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[bookmark: _Toc129588976][bookmark: _Toc136255291]Introduction
The Annual Perth Royal Show (PRS) is the most significant event for RASWA. The Royal Agricultural Society of WA (RASWA) has planned and delivered the Perth Royal Show for over 100 years.  
PRS is conducted in September over 8 days with the average attendance 400,000 patrons.
Organising large-scale events always carries the risk of emergencies or crises, such as natural disasters, medical emergencies, security threats, or accidents. Emergency management involves establishing procedures to help RASWA prepare for and respond to these situations effectively.
In addition, a crisis management provides a framework for dealing with unexpected events that could harm the reputation of RASWA or jeopardise public safety. Implementing a crisis management plan helps minimise the impact of such situations and enables the organisation to respond swiftly and effectively.
[bookmark: _Toc129588977][bookmark: _Toc136255292]Plan Overview
The Emergency and Crisis Management Plan (ECMP) is a central component of RASWA’s planning, preparedness, response, and recovery capability. This Plan has been developed to ensure RASWA is prepared, and can act, effectively and efficiently in the event of a critical incident.
The ECMP outlines roles and responsibilities and their interaction and collaboration to provide an integrated approach for emergency and crisis management. This speeds up response and recovery times, allowing for business continuity, reducing liability, and preserving or enhancing RASWA's image and reputation.
[bookmark: _Toc129588978][bookmark: _Toc136255293]Purpose
The purpose of the ECMP is to establish a framework for RASWA to respond effectively and efficiently in the event of an emergency or crisis. The PRS 2023 management system framework and outline the strategic plan for the management of risk, legal compliance, and continual improvement by developing a plan in association with all stakeholders
The plan outlines the roles and responsibilities of different teams and individuals, sets out procedures and protocols for responding to different types of emergencies, and identifies the resources required to carry out the response.
[bookmark: _Toc129588979][bookmark: _Toc136255294]Scope
The ECMP outlines the emergency management and crisis management response for RASWA during the PRS2023. Emergency response actions, roles and processes are documented in the RASWA Site Emergency Response Plan and event-specific emergency response plans.



[bookmark: _Toc129588980][bookmark: _Toc136255295]Definitions
	Term
	Definition

	Emergency
	A physical incident that threatens life, the environment or property.

	Crisis/
Critical incident
	A crisis or potential crisis is an incident or issue that may significantly affect either the legal and financial liability, future operability, profitability, or reputation of RASWA.

	CMT
	Crisis Management Team

	ECMP
	Emergency and Crisis Management Plan

	Emergency Response
	Emergency response is the action taken in response to an unexpected and dangerous occurrence
Mitigate the impact of the emergency on people, the environment, the organisation, and property.

	ERT
	Emergency Response Team

	Emergency Management
	A range of measures to manage the emergency risks to an organisation, its personnel, stakeholders, infrastructure, community, and the environment
The coordination and management of resources and responsibilities pertaining to the mitigation of, preparedness for, response to, and recovery from, an emergency.

	EMT
	Emergency Management Team

	Employees
	RASWA Managers and employees (full-time, part-time, or casual, temporary, or permanent).

	EOC
	Emergency Control Organisation

	Emergency Preparedness
	The development and maintenance of agreed plans and procedures to prevent, reduce, control, mitigate and take other actions in the event of an emergency
The resourcing, supply and maintenance of plant, equipment and supplies needed to prevent, respond to, lessen the impact of, and recover from an emergency
The conduct of risk assessments relative to the emergency that may be encountered by the organisation
The provision of training relative to emergency response, including First Aid, Use of fire equipment, emergency evacuation and undertaking emergency drills.

	Incident
	An unplanned event resulting in, or having the potential to cause, harm to people, property, or the environment.

	Personnel
	All personnel including RASWA employees, contractors, sub-contractors, and visitors.

	RASWA
	Royal Agricultural Society of Western Australia

	Workers
	Includes RASWA Managers and employees (full-time, part-time, or casual, temporary, or permanent); contractors, sub-contractors, event contractors, external providers and vendors, consultants, and volunteers.


[bookmark: _Toc129588981][bookmark: _Toc136255296]Roles and Responsibilities
	Roles
	Responsibilities

	CEO
	Ensure RASWA emergency and crisis management plans and procedures are reviewed as a minimum annually
Ensure Emergency Drill reports are reviewed to identify lessons learned and any remedial actions that need to be taken
Formally declare a crisis; or direct that RASWA act in crisis mode for special situation management
Approve communication materials for media release during an emergency.

	RASWA Management
	Review Emergency Drill reports to identify lessons learned and any remedial actions that need to be taken
Provide support as required to EMT and CMT.

	HSSEQ Manager
	Ensure all potential incident and emergency scenarios are listed in the RASWA Risk Register and modify if there are any changes to the risk profile
Ensure training is schedule, organised, conducted recorded in the Training and Competency Matrix
Schedule, organise, conduct, report, and review emergency and crisis response drills
Provide support to the ERT as required
Act as the EMT Leader or delegate role.

	EOC Supervisor/
Chief Warden
	Alert EMT Leader when emergency has escalated
Follow Emergency Response Procedures.

	CMT Leader
	Formally declare a crisis when required; or direct that RASWA act in crisis mode for special situation management
Follow ECMP procedures and lead CMT during a declared Level 3 crisis
Decide when the Level 3 crisis is over and stand CMT down
Communicate with CMT in accordance with ECMP.

	EMT Leader
	Determine level of response and activate EMT upon Level 2 emergency
Follow ECMP and lead EMT during a declared Level 2 emergency
Decide when the Level 2 emergency is over and stand EMT down
Inform CMT Leader or CEO when emergency has escalated
Communicate with EMT in accordance with ECMP.

	CMT
	Participate in Emergency and Crisis Management training and scheduled drills and exercises
Provide advice and support to the EMT and ensure external coordination required stakeholders
Ensure they, or a deputy can be contacted at all times
Ensure contact details are correct and current on the Contact Details Register
Develop plans and continue to work on the emergency situation until the site is safe, and the emergency is under control
Perform assigned duties as outlined in ECMP.

	EMT
	Participate in Emergency and Crisis Management training and scheduled drills and exercises
Provide advice and support to the EOC Supervisor/Chief Warden and ERT and ensure external coordination with local authorities
Ensure they, or a deputy can be contacted at all times
Ensure contact details are correct and current on the Contact Details Register
Develop plans and continue to work on the emergency situation until the site is safe, and the emergency is under control
Perform assigned duties as outlined in ECMP.





[bookmark: _Toc129588982][bookmark: _Toc136255297]Risk Management
A Risk Assessment is conducted in accordance with the Risk Management Procedure to identify potential incidents and emergencies. Risk assessments should be reviewed continually to identify high risks and changes in the risk profile, and emergency management processes should be developed to reduce consequences. The RASWA HSSEQ Manager shall ensure all scenarios are listed in the RASWA Risk Assessment Register, and if there are any changes to the risk profile, the potential scenarios will be modified accordingly within the Risk Assessment Register and relevant plans.
Emergency management processes shall be developed as a control for reducing the consequences of these situations. These processes shall include an assessment of:
Command and control arrangements
Credible emergency incidents
Evacuation routes
Muster points
Routes and emergency service access
Emergency wardens
Emergency equipment
Stakeholder contacts
First aid provisions including trained personnel.
The ECMP recognises several risks associated with RASWA activities, operations, and events. Additionally, specific emergency risks may be identified during the risk management planning of an event. 
The Site Emergency Response Procedure (ERP) and event-specific Emergency Response Plans are developed to provide guidelines for emergency response team and first responder activation. 
Risks identified include:
Fire or Bushfire
Medical Emergencies
Chemical or Hydrocarbon Spills
Terrorism (Active shooter, bomb threat, vehicle IED)
Security Incidents (violent/antisocial behaviour)
Animal-related Emergencies (Sick, injured, escaped, biohazard)
Structural failure
Electric shock
Confined space or Heights emergency
Infrastructure/ equipment fire and or explosion
Severe weather event.

[bookmark: _Toc129588983][bookmark: _Toc136255298]Training and Competency
All personnel shall receive training in accordance with the requirements of the RASWA Training and Competency Procedure. In addition, they shall receive an induction to the facility and competency-based training as appropriate to their role.
All Crisis Management Team (CMT) and Emergency Management Team (EMT) members and alternates are to receive RASWA approved Emergency and Crisis Management training and participate in scheduled drills and exercises.
All Emergency Response Team (ERT) members and alternates shall be trained in their roles and duties to enable them to provide emergency response in the workplace.
The ERT capability shall be at a level to respond to all emergencies utilising RASWA site personnel and resources and work with second- and third-party resources appropriate to the event. 
The HSSEQ Manager shall ensure training is schedule, organised, conducted recorded in the Training and Competency Matrix. 
[bookmark: _Toc129588984][bookmark: _Toc136255299]Emergency Response Training and Exercises
Emergency response and management plans must be tested and validated through crisis and emergency response exercises. Prior to conducting an exercise, the following must be defined:
The scope and objective of the exercise
The resources required, such as personnel, facilities, and equipment
The timing to minimise conflicts with other planned activities
Frequency of the emergency response exercise
A clear communication plan to distinguish the exercise from routine business
Risk identification, evaluation, and management through a Risk Assessment.
Exercises should involve all levels of the Emergency and Crisis Management Teams and be based on risk assessments. The RASWA Emergency Preparedness Plan should be followed, and exercises should be conducted at least bi-annually or according to the Emergency Drill Schedule. Regular training in emergency response techniques must be undertaken, and drill evaluation reports should be reviewed by RASWA Management to identify lessons learned and any remedial actions that need to be taken. The HSSEQ Manager is responsible for scheduling, organising, conducting, reporting, and reviewing drills.

[bookmark: _Toc129588985][bookmark: _Toc136255300]Emergency and Crisis Management
RASWA utilise an integrated emergency management hierarchy to manage critical incidents. The RASWA Emergency and Crisis Management System is a three-tiered structure:
1. Emergency Response Team
The Emergency Response Team (ERT) is under the leadership of the Emergency Operations Centre (EOC) Supervisor on event days or Chief Warden on non-event days. 
This team is primarily responsible for preserving life, mitigating environmental damage, and safeguarding assets and property. First responders may be provided by RASWA or sourced from contractors, or local emergency services. Their core responsibilities include accounting for all personnel through muster/assembly, providing initial medical response, and performing basic firefighting, spill response, and other time-critical actions.
2. Emergency Management Team
The Emergency Management Team (EMT) is the first level of management intervention at site level and is generally led by the RASWA HSSEQ Manager or delegate. It provides advice and support to the EOC Supervisor/Chief Warden and ERT and ensures external coordination with local authorities.
3. Crisis Management Team (CMT)
The Crisis Management Team (CMT) is activated by the CEO or EMT Leader in response to a situation which has developed from an emergency. The CMT’s focus is on strategic issues, which may affect future operability, profitability, and reputation.
	[bookmark: _Hlk136244970][image: Diagram
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Additional Support may be activated to assist the EMT or CMT, these may include:
HR Support 
Employee assistance providers
Legal Support 
Media Support
IT, Cyber Response or Communications Support
Specialist HSE and Security Support
[bookmark: _Toc129588986][bookmark: _Toc136255301]Management Approach
The RASWA management approach to emergency situations is described in the following documents:
	[bookmark: _Hlk136244974][image: ]


[bookmark: _Toc129588988][bookmark: _Toc136255302]Priorities
RASWA priorities in a major emergency or crisis are:
To account for personnel and to save life
Prevent further injury or loss of life
To minimise damage to property and the environment
To minimise business interruption
To protect the community, livestock, and the environment.
To protect or enhance reputation
Continue normal operations and business function.
[bookmark: _Toc129588989][bookmark: _Toc136255303]Review of Plans
The RASWA CEO is responsible for ensuring all RASWA emergency and crisis management plans and supporting procedures are reviewed as a minimum annually.
[bookmark: _Toc129588991][bookmark: _Toc136255304]EMT and CMT Response Levels
The level of response will be dependent upon the severity of the incident and the nature and level of services needed (e.g., internal, or external agencies) to control the incident. The RASWA HSSEQ Manager has the authority to declare an emergency and activate EMT response processes. The RASWA CEO Manager has the authority to declare an emergency and activate EMT and CMT response processes.
	Response Level
	Resource
	Response
	Activation
	Documentation

	Level 3
	Crisis Management Team (CMT)
	Led by CMT Leader
Strategic level support from the CMT
CMT will activate under direction of the EMT Chair or delegate.
	Mobile call CEO.
	Emergency and Crisis Management Plan

	Level 2
	Emergency Management Team (EMT)
	Led by EMT Leader
Operational support to onsite emergency response
RASWA EMT will activate under direction of the HSSEQ Manager or their delegate.
	EOC Supervisor/Chief Warden or delegate radio or mobile call HSSEQ Manager.
	Emergency and Crisis Management Plan

	Level 1
	Emergency Response Team (ERT)
	Event Days

	
	
	Led by EOC Supervisor
Onsite first responders guided by event emergency response procedure
First Aid, Fire, Police and Security Support.
	Incoming radio/mobile call
Monitoring of CCTV
Physical request 
EOC, Police or Security determine potential threat.
	Event-Specific Emergency Response Plans



	
	
	Non-Event Days

	
	
	Led by Chief Warden
Guided by site emergency response procedure
Emergency Services Support (Fire, Ambulance, Police).
	Incoming radio/mobile call
Physical request.
	RASWA Site Emergency Response Plan






[bookmark: _Toc129588992][bookmark: _Toc136255305]EMT and CMT Activation Matrix
Requirements for activation of the ERT, EMT and CMT are as follows:
	Notification & Activation Required
	[bookmark: _Hlk515366198]Health & Safety
	Operational Loss or Damages, Liability
	Environmental
	Compliance
	Community / Reputation
	Security

	LEVEL 1 INCIDENT
EOC Supervisor/Chief Warden and Emergency Response Team are activated.
EMT Leader is notified
	First Aid Injury (FAI) or Medical Treatment Injury (MTI)
	Minimal effect on operations or activities.
Minor damage to property.
$10,000 - $100,000 loss.
	Minor impact – immediate containment/control.
Impact contained to area currently impacted by operations. (e.g., large, contained spill).
	Not notifiable required by legislation, statutory obligations, or RASWA policy.
Non-compliance does not cause any issues.
	The issue has not been raised as a concern or localised complaint with no media coverage
	Security event requiring resources to be notified and on standby

	LEVEL 2 EMERGENCY
EOC Supervisor/Chief Warden and EMT is activated. Action by off-site persons as necessary.
CMT Leader is notified
	Multiple MTI,
Serious injury/disability
Contagious disease exposure
	Significant effect on operations or activities
$100,000- $10 million loss
	Substantial impact that may extend beyond the site boundary
	Management and control of the impact is required by legislation or statutory obligations, and possibility of prosecution.
	The issue is or could be of primary concern to the local community with significant complaints and wide local and/or national media coverage.
	Full scale security response, if necessary, possible evacuation of public.

	LEVEL 3 CRISIS
EOC Supervisor/Chief Warden, EMT and CMT are activated. The situation is not under control. Actions by off-site entities are ongoing.
	Mass Casualty/ Fatality
	Operations or activities halted - more than $10 million loss.
	Long term (>1yr) environmental impact. Repeat non-compliance. Resulting in major restriction of operations - regulatory intervention and prosecution
	Serious breach of legislation or statutory obligations. Prosecution will occur and result in operations and activities halt.
	Significant complaints and national and/or international media coverage. Major loss of shareholder, political or community support.
	Large scale public disruption, as well as evacuation public, 
off-site entities engaged to provide assistance





[bookmark: _Toc136255306]EMT and CMT Activation Workflow
The process illustrated below outlines the appropriate procedure for activating and escalating emergency incidents:
	[image: Diagram
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[bookmark: _Toc129588994][bookmark: _Toc136255307]Declaring a Level 2 Emergency 
The EOC Supervisor or Chief Warden provides a situational assessment to the EMT Leader who decides on the level of activation of the EMT. 
The ECMP shall be used to manage any incident requiring EMT activation. Activation of the EMT shall be determined with reference to the EMT and CMT Activation Matrix (Section 10.1). 
[bookmark: _Toc129588995][bookmark: _Toc136255308]Declaring a Level 3 Crisis
[bookmark: _Hlk128658119]Only the CEO or CMT Chair, can formally declare a crisis; or direct that RASWA act in crisis mode for special situation management. The CMT may also convene for an issue, which has no underlying emergency. Once declared emergency and crisis management processes are to be followed.
The EMT Leader informs the CMT Leader who determines the level of activation of the CMT. Activation should occur if the incident has potential to escalate and/or includes one of the following: 
Incidents with single or multiple fatalities and/or significant personal injuries
Hostile government or media scrutiny, i.e., caused by widespread public outcry over perceived negligence
Industrial relations actions and/or other major workforce related issues
Major civil disturbance where evacuation may be required
Natural disaster with risk of fatalities or significant potential to impact business continuance
Major threat to business continuity including significant IT disruption
If support is requested by EMT.
[bookmark: _Toc129588996][bookmark: _Toc136255309]Declaring Emergency or Crisis Over
The CMT Leader shall decide when the crisis or emergency is over and the CMT should be stood down. Before being stood down the following should apply: 
Complete the CMT briefing report on status of incident response
Instruct Media Manager to issue a press release/communication confirming that the incident has been contained and to inform all parties within RASWA and relevant authorities/impacted stakeholders
Receive a briefing from HR Manager including up-date on next-of-kin notification, number of fatalities or personnel injured, and number of personnel still undergoing hospital treatment, arrangements for counselling, names of personnel who have given statements to police (or local authorities)
Ensure all documentation is retained, centralised, and prepared for the incident investigation
Ensure that the Emergency Management Room is decommissioned re-stocked and ready for use
Set a date to debrief the incident with all EMT, RASWA Management and support personnel that is as soon as reasonably practicable in line with the severity of the incident
Issue immediate action items where appropriate
The EMT Leader may then stand down the EMT
The CMT Leader is to announce the crisis is now under control and to prepare for the recovery phase.
[bookmark: _Toc129588997][bookmark: _Toc136255310]Activating Emergency and Crisis Response
Person Raising the Alarm
The person who raises the alarm does so in accordance with the site emergency response procedures or event-specific emergency response plans. If using voice, radio, telephone, provide the fundamental information e.g., incident location, brief outline of the incident, injuries, extent of fire etc.
Undertake first response activities, if safe to do so
If safe to do so, remain at the incident site until arrival of ERT personnel.
Action by On Scene Commander (OSC)
Proceed to the incident site and take command of emergency response operations
Relay information to the EMT and request support to respond to incident, as required establish the emergency action plan and any support requirements
Provide on-scene assessment to the EMT
Maintain open communications with the EMT
Actively seek information on the incident from all available local sources.
Actions by the EMT Team Leader on being notified:
Assess the event and undertake immediate containment and lifesaving actions as required
Notify the CMT on the status, including damage, threats, potential for escalation and actions commenced or taken
Evaluate the situation. The EMT Leader should not go to the scene unless it is necessary to personally assess the nature and extent of the event
Decide whether the EMT should be activated and to what extent
Activate the EMT members and inform the OSC when the EMT is assembled and the configuration of this group
EMT Leader (or designated representative) will contact each EMT member immediately
On call-out, EMT members are to move immediately to the designated EMR.
Maintain communications with the OSC during the activation process
Evaluate immediate support requirements to combat the effects of the event and to save lives
Consider the immediate need to alert the RASWA CEO of the situation
On arrival at the Emergency Management Room (EMR) contact the OSC to confirm communications.
Actions by Individual EMT Members (depending on personnel) on being activated:
Advise the EMT Leader of their location and expected time of arrival at the EMR
On arrival at the EMR notify the EMT leader and assume your assigned position.
Actions by the CMT on being notified:
Notification is by telephone from the RASWA CEO, specifying the location and the time at which the CMT is to convene or connect by conference call. Each member has a nominated alternate that automatically assumes the role if the primary manager is unable to respond to the activation
Notify the CMT Leader of your location and expected time of arrival if moving to the CMT room
On arrival assume your responsibilities
Establish and maintain a line of communication with the EMT leader.
[bookmark: _Toc129588998][bookmark: _Toc136255311]Alternate Team Roles
Alternates or deputies for EMT or CMT roles are to be alerted if: 
No verbal contact is made with primary EMT or CMT members within 30 minutes
The team member is located more than 1 hour away from the nominated EMT or CMT Room
The team member advises that are unfit for work. 
Primary members of the EMT or CMT are responsible for ensuring they, or a deputy can be contacted at all times. It is the responsibility of all personnel to ensure their contact details are correct and current on the Contact Details Register.



[bookmark: _Toc129588999][bookmark: _Toc136255312]Emergency Response organisation
During non-event days, RASWA do not have a dedicated on-site Emergency Response Team (ERT). However, they do have trained staff that will respond to emergencies on the Showground and fulfil the role of first responders in an emergency. This is led by the Chief Warden.
During event days, RASWA have a designated on-site Emergency Response Team (ERT). The focus of this team in an emergency is on saving life, stabilising RASWA operations and activities, protecting property, and minimising damage to the environment. The ERT is led by the EOC Supervisor and is established in the Emergency Control Centre (EOC).
Response personnel will receive training and equipment in accordance with the RASWA Emergency Preparedness Plan.
[bookmark: _Toc129589000][bookmark: _Toc136255313]ERT Structure on Non-Event Days
	[image: ]


[bookmark: _Toc129589001][bookmark: _Toc136255314]Roles and Responsibilities
[bookmark: _Toc129589002][bookmark: _Toc136255315]Chief Warden
Chief Warden holds the role of incident scene leader and oversees the coordination of the field-level response for emergencies at the affected site.
[bookmark: _Toc129589003][bookmark: _Toc136255316]Area Wardens
Area Wardens direct and control emergency procedures as directed by the Chief Warden. They have the authority to evacuate their area of responsibility if required.
[bookmark: _Toc129589004][bookmark: _Toc136255317]First Aiders
First Aider/s are responsible for the provision of first aid treatment to all injured personnel involved in the emergency whilst ensuring their own safety and the safety of others is not compromised.
[bookmark: _Toc129589005][bookmark: _Toc136255318]Emergency Services
Respond to and manage emergencies. Their primary role is to provide immediate assistance and support to those affected by an emergency or disaster, such as providing medical treatment, firefighting, search and rescue, and other critical services.
[bookmark: _Toc129589006][bookmark: _Toc136255319]ERT Structure on Event Days
	[image: ]


[bookmark: _Toc129589007][bookmark: _Toc136255320]Roles and Responsibilities
[bookmark: _Toc129589008][bookmark: _Toc136255321]EOC Supervisor
The EOC Supervisor provides leadership, direction, and advice to the Emergency Response Team and acts as the primary Emergency Services Liaison Officer on behalf of RASWA, ensuring communication is efficient and effective. Additionally, the EOC Supervisor tasks Wardens to conduct various safety, risk management, and monitoring activities.
[bookmark: _Toc129589009][bookmark: _Toc136255322]CCTV Operator
The CCTV Operator operates and monitors surveillance cameras including the CCTV operating system, within the Emergency Operation Centre in accordance with policies, legislations, and codes of practice.
[bookmark: _Toc129589010][bookmark: _Toc136255323]First Aid Assistance
St John Ambulance work with RASWA to provide immediate medical assistance to preserve life, prevent the injury or illness from worsening, and promote recovery.
[bookmark: _Toc129589011][bookmark: _Toc136255324]WA Police
The WA Police work closely with the EOC Supervisor to respond to emergency situations and provide assistance to security.
[bookmark: _Toc129589012][bookmark: _Toc136255325]Security
The role of Security is to protect people, assets from harm, damage, theft. Security personnel are responsible for maintaining a safe and secure environment by monitoring and controlling access to buildings, facilities, and other properties, as well as responding to emergencies and incidents that may threaten safety or security.
[bookmark: _Toc129589013][bookmark: _Toc136255326]Communications
The Communications Officer’s primary responsibility is to monitor and record all incoming communication into the EOC. This includes receiving emergency, non-emergency, and operational calls. The Communication Officer must liaise with EOC personnel to coordinate resources.
[bookmark: _Toc129589014][bookmark: _Toc136255327]Administration
Responsibilities of the Administration Officer include maintaining a daily run sheet of incidents and activities and assisting the EOC personnel in keeping track of scheduled requirements, and helping the communications officer maintain the communications log. They also maintain the lost persons database and prepare meeting minutes, agendas, and notifications.
[bookmark: _Toc129589015][bookmark: _Toc136255328]Safety and Compliance
Safety and compliance personnel will investigate incidents, accidents, and hazards. In addition, attend the incident scene to act as the on-scene commander until relieved by the appropriate authority.
[bookmark: _Toc129589016][bookmark: _Toc136255329]Wardens
The general role of a Warden is to assist in ensuring the safety of people in a building or facility during an emergency. This includes tasks such as communicating emergency procedures to occupants, coordinating safety practices, monitoring the area for abnormal situations, initiating, and facilitating evacuation if necessary.



[bookmark: _Toc129589017][bookmark: _Toc136255330]Emergency Management Organisation
[bookmark: _Toc129589018][bookmark: _Toc136255331]EMT Structure
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[bookmark: _Toc129589019][bookmark: _Toc136255332]Roles and Responsibilities
[bookmark: _Toc129589020][bookmark: _Toc136255333]EMT Leader
The primary responsibility of the EMT Leader is to lead the Emergency Management Team during an emergency and determine the appropriate actions to support the affected incident scene (Appendix A - Duty Card 1). 
The HSSEQ Manager may act as EMT Leader or delegate the role.
[bookmark: _Toc129589021][bookmark: _Toc136255334]Deputy EMT Leader
The primary role of the Deputy EMT Leader is to act as the EMT Leader when required.
[bookmark: _Toc129589022][bookmark: _Toc136255335]Telephone Responder
The Telephone Responder will accept and record incoming calls during an emergency and relay the information to the appropriate person/s (Appendix A - Duty Card 2).
[bookmark: _Toc129589023][bookmark: _Toc136255336]Log Keeper
The Log Keeper will maintain an accurate and factual record of the sequence of events as they occur throughout the entire incident or emergency (Appendix A - Duty Card 3).
[bookmark: _Toc129589024][bookmark: _Toc136255337]HR Function
Assist the EMT Leader to assess the impact on personnel, and to act as liaison with HR Support. Secondary role is to ensure that the EMT has sufficient administration support (Appendix A - Duty Card 4).
[bookmark: _Toc129589025][bookmark: _Toc136255338]Logistics/Resourcing Function
Assist the EMT Leader to assess the impact on Showground resources, structures and equipment, logistics and resources aspects of the crisis or emergency. The Logistics/Resourcing Function are required to mobilise additional resources as required (Appendix A - Duty Card 5).
[bookmark: _Toc129589026][bookmark: _Toc136255339]Operations
Assist the EMT Leader to assess the impact on financial, contractual, and commercial aspects of the crisis or emergency. Commercial is also required to mobilise additional commercial support and IT support as required (Appendix A - Duty Card 6).
[bookmark: _Toc129589027][bookmark: _Toc136255340]Communication
Assist EMT Leader with external communications. Receive incoming calls and act as liaison with Media Support Team (Appendix A - Duty Card 7).
[bookmark: _Toc129589028][bookmark: _Toc136255341]HSE
Provide advice and support on matters relating to safety, security and environmental issues and advise the EMT (Appendix A - Duty Card 8).
[bookmark: _Toc129589029][bookmark: _Toc136255342]On-Scene Commander
On-Scene Commander is to attend the emergency incident and coordinate all activities to ensure the safety of people, property, and the environment. They are to coordinate and liaise with the ERT and EMT (Appendix A - Duty Card 9).



[bookmark: _Toc129589030][bookmark: _Toc136255343]Crisis Management organisation
[bookmark: _Toc129589031][bookmark: _Toc136255344]Structure
Personnel assigned to the CMT shall generally perform their normal daily roles but in the more critical environment generated by a crisis situation. The team should be tailored to the crisis which may be comprised of:
	[image: ]


Note: One team member maybe required for liaison with the EMT.



[bookmark: _Toc129589032][bookmark: _Toc136255345]EMT/CMT Workflow
The primary objective of the EMT/CMT process is to gather and analyse information, identify the issues arising, prioritise issues, generate pre-emptive plans to manage the issues and formulate action plans to manage the emergency. The EMT/CMT employs a "meet-break” approach and communicates directly with key stakeholders to share information. A number of tools are used to implement facilitate this process.
	[image: Diagram
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As the team implements plans, breakout sessions may become more extended. When returning from a breakout, the EMT/CMT must use structured team updates to realign efforts. The workflow presented covers one operational period, after which the EMT/CMT should break and take action on agreed priorities and tasks.
[bookmark: _Toc129589033][bookmark: _Toc136255346]Step 1: Establish the Facts
The first required step is to establish what facts are known and what facts need to be established or verified. To assist in presenting facts, the EMT/CMT will use a Fact-Finding Board identifying: People, Environment, Assets, Liability, Reputation and Business Continuity 
The Fact-Finding Board captures all problems and issues the incident has presented, as well as identifying known facts.

	People
	Environment
	Assets
	Liability
	Reputation
	Business Continuity

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Priority focus of CMT
Priority focus of EMT

	

	
	
	
	
	
	




	Identify the Facts and the Key Stakeholders

	Liability
	Reputation
	Business Continuity

	Extent of liabilities, claims or penalties?
Criminal liability?
Major third party liability? Significant penalty or fine?
Financial impact and compensation? 
Insurers?
	Positive or negative perceptions? 
Media led rumour or speculation?
Current level of enquiry, or interest by local, national, and international media?
	Extent of involvement and what assets or ventures are affected?
Financial impact? 
Business threat or direct interruption of business? 
How is the incident or issue developing?
Associated constraints on other assets or ventures?

	Brainstorm and Prioritise the Key Issues

	Liability
	Reputation
	Business Continuity

	Clarify legal relationships? 
Review the composition of investigations and use of an independent third party?
Publicise public guidelines for compensation as early as possible, especially on how to claim compensation without prejudicing ultimate liability?
Insurance?
Loss of revenue?
Legal issues?
	Current and likely perception of the incident? 
Government involvement? 
Likely effects on reputation?
Likely impacts on or response from pressure groups and agencies?
Other industry companies?
	Resumption of operations?
Impact on customers? 
Impact on suppliers?
Own equipment and property?
Local, national, and international regulatory impacts?
Overall effect likely on the industry?

	Develop and Implement Crisis Strategy

	Exploit Opportunities

	Make direct and indirect contact with stakeholders to regain control of the issues and RASWA and commercial position
Continuously repeat the process until RASWA can return to line management and normal daily routine.


[bookmark: _Toc129589034][bookmark: _Toc136255347]Step 2: Identify Issues
Once the problems and facts have been established, the next step is to identify what issues and other priority information the EMT/CMT requires. This is tracked on an Information Tracking Board, using the following critical questions:
What information do we require? 
Who do we contact to obtain this information? (Source)
What is the priority level for this information (High, Medium, or Low)?
Who are the other stakeholders, both internal and external, that need to be informed?
	Information Required
	Source of Information
	Priority
	Stakeholders to be Informed

	E.g., Location, confirmed names and status of casualties
	EOC Supervisor
	High
	CMT
HR Support Team

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc129589035][bookmark: _Toc136255348]Step 3: Identify Stakeholders
The Tracking Board commences the process of identifying stakeholders, allocating priorities, and establishing responsibility. These Stakeholders should be compiled on the Stakeholder Board.
	Stakeholder
	Priority
	Responsible for Contact
	Actioned
	Message/Comment/Feedback

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





[bookmark: _Toc129589036][bookmark: _Toc136255349]EMT/CMT Set-Up
[bookmark: _Toc129589037][bookmark: _Toc136255350]EMT and CMT Rooms
	
	EMT
	CMT

	Designated Room
	Councillor’s Lounge
	RASWA President’s Lounge

	Alternate Room
	
	

	Offsite Location
	
	


EMT/CMT rooms should have the following: 
Conference call ability
Mobile Phone reception
Computer access
Printing facilities
Restricted access to the room
Tables and chairs available
24hr access
A cupboard/box with the required documents/paperwork/pens etc. should be made available to immediately set-up the room.
[bookmark: _Toc129589038][bookmark: _Toc136255351]Actions for First Person in EMR/CMR
To ensure efficient activation and commencement of EMT and CMT activities, regardless of role or function the first person to enter the EMR/CMR is responsible for:
Opening and preparing the EMR/CMR for use.
Starting a written team log. 
Gather information from the On-Scene Commander, to commence populating the Log.
Establishing contact with RASWA Administration to advise them that an incident has taken place.
Briefing RASWA Administration and required personnel on how to manage visitors, particularly media.
Connecting all equipment and ensuring working order. 
Cleaning white boards and prepare them for use. 
Distribute Activation Kits (Appendix E) relevant to each EMT/CMT appointment.
Display maps, plans, photos, and schematics (as applicable).
Check that all room telephones/ conferencing facilities are working and all EMT members have mobile phones.
[bookmark: _Toc129589039][bookmark: _Toc136255352]Briefing of EMT/CMT
Once all members of the EMT/CMT arrive, the EMT/CMT Leader facilitates a briefing of the EMT/CMT including: 
Confirming EMT/CMT members understand their roles and responsibilities 
Briefing EMT/CMT on the incident
Identifying on-scene assistance needed
Identifying issues
Providing objectives and establishing priorities
Confirming the incident potential
Delegating responsibilities and tasking EMT/CMT members
Assigning issues
Planning for worst case scenario
Identifying triggers to recognise escalation towards worst case scenario
Identifying stakeholders and issues
Preparing strategies for managing stakeholder issues
Determining the frequency and interval of team updates
Confirming all EMT/CMT members are to maintain their own log of actions.
The EMT/CMT will work continuously but with individual timeouts for breaks and periodic team updates.
During the update, the EMT/CMT Leader will pause movement in and out of the room, designate a log keeper, and request each team member to report their progress and any new issues. 
After the update, the EMT/CMT Leader will summarise the progress, set priorities, allocate responsibilities for actions, and set the time for the next update.
The EMT/CMT will develop plans and continue to work on the emergency situation until the site is safe, and the emergency is under control.
If necessary, the EMT will hand over any unresolved issues to the Crisis Management Team (CMT) for further action.
The EMT/CMT members who are not required, shall be requested to leave the EMR/CMR and either return to their normal duties, return home, or prepare to act as an alternate on the next shift.



[bookmark: _Toc129589040][bookmark: _Toc136255353]Communication
During an emergency, information can spread rapidly and uncontrollably, especially when multimedia channels are involved. Therefore, it is crucial to establish timely and precise communication with site personnel. 
[bookmark: _Toc129589041][bookmark: _Toc136255354]Internal Communication
During an emergency, it is important for EMT/CMT Leaders to reassure personnel that appropriate actions are being taken to manage and control the situation. It is also necessary to inform personnel about any matters that may affect their safety and health, and to listen to their concerns. The following communication principles should be followed when communicating with personnel:
Ensure personnel receive information before the media
Maintain open communication with personnel at all times
Communicate all relevant facts of the crisis to personnel
Be aware of miscommunication and rumours circulating among personnel and correct them
Discuss any negative stories appearing in the media with personnel and reassure them of the facts
Inform personnel of the actions being taken to manage and control the situation
Make personnel aware of any matters that may be relevant to their safety and health
Listen carefully to any concerns personnel may have.
[bookmark: _Toc129589042][bookmark: _Toc136255355]Communication Materials
In an emergency, it is crucial to provide timely, accurate, and appropriate information to all stakeholders. Regardless of EMT/CMT activation, RASWA must prepare and coordinate the dissemination of communication materials to communicate information effectively and consistently. To achieve this, the following instruments and tools might be required:
An emergency response communication strategy
Information packs for non-media stakeholders
Key messages
Media questions and answers
Media holding statement
Media release
Other tools and activities that can be used to communicate include face-to-face meetings, the RASWA website, fact sheets, media conferences, regular updates via phone, email, site tours, hotlines in the event of major injuries or fatalities, and social media.
All communication materials must be drafted on-site and approved for release by the RASWA CEO, unless directed otherwise. Any phone or email messages for the CMT and EMT must be given to the Log Keeper for noting in the event log and then passed onto the CMT and EMT Leader.
Furthermore, all incoming and outgoing emails must be date and time-stamped, and the sending party must obtain confirmation of receipt. It is essential to ensure that all communication is carefully documented for future reference.
[bookmark: _Toc129589043][bookmark: _Toc136255356]Media Response
During or after emergency events, all requests for media information should be directed to the RASWA Communications/PR Manager or CEO. RASWA personnel are not allowed to disclose any information about RASWA operations and activities during emergency situations. For guidance on media responses, refer to Appendix B.
[bookmark: _Toc129589044][bookmark: _Toc136255357]Incident Reporting
All RASWA personnel must promptly report any incidents to RASWA management. RASWA management, in turn, will ensure that all incidents are documented, reported, and thoroughly investigated, in accordance with the Incident Reporting and Investigation Procedure.
[bookmark: _Toc129589045][bookmark: _Toc136255358]Referenced Documents
Site Emergency Response Plan
Emergency Preparedness Plan
Training and Competency Procedure
Risk Management Procedure
Incident Reporting and Investigation Procedure
[bookmark: _Toc129589046]Risk Assessment Register
Training and Competency Matrix
EMT and CMT Activation Matrix (Section 10.1).
[bookmark: _Toc136255359]Review
This plan must be reviewed, in full, as a result of an emergency, recommendation of an investigation, audit, change in standards, legal or other requirement, or other nonconforming or noncompliant event or no later than once in any 1 year period.
[bookmark: _Toc129589047][bookmark: _Toc136255360]Records Control
	Record
	Location
	Retention

	First Aid and Emergency Drill Record
	Event Management System
	2 Years

	Incident Report and Investigation Form
	Event Management System
	2 Years







[bookmark: _Toc129589048][bookmark: _Toc136255361]DUTY CARDS
1. [bookmark: _Toc129589049][bookmark: _Toc136255362]Duty Card – EMT Leader 
As EMT Leader, your primary responsibility is to determine appropriate actions to support the affected incident scene during an emergency.
Initial Actions:
Begin a personal log
Assess the scale and impact of the emergency
Mobilise the EMT and any necessary supporting staff
Assign EMT members to their respective roles. Appoint a Deputy EMT Leader
Appoint a Log Keeper and set up a Master Event Log, Fact-Finding Board, Tracking Board, Stakeholder Board and Casualty Tracking Log immediately
Conduct an initial team briefing meeting and establish regular update briefing time periods
Inform the CMT Chair of the situation if required
Consider the need to brief patrons, employees, and contractors
Establish the need for an HSE or other investigation if required
Notify Statutory Authorities as required.
Media Requirements:
Notify Media Contact. Be prepared to act as Spokesperson if required
Seek Corporate Guidance when preparing to act as a Spokesperson.
On-Going Actions:
Follow the EMT problem-solving and decision-making process
If a Crisis has been declared and the CMT mobilise; establish and maintain communications with the CMT
Protect the incident scene and EOC Supervisor/Chief Warden from unnecessary interferences and ensure central support functions are provided as required
Monitor EMT composition and consider manning implications for potential extended duration
If a long duration event occurs, ensure EMT members are aware of shift handover requirements and identify suitable replacements/alternates several hours in advance of scheduled handover times.
Upon Shift Handover:
Provide a brief on actions to date and current priorities
Arrange an extended update when the majority of reliefs have arrived if the changeover is to be simultaneous.
Concluding Actions:
Before standing down the EMT, ensure all on-going and outstanding matters and obligations are covered
Notify all relevant stakeholders including the CMT if appropriate
Ensure adequate completion of all log sheets, written records, and correspondence are collated for confidential filing
Chair a final EMT debriefing session and analyse team performance, incorporating recommended on-going actions and recovery requirements
Advise on any changes that may be required to plans or procedures
Authorise HSE to instigate all necessary post-incident investigation procedures
Preserve evidence for HSE and/or any government authority investigations
Provide clear instructions on the roles and responsibilities of all persons nominated to assist in post-incident recovery action and investigation processes
Provide a report to employees to achieve closure on what may have been a stressful event
Provide a report to the CMT.

[bookmark: _Toc129589050][bookmark: _Toc136255363]Duty Card – Log Keeper
Your primary responsibility is to maintain a detailed and accurate record of all events that occur during the incident. This record will be used for strategic planning, briefing sessions, incident investigation purposes, evidence, and internal and external reporting requirements.
Initial Actions:
Report to the EMT Leader for a briefing and instructions on requirements
Set up the Master Event Log to record all significant events/developments in chronological order
Begin recording events immediately and continually update the log
Keep the EMT Leader and members informed and reminded of relevant actions and decisions.
On-going Actions:
Maintain a chronological calendar of events on the Master Event Log using a computer or electronic whiteboard. Print copies before advancing/cleaning the board. If using a laptop or other computer to record events, save the file regularly and ensure hard copies are available at all times
Act as the recording secretary for all EMT briefing meetings, updating the log immediately
Clarify any confusion of events or actions as soon as they become apparent
Remind EMT members of any commitments they have failed to keep.
Upon Shift Handover:
Individually brief your relief without disrupting the rest of the team.
Concluding Actions:
Attend the EMT debriefing session and act as the recording secretary
Collect and collate individual records from all EMT members.



[bookmark: _Toc129589051][bookmark: _Toc136255364]Duty Card – Telephone Responder
Your primary responsibility is to receive and obtain accurate and detailed records of all incoming telephone communications that occur during the emergency. 
Initial Actions:
Receive instructions and requirements from the EMT Leader during the briefing
Start a telephone log
Start recording events immediately using the Incident Report Form and regularly update the log
Keep the EMT Leader and members informed of relevant actions and decisions.
On-going Actions
Use Log to record events, actions, messages, and decisions
Advise EMT of incoming calls, stakeholders, and details requirements.
Upon Shift Handover
Brief your relief individually without disrupting the rest of the team.
Concluding Actions
Ensure all calls are recorded
Attend the EMT debriefing session
Collect and collate individual records from all EMT members.

[bookmark: _Toc129589052][bookmark: _Toc136255365]Duty Card – HR Function
Your primary role is to assist the EMT Leader to assess the impact on personnel and patrons, and to act as liaison with HR Support. Secondary role is to ensure that the EMT has sufficient administration support.
Initial Actions:
Start personal log
Advise EMT Leader on requirements for HR support – Nominated Emergency Contacts / Next of Kin procedures
Establish contact with the HR Support if required
Ensure HR Support follow strict guideline questions when communicating
Confirm Support Personnel (runners, admin support etc.) are established
Ensure the Casualty Tracking Board is kept up to date.
On-going Actions:
Use Log to record events, actions, messages, and decisions
Establish an accurate number of casualties
Advise the EMT Leader on medical priorities
Ensure necessary administrative and logistical support is available to support EMT and instruct/deploy support staff
Prepare for and assist with regular EMT briefing meetings
Remind EMT Leader of timing and format of briefings and updates and ensure EMT Members are kept informed of pertinent actions and decisions
Coordinate and prepare to advise NOK/ NEC of casualties.
Upon Shift Handover
Individually brief your relief without disrupting the rest of the team
Advise the log keeper and EMT Leader. 

Concluding Actions
Assist the EMT Leader to prepare debriefing session
Collect and collate copies of all log sheets and written correspondence from all EMT Members and ensure its integrity and safe storage (as this will form critical evidence in judicial inquiries)
Stand down all Support Staff once concluded.
[bookmark: _Toc129589053]

[bookmark: _Toc136255366]Duty Card – Logistics/Resourcing Function
Your primary responsibility is to manage any impacts on assets, supplies and logistics resulting from an emergency or incident, both in the immediate and medium term. You are also responsible for ensuring that the ERT at site receives all requested logistic support and for coordinating technical support. As management control is regained, your role will become more focused on business recovery.
Initial Actions:
Begin a personal log
Determine the impacts that the incident has had on assets and supplies and identify any potential shortfalls that will need to be managed
Develop a plan to manage these impacts and inform the EMT Leader of these requirements. Then, set actions in motion to acquire the necessary resources.
On-going Actions:
Follow the EMT's problem-solving and decision-making processes
Arrange transportation, materials, and logistics matters to assist the EMT
Identify any additional requirements from the EMT Leader and obtain assistance from relevant departments or outside resources
Determine the location and status of all possible external emergency resources
Ensure all additional equipment, assistance, and resources are mobilised in accordance with proper procedures
Begin planning for recovery operations as directed by the EMT Leader
Identify the business continuity impact of the emergency.
Upon Shift Handover:
Brief your relief individually without disrupting the rest of the team.
Advise the log keeper and EMT Leader.
Concluding Actions:
Evaluate any potential changes to existing asset and logistic arrangements resulting from the incident.
Ensure that future supply arrangements are implemented to optimise ongoing supply to the affected areas.
Provide all log sheets, written records, and correspondence to the EMT Log Keeper
[bookmark: _Toc129589054]

[bookmark: _Toc136255367]Duty Card – Operations Function
Your role is to assist the EMT Leader in assessing the impact on contractual, commercial aspects of the crisis or emergency, while also ensuring that the EMT knows what assistance the ERT requires to enable them to respond to an emergency in a safe and effective manner. You will be the main point of contact for the On-Scene Commander.
Initial Actions:
Start personal log
Obtain full details of emergency/incident/event from EMT Leader
Evaluate the need for additional commercial support and activate staff as required
Seek update from the scene and determine what assistance is required to support the ERT
Brief the EMT Leader on these requirements and set actions in motion to attain these resources
Set up communications channels with the scene to ensure that the EMT is aware of significant changes as they occur
Ask the following questions:
Has 3rd parties or regulatory bodies been notified?
Who else has been notified and whom was the event reported to (name and time)? Contractors and suppliers?
Have the local services been notified (name and time)?
Are there any restrictions preventing effective incident management?
What immediate assistance is required?
What’s the escalation potential? (i.e.: How much worse could it get?)
What are the critical functions that we need to recover inside 4-48 hours? Focus on these as a priority.
On-going Actions:
Follow EMT problem-solving and decision-making process
Monitor the progress of the Emergency Response effort and ensure that any support requested is directed to the relevant EMT member
Communicate back to the scene on the progress of requests and ensure that the actions are coordinated to optimise the response efforts
Brief EMT on financial and contractual issues arising
Liaise with relevant business managers to assess the financial impact and projections of the emergency on operations; supply/marketing activities; customer/supplier relations and on community relations
Initiate/monitor appropriate cost control and recording systems for response and recovery operations
Communicate developing plans and display them logically for each process/function to be recovered
Regularly brief the EMT Leader on the current state of the incident scene emergency response and provide early notification if added resources are required or the situation has deteriorated to a point where activation of the CMT should be considered.
Upon Shift Handover:
Individually brief your relief without disrupting the rest of the team
Advise the log keeper and EMT Leader.
Concluding Actions:
Evaluate any potential changes to existing commercial/financial arrangements resulting from the incident
Coordinate a post-emergency audit to ensure that the actions taken by the ERT have made the scene safe and secure
Provide all log sheets, written records, and correspondence to EMT Log Keeper
Handover to the Management Team to continue recovery efforts in business-as-usual mode
Participate in the review of the incident to establish the root causes and any actions required to prevent a recurrence.
[bookmark: _Toc129589055]

[bookmark: _Toc136255368]Duty Card – Communications Function 
Your primary role is to effectively manage communications and public relations during emergency and crisis situations.
Initial Actions:
Start personal log
Inform RASWA Administration of forwarding stakeholder communications to the EMT
Maintain Stakeholder Tracking Board.
On-going Actions:
Use Log to record events, actions, messages, and decisions
Establish an accurate number of casualties
Prepare for and assist with regular EMT briefing meetings
Serve as the primary point of contact for all media inquiries related to emergency incidents
Draft press releases, media advisories, and talking points as needed
Coordinate with EMT to ensure consistent messaging and accurate information is communicated to all stakeholders
Monitor and track media coverage related to RASWA and provide regular updates to management
Ensure all communication materials are accurate, up-to-date, and approved for release by the appropriate authority.
Upon Shift Handover:
Individually brief your relief without disrupting the rest of the team
Advise the log keeper and EMT Leader. 
Concluding Actions:
Prepare a post-event/crisis report that includes recommendations for future improvements
Review and revision of crisis communications plans and procedures based on lessons learned from the event or crisis
Communicate the results and findings to relevant stakeholders, including senior management, employees, and the public
Follow-up with media outlets and journalists to ensure accurate reporting of the event or crisis
Keep open lines of communication with stakeholders and the public to maintain transparency and rebuild trust
Ensure all communications channels are up-to-date and accurate, including website, social media, and other public-facing channels.
[bookmark: _Toc129589056]

[bookmark: _Toc136255369]Duty Card – HSE Function
Your main responsibility is to provide guidance and support regarding safety, security, and environmental issues and advise the EMT accordingly.
Initial Actions:
Start a personal log to document your actions and decisions
Check with the EMT Leader to determine any immediate needs for HSE support
If necessary, notify the appropriate authorities of the incident
Arrange for HSE or Security support as needed and update the EMT Leader
Assess the need for an HSE or other investigation and advise accordingly
Keep the Log Keeper informed of all significant developments and actions.
On-going Actions:
Follow the problem-solving and decision-making process
Assist in meeting corporate HSE requirements and relevant legislation
Provide advice on safety, health, and environmental matters
Liaise with external authorities and keep them updated.
Upon Shift Handover:
Brief your replacement individually without disrupting the rest of the team
Notify the Log Keeper and EMT Leader.
Concluding Actions:
Attend the debrief meeting and ensure rehabilitation programs are in place to minimise any impacts of the emergency on people and the environment
Review the outcomes of the investigation and ensure that any corrective actions are implemented to manage any lessons learned
Close out any outstanding requirements with the relevant authorities
Provide all log sheets, written records, and correspondence to the Log Keeper.


[bookmark: _Toc129589057][bookmark: _Toc136255370]Duty Card – On-Scene Commander
Your role as the On-Scene Commander is to attend the emergency incident and coordinate all activities to ensure the safety of people, property, and the environment. 
Initial Actions:
Assess the situation and determine the nature, size, and complexity of the emergency
Establish your command post and communicate your authority and responsibilities to all personnel on the scene
Establish and maintain communication with the EOC Supervisor/Chief Warden, ERT and support agencies
Conduct a size-up of the scene and identify potential hazards and risks
Determine the need for additional resources and request them accordingly
Establish contact with the Operations Function of the EMT.
On-going Actions:
Continuously assess the situation and keep the EMT informed accordingly
Ensure that responders are properly equipped and trained to perform their duties
Provide clear direction and supervision to all responders
Monitor the safety of responders and take immediate action to correct any unsafe conditions or actions
Establish and maintain effective communication with all responders and support agencies
Ensure that all information is shared with the appropriate personnel
Monitor the progress of the incident
Provide regular updates to all responders and support agencies
Conduct regular safety briefings and debriefings for all responders.
Upon Shift Handover:
Individually brief your relief without disrupting the rest of the team
Advise the incoming On-Scene Commander and any other relevant personnel.
Concluding Actions:
Conduct a post-incident analysis to evaluate the effectiveness of the response and identify areas for improvement
Ensure that all equipment is returned to its proper location and is ready for future use
Complete all necessary documentation and reports
Provide all log sheets, written records, and correspondence to the relevant authorities
Participate in the review of the incident to establish the root causes and any actions required to prevent a recurrence.


0. [bookmark: _Toc129589058][bookmark: _Toc136255371]Incident Reporting Form
	Who is reporting this information?
	

	What is your organisation?
	

	How can we contact you?
	

	
	Date:
	Time:

	Complex or function affected
	

	Initial Description of the Incident or Update
(Describe in terms of life, property & environment and impacts on business continuity, reputation & liability.)

	




	What support is required?

	




	Who has been notified?

	




	Any other relevant information?

	








[bookmark: _Toc129589059][bookmark: _Toc136255372]Medial Release Statement Template
[bookmark: _Toc266961576][bookmark: _Toc267066489][bookmark: _Toc267156625]Sample Press Statement: Generic 
------------------------------------------------------------------------------------------------------------------------
RASWA Media Release	

Number: [NUMBER]
Date: [DATE]
Time: [TIME]

Headline: [INCIDENT] at the Claremont Showground (Note: Use non-emotive words)

The Royal Agricultural Society of Western Australia advises/reports that at approximately [time] there was what is currently being investigated as a (Brief general description – fire, spill, vehicle roll-over, etc.) at Claremont Showground.

RASWA’s emergency response procedures have been activated and is currently directing all its efforts to ensure the safety of patrons in the area. We are working to determine (damage, injuries, etc.). At this time, we have confirmed that [General information DELETE THIS SECTION IF NO CONFIRMED INFO IS AVAILABLE. Or state that “Few details relating to the extent of the incident are available at this time”.] The safety and well-being of our patrons, workers and neighbours is our first priority [expression of control/ compassion/concern if appropriate].

Further information will be made available as it is confirmed. 

ON BEHALF OF The Royal Agricultural Society of Western Australia.
<INSERT MANAGEMENT DETAILS>

Please direct all inquiries to:
<INSERT CONTACT DETAILS>

Note for Media: Media briefings will be held or released at [Location] at [Time – specific time, or general, i.e., every hour on the hour, etc.]. This is optional depending on the nature of the event and/or if this helps in demonstrating concern, control, and commitment.

End// 



[bookmark: _Toc129589060][bookmark: _Toc136255373]EMT and CMT Event Log Template
	Date/Time
	Report From
	Report To
	Status
	Location
	Action Required
	Action Detail
	Allocated To
	Notes

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	





[bookmark: _Toc136255374]Casualty Tracking Log
	Name of Casualty
	Status
	NEC or NOK
	Casualty Location
	Transfer To
	ETD
	ETA
	Transfer by

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Note:
HR should maintain the Casualty Tracking Board
NOK – Next of Kin
NEC – Nominated Emergency Contact.


[bookmark: _Toc136255375]Activation Kit Contents
	Item
	Y/N

	Contact list of key personnel, including names, roles, and contact information
	

	Copies of Emergency response plans and procedures
	

	Spare Phone and laptop chargers
	

	Maps and floor plans of the facility or site
	

	Notepads/Writing paper
	

	Pens/Pencils
	

	Highlighters
	

	Whiteboard Markers and Erasers
	

	Sticky notes
	

	Torches and spare batteries
	

	A3 laminated workflow boards
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	Emergency Management Team

	Name
	Role
	Abbreviation
	Landline
	Mobile

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Crisis Management Team

	Name
	Role
	Abbreviation
	Landline
	Mobile

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






[bookmark: _Toc129589064][bookmark: _Toc136255377]Emergency Response Contacts
	Emergency Service
	Contact Number

	Fire Brigade
	000

	WA Police 
	000

	Ambulance
	000

	Crime Stoppers WA
	1800 333 000

	Medical

	Poisons Information
	131 126

	Hospital
	

	GP Clinic 
	

	Royal Flying Doctor Service (RFDS)
	1800 625 800
24-hour medical and emergency help

	Lifeline (24-hour support)
	13 11 14

	Beyond Blue (24-hour support)
	1300 224 636

	Utility

	Electricity (Western Power)
	13 13 51

	Gas (ATCO Gas Australia)
	13 13 52

	Water (Water Corporation)
	13 13 75

	Government Authority

	Department of Water and Environmental Regulation (DWER)
	1300 784 782 
Pollution emergency (non-life threatening)

	Department of Mines, Industry Regulation and Safety (DMIRS)
	1300 136 237
General Enquires

	WorkSafe WA
	1800 678 198 
24-hour WorkSafe reporting line.
1300 307 877 
Calls related to unsafe or inappropriate behaviour.
Or General Enquiries

	WorkCover WA
	(08) 9388 5555

	Miscellaneous 

	Town of Claremont
	

	Cleaners
	

	Cleanaway
	1800 774 557 Emergency Spills Response

	Security
	6278 5666

	Telstra
	13 22 00
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