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EMERGENCY PROCEDURES 
 

You may go through your working life without experiencing an emergency. On the other hand, you may be 

the person on the spot when something happens to a fellow employee or guest. It is most important that 

you are aware of the correct procedures. 

 

MEDICAL 
Make sure there is no danger to you or the victim, then tell your Supervisor/Manager of the emergency.   

 

You may then be required to: 

CALL AN AMBULANCE 
• Check that you know the address where you are so you can tell the ambulance. 

• Keep the victim calm and get help. 

• Dial 000. The operator will ask what service you need – tell them “AN AMBULANCE”. They will then 

put you through to the ambulance service who will ask you some questions. 

 

If the person IS conscious, ask questions and get information such as: 

• How did this happen? 

• Are they in pain and where is the pain? 

• Has it happened before? 

• Are they on medication? 

• Who is their next of kin or is there someone they should notify? 

• AND ANY OTHER INFORMATION you can get 

 

If the patient is NOT conscious: 

• Do not disturb or move the patient unless the injured person is in further danger. Call for help 

• Check if the person has a medical bracelet or lock with information, eg. diabetes, heart condition, 

epilepsy, etc. 

 

All this makes it easier for the ambulance and the hospital to treat the person in the right way. 
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CHEMICAL SPILLS AND TOXIC FUMES 
Safety Data Sheets provide information about substances and their associated hazards. The sheets 

describe the properties and uses of a substance, health hazard information, precautions for use and 

safety handling requirements. 

 

If there is a large spill of chemicals or you are experiencing strong fumes: 

• Tell your Supervisor/Manager of the emergency 

• You may then be required to dial 000. The operator will ask what service you need – tell them what 

the problem is – either toxic fumes or a chemical spill. They will usually put you through to the fire 

service who will ask you some questions 

• Give them all the information you can: 

• Address of the spill location 

• Type of chemical (if known) 

• Is there a risk of fire? 

• Is anyone hurt and how many? 

• Evacuate the area. 

• Ask everyone to move to a safe area in an orderly fashion. Keep people together so that you can 

account for everyone 

• Most chemicals have toxic fumes. Depending on the amount of chemical spilled, you may need to 

evacuate the whole building or just the area 

• If possible open the windows and doors to allow the fumes to escape 

• If there is a danger of fire, evacuate and leave it to the professionals to deal with. 

 

GAS LEAKS ARE ALSO TOXIC 
• If possible turn the gas off at the mains and open the doors and windows to allow the fumes to escape 

• DO NOT SMOKE OR CREATE A FLAME. This can cause an explosion. If there is a risk of fire or 

explosion, evacuate immediately 

 

SMALL SPILLS 
Small spills should be cleaned up immediately to avoid the chemicals getting into drains. Follow the 

supplier’s directions 
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EVACUATION TIPS 
• DIAL 000 or notify the main switch 

• Check that no one else is in the area 

• If there is no danger to you, assist injured people 

• Leave via the nearest emergency exit 

• Do not use the lifts 

• Go direct to the designated meeting point 

• Remain there until your Manager or Supervisor has checked that everyone is present 

• Do not leave this area until you are told to leave by your Supervisor or the police 

• Do not go back into the building until the police or fire brigade tell you it is safe to do so. 

 

 

 


