&nse (domestic or international).

- the driver has completed either tluniversity 4-wheel drive courseoffered biannually or he
undertaken a similar accredited course if off-roademote work is to be undertaken.

« meeting the cost of any overnight accommodatiorsfaff, in cases which require valid additiona
unscheduled overnight stops.

« each University vehicle has a log book which is ptated by the driver for every trip.

« vehicle users are aware of the procedures for wgrki remote locations, prior to departure on
trip.

- the roadworthiness of all vehicles at all timesJuding any hire vehicles.

Drivers Responsibilities

«  The capacity for driving time of up 10 hours maximis at the sole discretion of the driver.

- The driver is totally responsible for all aspectpeparation, maintenance of vehicle and equipt
and the application and implementation of the dinds.

« A check of the vehicle and any towed appliancesteajler, boat for roadworthiness shall be m
prior to departure and then a daily check is tadreied out for:
a. tyres (visual inspection of inflation and treachditions);
b. radiator (water level);
c. oillevel,
d. battery condition.

+ Obtaining as much information as possible about dheditions that are likely to be encounte
during the trip and making provision for them.

« To inform the School Manager or other senior schudfiter of the planned driving regime ahy trip
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prior to departure.

« In all cases where the driver is going to be iro#froad situation or remote location, to inform lo
authorities (e.g. police) of the planned drivinginee. Regular calih schedules may be appropri
and should be set up in advance in consultatiohn thiz local authorities.

Administrative Arrangements

1. A risk assessment of the work to be undertakennduttie field trip should be carried out prior
departure. The nature of the work and the expeeiai the stafbr students attending the field t
should be considered. In many cases it will be fenfea people to be working alone. If it is congield
safe to be working alone, suitable communicatiomra®es, equipment, survival supplies and first
will required to ensure adequate safety levels.

2. Completion of the one dayniversity 4 Wheel Drive coursis recommended for staff and stude
who wish to undertake a field trip involving rematerk or the use of a 4 Wheel drive vehicldo
other personnel are authorised to drive excepniraergency and this should be entered into :
book.

3. Local rules or modified procedures particularly reggpiate to theSchool but consistent with tF
policy may be developedAgreed rules must be complied with and personna ddliberately expos
themselves or others to risk by noompliance are to be counselled and if necessarydad fromr
field work.

4. Trip plans shall be submitted to the School forrapgl byfield trip leaders prior to undertaking fie
work and basic details provided shall include:

- alog book of prior vehicle inspections and theptementary safety equipment. This shoulc
signed by a senior administration or technicaloaffiand kept i secure location at the beginn
and end of each trip. (This applies to Universityned vehicles only);

« time and date of departure;

- expected time and date of return;

« major roads/towns to be covered "en route";

- approximate work area (map or grid reference);

« names of all staff and students in group;

- any agreed radio or telephone call-in schedules.

- notification of local authorities of where you inteto be, for how long and when you will contact

them again.

Transport
An appropriate type of vehicle is to be suppliedffeld work:
« normal sedans and station wagons are only suifabldtumen and all weather dirt roads;
«  4-wheel drive vehicles should be used for allrofid situations including mountainous terrain
desert areas.
All 4-wheel drive vehicles used for field work shadie equipped with the following:
- diesel engine;
« a steel bulbar capable of being used as a jacking point arglpporting at least 2/3rds of 1
weight of the vehicle;
- arear bumper bar capable of being used in a simédaner to the bull-bar;
« air-conditioning.
The following items are strongly recommended fatusion as vehicle equipment:
« driving lights (spot lights);
« long range water and fuel tanks;
« cargo crash barriers.

Where vehicles are to be used abad or in remote locations appropriate spardspdools recover
equipment and adequate supplies of emergency satioth water must be carried. (A comprehensivefi
these items is available lattp://www.safety.uwa.edu.au/policies/remdteThese items are to be checke
a log book prior to departure, with the log boolb®held by the School administrative or technodater.

Field work may be cancelled if a suitable vehideot made availableAdditional information relating t
technical and mechanical aspects of vehicles angaodriving methods is contained in the 4 wheale
vehicle training course booklet (obtained fromaurance Officeextension 3214).
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Communications

All vehicles for remote field work must be fittedtiva 2way radio or satellite telephone with frequen:
which include those of the Royal Flying Doctor Seevand other appropriate Commonwealth andeSta
Government authorities.

All personnel undertaking field work must be traine the use of the communication equipment argdia
with local authorities as outlined above.

Clothing and Safety Equipment
The appropriate kind of safety equipment and ahgffof an occupational nature needed for the figjul
should be dictated by experience and common sense.

Where requested, the Schoolist provide staff the necessary special itengaasof their management a
legal responsibility to provide a safe place of kvand a safe system of work for employe€&®r outdool
work this may include the provision of hats, sueear, field boots and other clothing to protect asf
harsh climatic conditions which may be encounter8tudents must provide their oynotective clothing
The School may provide sunscreen and insect repelle

Health

All people who participate in remote field work sia be reasonably fit and have no existing mec
conditions which could reasonably be expected W@ gise to a life-threatening situatiorlif anyone is
taking regular medication it is vital that adequsueplies are carried on the trip.

First Aid Equipment
Field work locations are University workplaces a$imed within Safety and Health legislation andsash
compliance with relevant regulations is required.

Regulations which concern first aid requires an leygy to provide for every 25 people or part thérex
dust proof first aid box or cabinet stocked witlclsmedical supplies as are appropriate for trgatijuries
caused or likely to be caused to people, havingrcbtp the work being carried ouln addition at least or
person must have control of the use of the contaiise first aid box or cabinefor field trips the box ¢
cabinet should be p@ble, light, compact and durable as it may haveurvive and remain sterile
adverse conditions and it should be stored casefullthe vehicle to prevent damage and be rei
accessible. Such equipment is to be supplied dyelevant School, a@rthe condition of such equipmen
to be monitored and a log kept.

A person trained in first aid should be includecaarember of each field trip group first aid kit shoulc
only be seen as supplementary to the essentialreeggents of training irirst aid for field trip personne
and reliable 24 hour communication facilities.

The School should encourage relevant staff andestsdto attend First Aid Training on a regular basi
First Aid courses can be arranged via the Scho8bdety and Health Office.

Driving For Extended Periods or In Remote Areas

Where this type of driving is to be undertaken,filowing should be observed:

«  No more than 10 hours in a 24 hour period shouldaken up with driving. The total time spi
travelling, inclusive of breaks, should not excé@cours, even where the driving is shared;

e A rest period of 20 minutes should be taken on detigm of each 3 hour period of driving, or
required. Where driving is shared, each drivetl shieve for no longer than 3 hours in succession;

«  Ordinary duty (which does not involve driving dutgdmbined with driving duty shall not exceed
hours in any period of 24 hours;

« Alcohol shall not be consumed or prescription drugsch may affect the ability to drive safely, 8
hours prior to working or during the period of jberney by any person involved with driving duties;

«  The distance which can reasonably be covered dtiimgpace of a day's driving will be governec
(a) above and
a. driver fatigue;
b. legal speed limits;
c. climatic conditions & weather;
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d. type of vehicle used.

« The general well being of the driver, in particufatigue, is paramount and takes precedence
agreed guidelines particularly when the driveriljact to fatigue.

- The time at which the jouay is to be undertaken, its duration and the distdn be covered shall
reasonable in the circumstances and be plannedi/anae.

«  Provision shall be made for regular and adequatebreaks to avoid driver fatigue.

- If the driver has to perform dgimmediately before or after the official journdine duration of th
journey shall be limited accordingly.

«  Wherever practicable more than one driver shallelrin vehicles, especially where all or part oé
journey is to be undertaken in isolated areas deuarduous climatic conditions.

« There should be no likelihood that the undertakifigany particular journey will result in unust
risks.

Recommended Equipment for Field Work in Remote Locations
A full list of recommended equipment for field warkremote locations is available at:
http://www.safety.uwa.edu.au/policies/remote

Home-based Work Guidelines

Background
General staff members at UWA who work from home @mrevided for under the UWA General Staff
Agreement 1997 Schedule K. However, no such gueelare provided for academic staff at the
University.

It is understood that many UWA academic staff memlveork from home for at least a portion of their
working week. This is generally on the basis ofrdarmal agreement with the relevant Head of Sthoo

The hours worked from home may vary consideraldyto® does the provision or otherwise of equipment
supplied by the University to carry out the homedzhwork.

Under the Occupational Safety and Health Act 1@8dployers have a duty of care to protect the safiety
health of their employees, including staff perfariwork at home. Under the Workers Compensatiah an
Rehabilitation Act 1981, employees who sustainrguary or disease whilst working for their employee
entitled to claim for compensation.

Please note that the Home-based Work policy is cuently under review, the following is a
guideline and you should refer to the web page farpdated information
http://www.hr.uwa.edu.au/policy/toc/appointment_a@ehployment/general_staff appointments/ho
me_based_work However any staff member considering applyingvtok at home must discuss it
with their supervisor and complete tgpropriate form

Microwave Oven (located in the Resource Room) - Satly Guidelines

Do not operate the oven if it is damaged or dodsoperate properly. It is imperative that the ov®or

seals properly and that there is no damage todbeskal, hinges, latches, or oven surfaces.

« Ovens used for food preparation must be cleanedaonregular basis to prevent biological
contamination, fire potential, and door seal damage

« Ovens used for laboratory applications cannot bedufr food preparation. Conversely, food
preparation ovens should never be used for oth@rcagions.

« Do not use aluminum foil or any metal containerstahutensils, metal objects, or objects with metal
or fail trim in the oven. Such items can causerggcidamaging the oven and creating a fire or burn
hazard.

- Do not heat objects that are sealed as they mdgadxpdamaging the oven and blowing off the door.

« Never heat any flammable or combustible liquidhie dven. A fire and/or explosion may result.
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Be careful when removing containers from the mia@e& oven. Containers or their contents may be
very hot, resulting in burns or spills of hot ma&és. Containers have been known to explode after
tightening the lid following removal from a microwaoven.

If a fire should start inside the oven, leave tberdclosed, disconnect the power cord, if safeacal

and call the emergency number 2222 (6488 2222).

Never make adjustments to or tamper with any compbaf the oven. Do not try to perform repairs on

your own. The oven operates on high voltage anceaagie that can be lethal if improperly handled.

« All microwave ovens in Australia are required torgay with the National Health & Medical Research
Council ‘Recommendations on Microwave Ovens’ 197d are generally very safe and reliable. The
guidelines provide strict limits on their microwaleakage during service t&ssmW/cnf at 5 cm from
any oven surface.

«  Generally speaking, commercially available microv@avens are very safe and reliable, regardless of
the manufacturer.

- If your oven is damaged or you have a reason tievmit may be leaking, please contact The School

Manager who will contact the Safety and Health €&ffio arrange a survey of the oven.
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Please Retain These Emergency Procedures at Your WdStation

All queries or comments regarding Emergency Procedes should be directed to the&afety and
Health Office on 6488 3938.

Contact Security on 6488 3020 for any personal security issues.

Emergency Procedures
Personal Safety
1. In an Emergency Phone 222%r freecall 1800 655 222. From a public phonenobile
phone, ring the police on 000.
2. Report of any threats to University security shduédmade to the Security Office, located on
the western side of Car park 1 by telephoning Sgcon 6488 2222.
3. If you are feeling unsafe, call Security on 648222t any time.
Important: Do NOT endanger your life
Whilst Security does an excellent job to ensurewh#-being and safety of University students and
staff, it is important to take some simple preaangi yourself, especially if you are studying or
working late at night.
If you are alone, phone Security on 6488 2222 leeyou leave the building. Security can provide an
escort to your vehicle, or between buildings. Hasvice is available all night.
« Always walk with a friend at night and stick to Wil areas and main pathways.
- If you are to be on campus after dark, move youta@a well-lit car park.
- ltis safer to call a taxi if you are unable tovdrhome or get a ride with a friend.
Map of the University Campus

Medical Emergency
1. ImmediatelyPhone 222r freecall 1800 655 222.
2. Give your name, location, number of people involvéetails of medical emergency. Await
further instruction and advice.
3. Render whatever assistance you can.
4. Contact théSchool First Aid Officer

Assault

1. In an Emergency Phone 222%r freecall 1800 655 222. From a public phonenobile
phone, ring the police on 000.

2. Do not wash, shower, change clothes or clean gmynway until after talking to the police
and going to the hospital. You could destroy vaaidence. Don't drink alcohol or take
tranquilisers or other drugs as you will have teega clear account of what has happened.
Try to remember everything you can about your &dac

3. Remember, you are the victim. You have nothindgetd guilty or ashamed about. Police
officers are aware that a person who has beenlgssasexually or otherwise, is likely to be
suffering from emotional shock. They will do dllety can to make things as easy as possible
for you.

Note:

Campus Medical Centre: 6488 2118

University Counselling Services: 6488 2426

Sexual Assault Referral Centre (SARC): (08) 934R81&4-hr crisis line)or Free Call: 1800 199 888
(Country callers)

Harassment

1. In an Emergency - Dial 2222.

2. If you are being harassed on campus, call Secomit§488 2222 at any time.

3. Report all incidents of harassment to a contaat@ffwhere confidentiality is ensured.
Sexual harassment is not always violent - it tgilese in many different forms. Sexual oriented
comments, jokes, abuse, gestures, and the displsgxaally offensive materials are all examples of
sexual harassment, and the assailant does notdaeea stranger.
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Evacuation

On hearing a verbal emergency warning, or an alarm

If possible collect personal effects and turn ¢dcerical equipment.

If fire, close all windows and doors prior to ergiworkplace.

Proceed to closest exit at a fast walk (do not.run)

Make way to building assembly area: Thurling GréghCommon Room, Central Wing).

All persons shall listen to and obey the instruttiofArea Wardens and/or Building Wardens

gl wnNdE

Emergency Evacuation Procedures: In the Case of Fire

You discover a fire:

1. Help people in immediate danger

2. Warn others by shoutingFire, Fire, Fire", raise the alarm if not already sounding and
telephone 2222.

3. Decide if you can put the fire out.

4. Be over cautious

5. Don't attempt to use a fire extinguisher if you&aever been instructed on how to use one.

6. If you can put out the fire then do so, if not pred to evacuate the building.

You hear the fire alarm ringing; you must preparevtacuate the building:

1. Switch off all computers, printers and electricapkances.

2. Close all windows and doors.

3. Gather your personal belongings in preparatiomtmeédiately evacuate the building.
4. Organise/help other people in the room.

The fire alarm is still ringing after one and aftaltwo minute. Evacuate the building and proceed
the building Assembly Area:

1. Move at a quick walk, do not run.

2. If you have to move through a closed door that gannot see through:

1. Feel the door to see if it is hot;

2. Look for smoke coming under the door;

3. Open the door slowly and look around it to se@dire is a fire behind it;

4. If there is no fire on the other side, proceed thjfoand close the door behind you;

3.  Move to the Building Assembly Area as quick as faes

4. Report to your Warden that you/your group is themnd if you know of anyone trapped in the
building;

5. Remain in the Building Assembly Area until you éméormed that you may leave or move by

either the Building Warden or a member of the emiecy services

You notice someone on the verge of panic:

Give them a task or responsibility;

The person will still require constant monitoring;

Do not hit them;

Take hold of one of their hands and guide thenobthe building to the Assembly Area ;

If they will not cooperate or start to grab holdtleihgs. Leave them where they are;

Evacuate yourself and inform your Warden, the BaddVarden, one of the security personnel,
or the Police or Fire and Rescue Service immediatel

ouakrwnE

Mobility impaired people

If you encounter a person with some form of phylsiisability that restricts their mobility, you may
be required to assist them from the building. dliyare unable to remove them from the building
many stairwells have respite areas for mobility aingd persons. They can be left here, where they
are shielded from the fire, and retrieved by emecggersonnel on arrival. It is important to infor

the emergency personnel or Warden of their locatmithat they can be retrieved as soon as possible.
Leave the person's mobility aids behind; they desags be claimed on insurance.

If you are trapped in a room:
1. Exit through a window if you are on the ground fioo
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7.

8.

If you are not on the ground floor:

Close the door;

Go to the window;

If there is smoke in the room open the window tteliso you can breathe fresh air. If not, do not
open the window. This can assist in the spreduteinto your area from lower floors;

Attract people's attention to your plight. Thisidze achieved by writing on a paper and sticking
it to the window or calling out the window. If yampen the window remember to close it again
as this can be an entry point for fire. Do notrofiee window up fully;

If the room is filling with smoke, stay close tcetround. The air is cooler and oxygen is more
plentiful in this region;

Wait for the Fire and Rescue Service to rescue you.

Do not procrastinate: REMEMBER

NogakrwdnE

Fires spread rapidly;

Fires produce thick black smoke that is difficoltsee through and causes suffocation;
The freshest air will always be near the floor;

Move quickly. Do not run;

Be decisive;

Think for 10 to 30 seconds;

Make a decision and follow that decision.

Bomb Threat
If you receive a bomb threat call try to obtain tbkowing from the caller:

RRoo~NookrwdE

0.
1.

When is the bomb going to explode?
Where did you put the bomb?

What does the bomb look like?
What kind of bomb is it?

What will make the bomb explode?
Did you place the bomb?

Why did you place the bomb?

What is your name?

What is your address?

Ring 2222 and notify Security

Do not panic. Care is required to avoid exposoralleged bomb. Alternative escape routes
may be required.

12. Evacuate building quietly and without panic.

If You Find a Bomb (or Suspect You Have)

1. Do NOT touch it. Ask all persons to leave the aughin the building.

2. Seal the area as best possible (e.g. block enjrance

3. Immediately go to another area gnidone 2222

4. Await further instruction and advice.

Earthquake

1. If you are outside - move to an open area away &ognbuildings. If you are inside a building -
take shelter under tables, desks or in doorwaysy &vay from windows, shelving, and large
free standing furniture.

2. After the earthquake, look for any injured persongour area and follow Medical Emergency
Procedures if necessary.

3. |If safe to do so, leave the building as soon asiples
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