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Use emergency procedures
This task covers ASCF Reading levels 1-2.
Industry coverage
This task is generic – it can be used for any industry. 
Instructions to assessor
This task requires the candidate to:
(i) Read and interpret a written procedure
(ii) Give verbal answers to spoken questions about the procedure.
Give the candidate a copy of the emergency procedure on the following page and ask them to read it through.
The text for this task is quite challenging for low level candidates, so it is important to provide significant support so that they can complete the task successfully. You may need to isolate and enlarge certain sections.
You could also use an authentic workplace text to carry out this task.
Ask the questions that follow orally, and note if the answers are correct.

ACSF mapping
	Question
	ACSF skill level indicator
	Aspects of Communication

	1
	1.03 1.04
	Public, Procedural

	2a
2b
	1.03 1.04
	Public, Procedural

	3
	1.03
	Public, Procedural

	4
	2.04
	Public, Procedural

	5
	2.03
	Public, Procedural

	6a
6b
	2.04
2.04
	Public, Procedural

	7
	2.04
	Public, Procedural

	8
	2.03 
	Public, Procedural

	9
	2.04
	Public, Procedural

	10
	2.03 
	Public, Procedural
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Use emergency procedures
	IN AN EMERGENCY TELEPHONE:

FIRE BRIGADE	000

POLICE		000

AMBULANCE	000
	WHEN YOU DIAL THE EMERGENCY NUMBER:
1. State your location.
2. Give your name, telephone number and any other information requested by the operator.
	IF YOU HEAR THE FOLLOWING ALARMS:
ALERT		
ALARM			 beep beep

Action:	All wardens to respond. Staff to check immediate area for signs of danger and stand by. (Outside normal working hours immediately evacuate on sounding of the Alert Alarm).
EVACUATION
ALARM	 		whoop whoop
	      
Action: All staff evacuate via the nearest exit and proceed to the assembly area.

	IN ALL CASES, ADVISE PROPERTY MANAGER

	EVACUATION PROCEDURES

			beep beep

IF IN IMMEDIATE DANGER, or on hearing the evacuation alarm, or on being instructed to evacuate:
1. If safe to do so secure your office and evacuate the building via the nearest exit and proceed in single file in an orderly manner to the assembly area. 
DO NOT USE LIFTS
2. Do not re-enter the building unless advised to do so by an authorised person.
Note: OUTSIDE NORMAL WORKING HOURS EVACUATE ON SOUNDING OF THE ALERT TONE
	KNOW YOUR EXITS



FOR YOUR SAFETY MAKE SURE YOU KNOW THE LOCATION OF THE NEAREST EMERGENCY EXIT

	FIRE EXTINGUISHERS AND HOSE REELS
IF SAFE TO DO SO:
FIRE EXTINGUISHERS
Select the correct extinguisher
1. Remove from bracket.
2. Carry to scene of fire.
3. While clear of fire remove pin and test the extinguisher.
4. Proceed to fire and initially from a distance of no closer than 2 metres direct hose at base of fire and squeeze trigger.

FIRE HOSE REEL
1. Open valve (ensure that hose reel is turned off at nozzle).
2. Run out hose toward scene of fire.
3. Open nozzle and direct stream at base of fire.
Note: NOT FOR USE ON FIRES WITH AN ELECTRICAL HAZARD
	BOMB THREAT PROCEDURES
1. Stay calm.
2. Record exact wording of threat.
3. Keep the caller talking. Try to obtain as much information as possible using the Bomb Threat Checklist.
4. Report call to: CHIEF WARDEN, YOUR MANAGEMENT and POLICE ON “000”.
5. Record details of caller’s voice and background noise.
6. Wait for instructions from authorised people.
7. DO NOT HANG UP PHONE AFTER CALLER HAS FINISHED.
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Use emergency procedures

1. Is the emergency number for Fire Brigade, Police and Ambulance the same number?    ⁪
Yes     ⁪	No

2. a) What number do you ring in an emergency?

b) What information do you give?

3. Point to the EXIT symbol on the page.

4. For your own safety, what important piece of information should you know?

5. Where might you expect to see this Emergency Procedures notice?

6. a) If you hear the evacuation alarm – whoop whoop – what do you do?
b) Can you use the lift in an evacuation?
   
7. If you received a bomb threat phone call, what information should you try to record?

8. In this notice you are given the following advice about a bomb threat phone call – Do not hang up after called has finished. Why do you think you are given this advice?

9. What is the name of the company that produced this notice?

10. Why do you think they chose that name?
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