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Purpose

The purpose of this Emergency Procedure is to ensure that all potential emergency situations will be addressed with emergency procedures to respond, and the recovery from such emergencies is developed and documented as per BTP11.02 Emergency Plan Policy and in accordance with; 
· Work Health and Safety Act 2011 (QLD)
· Work Health and Safety Regulation 2011 (QLD)
· Building Fire Safety Regulation 2008.

The procedures aim to minimise risk to life and property, ensure a swift and organised response, facilitate clear communication and coordination, and comply with Queensland's legislative and regulatory requirements.

Developed through a comprehensive risk assessment and stakeholder consultation, these procedures are documented, regularly updated, and accessible to all employees to enhance preparedness and maintain compliance with relevant laws and standards.


Applicability

These emergency procedures are applicable to all employees, contractors, visitors, and stakeholders of Better Together, including full-time, part-time, and casual staff members, individuals or companies contracted to perform work on the premises, visitors such as clients and partners, and any other individuals or entities interacting with Better Together.

Definitions


11.3 (A)		Preparing for Disasters and Emergencies  

Rationale 
An emergency is a situation of grave risk to health, life or environment. A disaster is any phenomenon, natural or human-made, that has the potential to cause extensive destruction of life and property. The mere mention of either of these two words is enough to make the community, particularly our participants, extremely nervous. 

This management includes planning that ensures that the risk to the health, safety and well-being of participants that may arise in an emergency or disaster are considered and mitigated and ensures the continuity of supports critical to the health and safety and wellbeing of participants in an emergency or disaster. 

Some disasters and emergencies Better Together may face include:
· Flood
· Fire
· Heatwave
· Storms or cyclones
· Pandemic or epidemic

Detailed Procedure 

Better Together will actively prepare for emergencies and disasters by;
· Review our risk management plan every 6 months (see 11.0 Procedure (B) organisational risk management).
· Reviewing the Emergency management and recovery plan every 12 months.
· Providing resources and information to participants who are most vulnerable and who have very limited freely given and information relationships. 
· Staying informed regarding all state and federal cgovernment directives and act accordingly.
· Regularly conduct evacuation drills to test emergency procedures and identify areas for improvement.
Fire and Evacuation Signage
Better Together ensures that compliant fire and emergency evacuation signage is displayed throughout our facility.


 11.3 (B)		Mitigation Strategies for Disaster and Emergencies
 
Rationale

Mitigation activities actually eliminate or reduce the probability of disaster occurrence or reduce the effects of unavoidable disasters. 

The Better Together Committee understand they have ultimate responsibilities for the health and safety of the staff and service users of the organisation and undertakes processes to ensure the organisation is meeting its obligations. There are many strategies and steps the organisation can take to assist in the reduction of incidents that occur during disasters and emergencies. 

Detailed Procedure 

Better Together will:
· Actively test individual plans to check  
· Specific strategies for each disaster please see the organisational disaster and emergency plan
· Sign up for Moreton Bay Alert System (a disaster and emergency altering system operated by the local council) 

Emergency Procedures Training
Better Together is committed for workers to be adequately trained in emergency procedures. Arrangements for information, training and instruction of workers must be set out in the emergency plan itself. 

Training may include practising evacuations, identifying assembly points, location of emergency equipment, first aid arrangements and how to safely shut down machinery. 

In determining training requirements, the following should be considered: 
· inclusion of emergency procedure training in induction courses for new workers 
· provision of refresher training for existing workers 
· provision of training for short-term contractors or visitors at the workplace (this may not need to be as extensive as may be required for workers), and 
· provision of specific training for individuals who have a formal role in an emergency for example fire wardens, floor wardens, first aid officers.

Personnel

Wardens

The Warden directs and controls emergency procedures in the event of an emergency situation. 
The Warden can be identified by a Fluorescent Orange Hi-Vis Safety Vest with a Warden Sign on the back of the vest.


They have the authority to evacuate their area of responsibility if they consider there is any danger to occupants. 

Prerequisites:
· Good knowledge of the layout of their area, particularly dedicated fire exits.
· Ability to operate manual call points, fire extinguishers, and hose reels.

Responsibilities: 
In the event of an emergency evacuation, the Floor Wardens must:
· Raise an alarm and/or begin contacting necessary authorities/organisations if an emergency is encountered.
· Assist in coordinating staff to the internal meeting point upon the sounding of building alarms.
· Ascertain the number of available staff or delegated wardens to conduct an initial search for signs of emergency.
· Recruit additional resources if necessary to assist with the initial search.
· Coordinate an immediate search for signs of emergency using a systematic and strategic search pattern
· Communicate with the Manager and/or authorities only when there is pertinent information to report.
· Report findings to the Manager and/or authorities
· Evacuate occupants in a systematic manner, starting closest to the danger area and radiating outwards.
· Search for occupants within all areas throughout the floor.
· Report the evacuation status to the Manager and/or authorities 
· Ensure ‘Individuals with Special Needs’ are evacuated into an area of refuge (fire stairs) with a Lifestyle Coach or nominated person(s).
· Report persons refusing to evacuate to the Manager and/or authorities.
· Evacuate the floor once the Floor Warden’s checklist has been completed.
· Ensure a deputy/replacement Warden is available to cover responsibilities in the event of any absence.

First Aid Officer

The First Aid Officer is responsible for providing primary care to any personnel suffering from injuries prior to the arrival of the appropriate Emergency Service. 

They must undergo training to enable them to provide this care and should have a thorough knowledge of the roles and responsibilities of the Warden(s).

Responsibilities: 
Upon becoming aware of an emergency, the First Aid Officer must:
· Obtain an Emergency First Aid Kit and report to a Warden.
· Retrieve a defibrillator if needed (located in the Breezeway).
· Attend to any injured staff members.
· Carry out duties as requested by the Floor Wardens or emergency services.

Staff

Responsibilities: 
All staff should ensure that they:
· Have a thorough knowledge of internal emergency procedures.
· Know the roles and functions of the Warden(s) and First Aid Officer.
· Follow all instructions given by the Warden(s) or emergency services during an emergency incident.
· Do not compromise the safety of themselves and others.

When a staff member identifies an emergency situation they are to immediately notify the Manager or Service Delivery Coordinator of the emergency


11.3 (C)		Organisational Disaster and Emergency Plan 

Rationale 

Developing, reviewing and maintaining a disaster and emergency plan is an essential part of preparing for and mitigating risk with emergencies and disasters. 
 
Detailed Procedure

Better Together will;
Ensure the organisation has an up-to-date plan that is reviewed annually 
Staff are informed of the plan 
The plan includes different types of emergencies and disasters. 
Compliance and Records Management
Compliance
We ensure stringent compliance with all relevant regulations, industry standards, and best practices governing emergency preparedness and response. Our dedicated compliance team stays up-to-date with evolving requirements, conducting regular audits and implementing necessary measures to maintain adherence across our operations.
Records
Accurate and comprehensive record-keeping is vital for effective emergency preparedness and response. We maintain meticulous records of all emergency preparedness activities, including training sessions, drills, incident reports, and post-event analyses. These records not only support compliance efforts but also serve as a valuable resource for continuous improvement and institutional knowledge preservation.
Site Security
Better Together has one site:
1. “Lagoon Creek Café & Function Room” and “Better Outcomes Hub” – 1-11 Toovey Street, Caboolture QLD 4510
Opening Hours

The Lagoon Creek Café & Function Room is open 8am-12pm Monday to Friday – excluding public holidays and Christmas closedown period. Bookings finishing after 12pm may, on occasion, be required to lock-up the facility. Full instructions will be provided – however, staff are typically on-site between 8am to 5pm.
Additionally, office and training rooms on-site are typically used by staff and service users, between 8am to 5pm, Monday to Friday.
Emergency Contacts
Amie Storer - 0493 268 951
Lachlan McKellar - 0491 679 976

Key Register
A register of all keys with access to Better Together owned/managed venues and vehicles are reviewed annually and recorded via the Key Register document. This details the delegates who are authorised to keep keys on their persons.
All other keys are stored in a safe location on-site.
Emergency Plan Actions
Before the Event
Implement proactive measures before an emergency occurs, including:
· Hazard assessment and identification
· Implementation of resilience-enhancing measures
· Staff training on emergency procedures
· Preparation of detailed evacuation plans
· Formulation of post-trauma support plans
· Conducting drills to test emergency plans
During the Event
Take appropriate actions during an emergency, such as:
· Assessing severity and contacting relevant authorities
· Initiating emergency risk management plan
· Ensuring appropriate care delivery
· Communicating with stakeholders
· Coordinating staff and resources
· Handling media inquiries
After the Event
Address post-emergency considerations, including:
· Evaluating impact
· Returning to regular operations
· Collaborating on recovery efforts
· Amending emergency plans
· Providing support services
· Conducting debriefs and training sessions
· Restoring infrastructure functionality

11.3 (D)		Individual Emergency Plans  

Rationale

Better Together understands that service users are unique individuals who have different and varying levels of informal and formal support in their lives. Preparing for and mitigating risks during an emergency or disaster should be risk-assessed and tailored to each individual service users based on their needs.  

Detailed Procedure 

Better Together will develop an individualised emergency plan for each service users which will:
· Be designed in consultation with the service users and their network/ family
· [bookmark: _Hlk169184908]Changes to plans will be communicated to service users, their supports/ families and staff
· Conduct risk assessments to evaluate their vulnerability.
· Devise personalised strategies for each individual to prepare for and minimize risks during emergencies.
The emergency care plan should cover (a minimum of):
· Personal details of the individual (name, address, age, condition, health status)
· Contact information for emergency contacts, including family, friends, guardians, or power of attorney holders
· Medical history summary
· Medication list with administration instructions
· Specific care needs, such as dietary preferences, hydration requirements, and personal care details
· List of regular support services used and upcoming appointments
· Any other pertinent information necessary for someone taking over responsibilities quickly
Better Together acknowledges that labelling individuals based on their characteristics or attributes related to disability can be stigmatising. We are committed to upholding the Social Role Valorisation (SRV) framework consistently, ensuring the duty of care towards our service users with disabilities.

11.3 (E)		Staff Disaster and Emergency Training	

Rationale

Staff and their safety is at the front of Better Together’s principles. Having staff who are supported well and trained provides a smoother process for the organisation, service users and staff themselves when having to experience an emergency or disaster. 

Detailed Procedure

Better Together will help prepare our staff for an emergency or disaster by implementing the following:
· inform staff of the situation and what is required by them via email, online messaging,
Zoom meetings or similar
· train workers in all required measures, e.g. infection control, social distancing and
· evacuation, their roles and responsibilities with implementing plans
· seek feedback from participants regarding their services to adjust information distribution, if necessary
· inform staff of our participant’s requirements outlined in their support plan. 
Better Together is committed to providing comprehensive specialised training to equip our staff with the knowledge and skills necessary to assist individuals with different impairments during emergency situations. This training covers:
Assisting Someone with a Hearing Impairment: 
· Using clear and concise communication techniques
· Using visual aids and written instructions
· Providing access to assistive devices or interpreters (as possible)
Assisting Someone with a Visual Impairment: 
· Providing verbal guidance and descriptions of surroundings
· Offering a sighted guide or assistance with navigation
· Providing access to Braille or audible emergency information (as possible)
Assisting Someone with an Intellectual Impairment: 
· Using simple, clear language and avoiding complex instructions
· Exercising patience and understanding
· Providing step-by-step guidance and support (as possible)

11.3 (F)		Preparing Service users for an emergency

Rationale 

Better Together understands that it is more likely that our participants will be adversely
impacted by an emergency or disaster than others in the community.

We acknowledge that we may not be able to provide the same level of service to our participants during, or immediately after, an emergency or disaster situation. For these reasons, service users will be supported by Better Together to prepare for changes due to a disaster or an emergency.

Detailed Procedure 

Better Together will:
· inform participants of the current situation and how the provision of their services and
workers may be impacted
· continue to provide participants with the same key workers if they are available
· replace key workers with experienced workers who have the knowledge and skills to
provide appropriate care to the participant
· inform the participant of any service changes and outline reason/s for these changes
· have an ongoing agreement/contract with a local agency who are appropriately experienced and trained and hold relevant checks. 



















[bookmark: _Hlk170286069]11.3(G)		Appendix - Emergency Responses and Actions
We list specific circumstances to provide clear, actionable steps for various emergencies, ensuring all staff know exactly what to do. This minimises confusion and delays, allowing for a swift, coordinated response. Detailed procedures protect the safety of staff, service users, and stakeholders, reducing harm and ensuring continuity of care.
Understanding our unified approach to safety is crucial as it promotes preparedness and resilience within our organisation. A standardised response framework ensures everyone, regardless of role, is equipped to handle emergencies effectively. This collective readiness enhances individual safety and fosters trust among service users and stakeholders, reinforcing our commitment to their protection and care.
[bookmark: _Hlk170285857]These emergency situations with according responses and actions are:
· Bushire
· Cyclone and Flood
· Storm
· Pandemic Outbreak
· Lockdown (Terrorist; Robbery; Bomb Threat)
· Cyber Attack
· Explosion
· Gas Leak
· Power Failure
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	Emergency procedure
	What to do during an emergency 
	How is continuity of care continued  
	Supporting documents
	Post Emergency

	Bush Fire 
	· Identifying locations that are likely to be impacted
· Identify any vulnerable areas of people that may be in the path of the fire 
· Determine the timeframe estimated that it will reach the properties you are concerned about. (taking direction from emergency services) 
· Find out where the evacuation centres are 
· Contact the service users and establish immediate needs
· Contact emergency services to collect identified service users to take to the evacuation centre 
· Monitor the emergency or event situation via official authorities for ongoing updates
· Update organisations voice mail to reflect any changes to office hours that may occur
· Review points for a bush fire are:
a. Every 3 hours for the first 24hours 
b. Every 6 hours for the second day. 
c. Every day for the next week until services are resumed to normal. 

	·  Displaced from house
a. Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements 
· Still in the home – supports as usual after disaster. 
· Supporting them to find alternative accommodation if needed
· Assisting them to access their medication or to get more.
· Engaging with on call agency workers if needed
	 office floor plan, map of evacuation locations, map of Better Together Service users location,
post emergency checklist 
	· Might need to access an alternative location 
· Counselling services for those who require it
· Debrief with staff
· Review emergency response – what went well what can be done better. 
· Assist service users with any relocation needs and accessing essential supplies if displaced. 
· Utilise post emergency checklist

	Cyclone and Flood 
	Preparation 
· Intake/ annual planning meetings, identify high risk service users. Hand out to all participants the disaster preparedness checklist. Work through the checklist with the most vulnerable service users who live alone and have minimal/no informal supports.
· Sign up for Moreton Bay- Moreton Alert.
· Run report from flow logic to identify which service users are high risk to the specific 
· Identify other service users and staff who are close by to each service users who could assist as a buddy during an emergency. 
· Encourage all service users who do not live with informal supports to be prepared and stocked with supplies. 
· Have an emergency staff meeting to discuss, preparedness of clients and staff roles.
· Reach out to other organisations around their preparinedness. 
· Contact all high risk service users to assist them in getting to an evacuation centre or to stay with family. As early as possible. 
· Inform service users of the locations of the emergency evacuation centres and follow emergency services advice. 
· Follow evacuators instructions from the local authorities. 
[bookmark: _Hlk115890022]During the emergency: 
· After cyclone/flood make contact with the service user who stayed in their home.
· Make contact with service users who did go to the evacuation centre
· Arrange staff who are close to each service user to check on them if they are not contactable.
· Contact emergency services to investigate a service user who is uncontactable. 
· Assist in organising any emergency services for service users if needed.
· Review points for a cyclone are:
1. Every 3 hours for the first 24hours 
2. Every 6 hours for the second day. 
3. Every day for the next week until services are resumed to normal. 

	· Displaced from house
a. Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements 
· Still in the home – supports as usual after disaster. 
· Supporting them to find alternative accommodation if needed
· Assisting them to access their medication or to get more.
· Engaging with on call agency workers if needed
	office floor plan, map of evacuation locations, map of Better Together Service users location,
post emergency checklist
	· Might need to access an alternative location 
· Counselling services for those who require it
· Debrief with staff
· Review emergency response – what went well what can be done better. 
· Assist service users with any relocation needs and accessing essential supplies if displaced.
· Utilise post emergency checklist

	Storm 
	· Sign up for Moreton Bay Alerts 
· Encourage all service users who do not live with informal supports to be prepared and stocked with supplies before the storm comes. 
· Sending out communication via bulk text service to inform service users and staff of the services that are credible sources of information during the emergency 
·  Follow evacuators instructions from the local authorities if evacuations are required.
· On occasion when the organisation may temporarily cancelled, postpone or alternative supports found if and when necessary 
· Check in with cancelled service user if there were any urgent issues that needed to be addressed that day. 
· Assist in organising any emergency services for service users if needed.
· Review points for a storm are:
a. Every 1 hours for the first 4 hour Every 6 hours for the rest of the day. 
b. Each day with the affected participants and areas of service delivery. 
	· Displaced from house
c. Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements 
· Still in the home – supports as usual after disaster. 
· Supporting them to find alternative accommodation if needed
· Assisting them to access their medication or to get more.
· Engaging with on call agency workers if needed
	office floor plan, map of evacuation locations, map of Better Together Service users location,
post emergency checklist
	· Might need to access an alternative location 
· Counselling services for those who require it
· Debrief with staff
· Review emergency response – what went well what can be done better. 
· Assist service users with any relocation needs and accessing essential supplies if displaced
· Utilise post emergency checklist

	Pandemic outbreak
	· Temporarily suspend supports. 
· Set up a pandemic response team that includes both management and Governance
· Ensure all continued supports are equipped with the full amount of PPE. Have PPE ready to go on hand to start with. 
· Follow the Pandemic Policy and Procedure.
· Stay abreast of all government updates and health directions 
·  Communicate to staff and service users changes and updates as they become aware.
· Assist in organising any emergency services for service users if needed.
· Develop a Specific risk Management plan for each pandemic outbreak based on the relevant information present. 
· Emergency training session for staff 
· Review points for a pandemic are:
a. Every 3 hours for the first 24hours - 6 hourly for the following week 
b. Every day for the next week until services are resumed to normal. 
	· depending on government directions. 
· continuity of supports will be delivered face to face with require PPE 
· if directions prevent face to face supports; alternative supports to ensure critical supports for health and wellbeing are maintained can include: 
a. Welfare checks 
b. Remote support delivery 

	office floor plan, map of evacuation locations, map of Better Together Service users location,
post emergency checklist 
	· Might need to access an alternative location 
· Counselling services for those who require it
· Debrief with staff
· Review emergency response – what went well what can be done better. 
· Assist service users with any relocation needs and accessing essential supplies if displaced.
· Utilise post emergency checklist

	Lock Down
(Terrorist; Robbery; Bomb Threat)
	· Alert relevant authorities immediately (call 000).
· Follow the relevant lockdown procedure:
Terrorist
· Initiate lockdown procedure as soon as possible.
· Announce pre-determined code – “Code Black is now in effect”
· Move away from sightlines, turn off lights and stay calm and quiet.
· Secure all doors and windows and remain silent (barricade doors with heavy objects/furniture).
· Follow instructions from emergency personnel – providing relevant details such as building layout, where people are hiding, description of perpetrator, etc .
· Keep communication devices silent.
· Wait for the “All Clear” from management/emergency personnel 
Robbery
· Initiate lockdown procedure as soon as possible.
· Move away from sightlines and stay quiet.
· Follow instructions from emergency personnel -  providing relevant details such as building layout, where people are hiding, description of perpetrator, etc ..
Bomb Threat
· Evacuate immediately to the nearest evacuation point. 
· Follow instructions from emergency personnel.
· Contact and maintain communication with law enforcement/relevant authorities. 
· Ensure safety of workers, customers and/or other stakeholders.
· Make notes documenting event.
	· Ensure service users are informed and reassured. 
· Provide necessary care within the secure area. 
· Document any changes in care plans due to the emergency. 
· Maintain contact with emergency services for updates.
	Office floor plan, map of evacuation locations, map of Better Together Service users’ location.
Emergency contact list
Post emergency checklist
	· Conduct a headcount and ensure everyone’s safety. 
· Provide first aid if necessary. 
· Document the incident and actions taken. 
· Debrief with staff and service users. 
· Review and update emergency procedures. 
· Offer counselling and support services. 
· Restore normal operations as soon as possible.

	Cyber Attack
	· Immediately disconnect affected devices from the network and change passwords.
· Shut down all systems if possible.
· Notify relevant IT services (FlowLogic, Sarko) and police authorities.
· Identify the threat to assess the extent, nature, and origin of the attack.
· Implement strategies to limit the severity and consequences of the attack.
· Contact hosting providers (e.g., Sarko, DataNova, Google, Banking Institution) to freeze accounts and change passwords.
· Report stolen personal or business information to the Australian Cyber Security Centre's ReportCyber, IDCARE, and the Australian Taxation Office.
· Do not use or access compromised systems until cleared by IT.
· Document all actions and observations meticulously for investigation and remediation.
	· Inform service users about potential delays and reassure them their data and services are being protected.
· Use unaffected systems or switch to manual processes to continue providing essential services.
· Prioritise critical operations to ensure the most vital services remain operational.
· Maintain regular communication with service users to provide updates and manage expectations.
· Communicate with staff according to the hierarchy of incident importance.
	Emergency contact list
post emergency checklist
	· Conduct a thorough investigation to identify the source and extent of the breach using logs and forensic analysis.
· Restore systems from backups, ensuring all data is clean and secure.
· Implement enhanced security measures (e.g., updating software, changing passwords, reinforcing network defenses).
· Document the entire incident and response actions in a detailed report for future reference and learning.
· Provide additional training to staff on cybersecurity awareness to prevent similar incidents.
· Communicate with service users about the resolution of the attack, any data impacts, and steps taken to enhance security.
· Regularly review and update emergency procedures to incorporate lessons learned from the incident.

	Explosion
	· Alert authorities immediately (call 000).
· Evacuate the building calmly and quickly. Do not use elevators.
· Assist those who need help evacuating.
· Move to the designated assembly area away from the building.
· Take cover under sturdy furniture or against a strong wall to protect from flying debris.
· If trapped, signal for help using a flashlight, whistle, or by tapping on pipes or walls.
	· Conduct a headcount and ensure everyone’s safety.
· Provide first aid to injured individuals, if trained and able.
· Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements.
· Support service users in finding alternative accommodation if needed.
· Assist service users to access their medication or to get more.
· Engage with on-call agency workers if needed.
	Office floor plan map of evacuation locations.
Map of Better Together service users’ locations.
Emergency contact list.
Post-emergency checklist.
	· Document the incident, including any injuries and property damage.
· Debrief with staff and service users.
· Review emergency response – what went well, what can be done better.
· Offer counselling and support services.
· Assist service users with any relocation needs and accessing essential supplies if displaced.
· Restore normal operations as soon as possible.
· Utilize post-emergency checklist.

	Gas Leak
	· Alert authorities immediately (call 000).
· Evacuate the building calmly and quickly. Do not use electrical devices, including light switches, as they can ignite the gas.
· Assist those who need help evacuating.
· Move to the designated assembly area away from the building and upwind of the gas leak.
· Ventilate the area if safe to do so by opening windows and doors.
	· Conduct a headcount and ensure everyone’s safety.
· Provide first aid to anyone who may have been exposed to the gas, if trained and able.
· Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements.
· Support service users in finding alternative accommodation if needed.
· Assist service users to access their medication or to get more.
· Engage with on-call agency workers if needed.
	Office floor plan map of evacuation locations.
Map of Better Together service users’ locations.
Emergency contact list.
Post-emergency checklist.
	· Contact the gas company to report the leak and have it repaired.
· Document the incident, including any injuries and property damage.
· Debrief with staff and service users.
· Review emergency response – what went well, what can be done better.
· Offer counselling and support services.
· Assist service users with any relocation needs and accessing essential supplies if displaced.
· Restore normal operations as soon as possible.
· Utilize post-emergency checklist.

	Power Failure
	· Notify the building management and relevant authorities about the power failure.
· Use emergency lighting to evacuate the building if necessary.
· Ensure all sensitive equipment is turned off to prevent damage when the power returns.
· Check on vulnerable individuals who may need assistance.
· Use battery-operated devices for communication.
· Avoid using elevators; use stairs instead.
· Keep refrigerators and freezers closed to preserve food.
	· Conduct a headcount and ensure everyone’s safety.
· Provide updates to staff and service users on the status of the power outage.
· Continue to provide agreed upon services to the service user in consultation with emergency services or make alternative arrangements.
· Support service users in finding alternative accommodation if needed.
· Assist service users to access their medication or to get more.
· Engage with on-call agency workers if needed.
	Office floor plan map of evacuation locations.
Map of Better Together service users’ locations.
Emergency contact list.
Post-emergency checklist.
	· Report the outage to the local utility company if not already done.
· Document the incident, including any disruptions and actions taken.
· Debrief with staff and service users.
· Review emergency response – what went well, what can be done better.
· Offer counselling and support services if the power outage caused significant disruption.
· Assist service users with any relocation needs and accessing essential supplies if displaced.
· Restore normal operations as soon as power is restored and it is safe to do so.
· Utilise post-emergency checklist.






Revision History

This policy was updated on 02/09/2023 based on feedback from the previous revision (version 2) on 04/03/2024. Previously titled "Procedure 11.3 Disaster Management", it is now renamed to "Procedure 11.3 Disaster & Emergency Management."


Related Policy and Procedure 

· Preventing and responding to Abuse, Neglect, exploitation and discrimination
· Service management risk management 
· Human resource Management 
· Service management continuous improvement 
· Diversity, inclusion and anti-bullying
· Incident Management
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  Number    Procedure      Related   National  Disability Insurance  Scheme Practice   Standards  

11.3 (A)  Preparing for Disasters and Emergencies        2,3  

11.3(B )  Mitigation Strategies for Disasters and Emergencies  

11.3(C)  Organisational Disaster and Emergency Plan  

11.3(D)  Individual Emergency Plans   

11.3(E)  Staff Disaster and Emergency Training   

11.3(F)  Preparing Service Users For an Emergency   

11.3(G)  Appendix  -   Emergency Responses and Actions  

    Purpose     The purpose of this Emergency Procedure is to ensure that all potential emergency situations will be  addressed with emergency procedures to respond, and the recovery from such emergencies  is   developed and documented as per  BTP11.02 Emergency Plan Policy   and in accordance with;       Work Health and Safety Act 2011 (QLD)      Work Health and Safety Regulation 2011 (QLD)      Building Fire Safety Regulation 2008.     The procedures aim to minimi s e risk to life and property, ensure a swift and organi s ed response,  facilitate clear communication and coordination, and comply with Queensland's legislative and  regulatory requirements.     Developed through a comprehensive risk assessment and stakeholder consultation, these procedures  are documented, regularly updated, and accessible to all employees to enhance preparedness and  maintain compliance with relevant laws and standards.       Applicability     These emergency procedures are applicable to all employees, contractors, visitors, and stakeholders  of Better Together, including full - time, part - time, and casual staff members, individuals or 

