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The objective of these procedures is to ensure, as far as practicable, the safety, 

health and wellbeing of staff and visitors during emergencies at any facility HT 

Services operates within. To comply with relevant Western Australian legislation, 

codes and guidance materials, emergency procedures are prepared and 

distributed, ensuring all staff are trained for each workplace.  

This procedure outlines the roles and responsibilities of all HT Services employees 

in the event of an emergency.  HT Services number one priority is the preservation of life. 

 

PHONE THREATS 

• Remain calm - let the caller 

finish the message. 

• Keep the caller online - DO NOT 

Hang Up the Phone! Even after the call has 

ended. It may be possible to trace the call. 

• Use the bomb threat checklist on the next 

page. 

• Immediately report the threat to Security 

Services and your supervisor/manager. 

• DO NOT discuss the call with anyone else. 

• DO NOT activate the fire alarm or evacuation 

system unless instructed to by the Police 

and/or Security Services. 

WRITTEN THREATS 

• A bomb threat received in writing 

should be kept including any envelope or 

container. Avoid unnecessary handling - 

place it in a paper envelope or folder to 

protect it. 

• Immediately report the threat to Security 

Services and your supervisor/manager. 

• DO NOT discuss the threat with anyone! 

• DO NOT activate the fire alarm or evacuation 

system unless instructed to by the Police 

and/or Security Services. 

SUSPICIOUS ITEMS 
A suspicious item may be anything that looks 

unusual and is deemed a possible threat 

due to its characteristics, location and 

circumstances. 

If you believe an item may be suspicious: 

• DO NOT touch it, or move it. 

• Immediately report the item to Security 

Services and also to your supervisor/manager. 

• Notify the Emergency Warden who will 

evacuate the area. Stay nearby behind a solid 

barrier and prevent others entering the area. 

• Wait for Police to arrive and tell them where 

the item is. 

If you have opened a suspicious letter or parcel that 

contains a powdery substance: 

• Cover the object without touching or 

disturbing it – place a garbage bin over the top. 

• If any material has spilt from the item DO NOT 

try to clean it up. 

• DO NOT brush powder off your clothing or off 

any other surface. 

• Turn off any fans in the immediate area. 

• Stay in your immediate area and prevent others 

from entering the area. 

• Ensure that co-workers in the same room also 

stay where they are. DO NOT LEAVE. 

• Immediately report the item to Security 

Services and also to your supervisor/manager. 

• DO wash your hands if you are able to access 

facilities in your immediate area. 

• DO NOT touch your face with your hands or any 

part of your body that has open wounds. 

If you believe a letter or parcel is suspicious and you 

have not opened it: 

• DO NOT open it or shake it. 

• Place the item into a plastic bag and seal it. 

• Stay in the immediate area and prevent others 

from entering the area. 

• Turn off any fans in the immediate area. 

• Immediately report the item to Security 

Services and also to your supervisor/manager. 

• Wash your hands if you are able to access 

facilities in your immediate area. 

• DO NOT touch your face with your hands or any 

part of your body that has open wounds. 

BOMB / SUBSTANCE THREAT 

EMERGENCY CONTACTS 
Poisons Help Line - 13 11 26 

Emergency Services - 000 

HT Services - 08 9433 1446 
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TIME AT START OF CALL: 

TIME AT END OF CALL: 

QUESTIONS TO ASK 
When is the bomb going to explode? 

Where is the bomb located?  

What type of bomb is it?  

What does it look like?  

What will cause it to explode?  

Did you place the bomb?  

Why?  

Where are you?  

What is your name?  

What is your address?  

ACTION & INSTRUCTIONS 

EXACT WORDING OF THE THREAT 

 

 

CALLER INFORMATION CALLER’S VOICE 

Sex:  

Age: 

Accent: 

Other Features: 

 Calm      Angry      Excited      Slow      Rapid      
 Soft      Loud      Laughing      Crying      Normal 

 Distinct      Slurred      Intoxicated       Stuttering 

 Lisp       Cracking      Voice      Deep      Ragged 
 Clearing Throat       Disguised voice         Accent     
 Deep Breathing       Familiar        Raspy 

BACKGROUND NOISES THREAT LANGUAGE 

 Street noises      Factory machinery      Crockery    
 Animal noises      Voices      Clear        PA System 
 Static     Music     House noises     Motor noises 
 Office machinery      Public phone      Local call      
 STD Call     Aircraft     Other 

 Incoherent              Well-spoken / educated               
 Taped message          Irrational            Abusive / foul      
 Message read by threat maker                                        
 Other 

Call received by: Location: 

Date: Phone Number: 

Position: Manager: 

Other Information: 

Report the call IMMEDIATELY. DO NOT discuss with other staff members. 

BOMB THREAT CHECKLIST 
STAY CALM! DON’T HANG UP! 
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Personal Threat / Security can be categorised as: Confrontation with an armed person; confrontation with 
an unarmed person; armed hold-up; assault; threatening the life of others or oneself; or hostage/kidnap scenarios.  

Try to remain calm - alert someone nearby to raise the alarm. 

PERSONAL ASSAULT VIOLENT OR THREATENING PERSON 
CIVIL DISORDER / 

PUBLIC NUISANCE 

Phone Police ‘000’ and provide 
details of the assault as soon as 
possible  

Do not wash, shower, change 
clothes or clean up in any way 
until after obtaining medical 
assistance and talking to the 
Police. You could destroy vital 
evidence.  

Do not drink alcohol or take 
drugs as you will have to give a 
clear account of what has 
happened. Try to remember 
everything you can about your 
attacker.  

Remember, you are the victim. 
You have nothing to feel guilty or 
ashamed about. Police Officers  

are aware that a person who has 
been assaulted is likely to be 
suffering from emotional shock. 
They will do all they can to make 
things as easy as possible for 
you. 

If safe to do so, note and report the person to your Area 
Manager. 

If confronted, obey instructions if safe to do so. 

Do not argue or provoke the person. 

Do not attempt to physically subdue the person. 

Back away and alert others to move away also. 

Make it easy for the person to leave the area. 

If the person is not rational: 

• Try and create a calm, non-threatening 
atmosphere. Reduce distractions, turn off noisy 
equipment and computer monitors. 

• Talk slowly, quietly and firmly. 

• Avoid direct eye contract, don’t get too close. 

• If you can get the person to calm down, try and get 
them to sit down with you 

• Do not try to reason with acute psychosis. They 
may be acting this way because hallucinations and 
voices that they are hearing are very real to them. 

• Express empathy for the person’s emotional 
distress, but do not pretend that the delusions or 
voices are real for you. 

• Comply with reasonable requests 

Radio Security and request 
assistance where possible. 

Call the police. 

If safe to do so – initiate action 
to: 

• Restrict entry to the 
building. 

• Confine presence to the 
ground floor. 

• Restrict contact between 
demonstrators and 
building occupants; or 

• Evacuate the building.  

Notify your Area Manager. 

Be prepared to evacuate – 
await further instructions 
from Security. 

Detailed reports will be 
required to assist police in 
their investigations. 

FIREARM THREAT ATTACK 

E 
S 
C 
A 
P 
E 

If under immediate gunfire, take cover initially but attempt to leave the area as soon as it is safe to do so. Escape by the 
nearest exit or window. Leave equipment, bags, purses, etc. where they are. 

If gunfire is nearby, leave the area immediately moving away from the gunfire. Do not congregate at evacuation points. 

Maintain cover: FROM GUNFIRE: Use large brickwork or concrete walls, large live trees or earth banks, mounds etc. 

 FROM VIEW: Use internal partitions, car doors, wooden fences, curtains etc. 

T 
E 
L 
L 

Contact Security Services and the Police if you have a mobile phone and advise them of your exact location. 

Keep your phone on silent but stay on the line. 

A 
C 
T 

Secure your immediate environment. Turn off all the lights, close and lock all windows and doors. If you cannot lock the 
door, try to block the door with desks and chairs. 

Move away from the door, get on the floor out of the offender’s sight or line of fire and remain quiet. 

Keep out of public areas such as foyers or corridors. 

Consider (only as a last resort) options for arming yourself with improvised weapons to defend yourself. 

If the shooter exits your area and you are able to escape, leave the area immediately. 

While escaping, as soon as you see a Police officer put your hands over your head and immediately comply with the 
officers’ instructions 

PERSONAL THREAT 
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If you come across a person requiring medical assistance, the first rule is to ensure that you check 
for danger. Check for danger to you, the injured / ill person and any others who may be present. 

The injured person should only be moved if they are in further immediate danger. 

REMAIN CALM 

Assess the patient (apply DRSABCD – REFER CHART BELOW) 

RAISE THE ALARM 

If required, immediately call an ambulance. 

Advise your name & phone number 

Advise the patient’s details 

Advise the address 

Ask someone to notify Security Services or 

Centre Management. 

Ask someone to wait outside the building 

entrance for the ambulance to arrive.  

If you are not a trained first aider, call out for one or send someone else to look for a trained first aider.  

If the person requires CPR, commence CPR after calling for help. 

D DANGER Ensure the area is safe for you, others and the patient. 

R RESPONSE 
Check for response – ask name, squeeze shoulders. 
Response – make comfortable, monitor response. 
No response – then continue with SABCD. 

S SEND 
CALL AN AMBULANCE FIRST, then Security Services OR Centre 
Management. 

A AIRWAY 
Check airway. 
Open mouth – if obstruction present, place patient in recovery 
position and clear mouth with fingers. 

B BREATHING 
Check for breathing – look, listen, feel. 
Normal – place in recovery position. 
Not normal – start CPR 

C CPR 
Use a mouthguard if one is available. 
Start CPR – 30 compressions : 2 breaths 
Continue CPR until help arrives or patient recovers. 

D DEFIBRILLATION Apply defibrillator if available and follow voice prompts. 

 

  

MEDICAL EMERGENCY 
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Needlestick injuries happen when a sharp object, such as a needle, syringe or blade, accidentally breaks the 

skin. These injuries can happen when handling waste or emptying rubbish bins, or when used needles are 

not disposed of properly.  

WHAT ARE THE RISKS OF NEEDLESTICK INJURIES? 
The risk of catching a serious infection from an accidental needle stick injury is very low, because viruses do 

not survive for long outside of the body. 

There are, however, some serious health risks associated with needlestick injuries. One of the main dangers is 

the risk of blood-borne viruses, including hepatitis B, hepatitis C and HIV. Being in contact with these viruses 

can spread infection and lead to long-term health problems. 

WHAT SHOULD I DO IF I HAVE A NEEDLESTICK INJURY? 

If you have a needlestick injury, wash the wound with soap and 

water for 30 seconds or more. If soap and water aren't 

available, use an alcohol-based hand sanitiser. Then go straight 

to your doctor or to the nearest hospital emergency 

department. 

Do not squeeze or rub the area around the puncture! 

Cover the wound site with a clean dressing or adhesive plaster. Seek medical advice immediately. 

WHAT TO DO IF YOU FIND A USED SYRINGE IN A PUBLIC PLACE 

If you see a used syringe in public, call your Area Manager for advice and guidance. 

If you need to dispose of the syringe yourself, follow these steps: 

• Find a hard-walled, puncture-proof container with a wide top and a secure lid. 

• Bring the container to the syringe so you don't have to carry the syringe. 

• Place the container on the ground next to the syringe. 

• Use protective gloves or tongs and carefully pick up the syringe, avoiding the sharp end. 

• Do not recap the needle if the cap has been removed. 

• Place the syringe in the container, sharp end first. 

• If available, secure the lid of the container. 

After you've safely removed the syringe into the container: 

• wash your hands with running water and soap. 

• place the container in a sharps disposal bin. 

 

  

NEEDLESTICK INJURY 
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EMERGENCY EVACUATION 
 

KEEP CALM & DON’T PANIC! 

When alarm sounds, leave the building immediately by the nearest exit.  

DO NOT USE THE LIFTS! 

Find your designated Muster Point.  

Remain at the Muster Point until you have been given the all-clear.  

 

ISOLATE THE HAZARD 

Assess the situation. Where possible isolate the spill or leak (Main switch/Valve).  

Restrict unnecessary movement into and through the area to avoid spreading contamination. Isolate the 

affected area at a safe distance by erecting a temporary barricade and placing suitable warning signs.  

It may be necessary to turn off the air conditioning to restrict the spread of gases and vapours.  

Turn off electrical devices or other ignition source to reduce the potential of fire. 

GAS LEAKS 
Turn off the gas at the source if possible. Report to Security Services who will notify Infrastructure and Facilities Services. 

Isolate the area if dangerous fumes are released by closing doors and windows. 

FOR HAZARDOUS CHEMICAL, HAZARDOUS MATERIAL SPILLS OR RELEASE 
• The primary concern is to protect health and safety. No 

action should be taken during an emergency response  

that directly or indirectly violates this principle. 

• Isolate the spill if safe to do so. Control the source. 

Contain free liquids by damming, absorbing if 

appropriate. 

• Contact the senior person in the area with knowledge 

of the chemical and Health and Safety. 

• Eliminate all possible sources of ignition. Ensure fire 

protection for flammable spills. 

• Do not attempt to clean up the spill unless you know 

exactly what it is and how to clean it up. 

WATER LEAKS 

• Check – what’s in the water? Any dangerous chemicals, sewage etc.? How deep is the water? 

• Is the water alive with electricity? Isolate electrical sources. Report to Security Services who will notify 

Infrastructure and Facilities Services. 

• Turn off water at the source if possible. Spill kits can be used to restrict water flow. 

• Do not move people from safety into danger –flood waters are unsafe and evacuees should not walk through 

water. 

CLEAN UP 
In the event of a spill, it’s important to act quickly and ensure the general public aren’t exposed to the hazard. Once the 

spill has been identified ensure the area is barricaded and monitored until the spill is removed.  

Ensure the contaminated waste is disposed of in accordance with state legislative requirements. 

EVACUATION 
In the event of a gas leak or unknown hazardous chemical you may be required to evacuate the building. Follow the 

evacuation process. 

CHEMICAL / GAS LEAK 
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FIRE / SMOKE 
 

 

IN CASE OF FIRE – REMEMBER RACE! 

REMOVE YOURSELF AND OTHERS FROM DANGER 

• Ensure safety of SELF, SCENE & SURVIVORS in that order (ensuring safety of the scene prevents injury to others). 

• RESCUE or REMOVE persons in immediate danger but only if safe to do so.  

ALERT – RAISE THE ALARM 
• Contact Security Services or Centre Management.  

• Alert people nearby. 

• Contact all Emergency Wardens. 

• Activate break glass alarm. 

• Confirm if the fire brigade has been called. 

CONTAIN THE FIRE AND SMOKE BY CLOSING DOORS AND WINDOWS 
• Turn off air conditioning, ventilation and fans where 

possible. 
• Select and use the correct fire extinguisher.

Fight fire but only if it is safe and you have been trained to do so. 
 

EVACUATE IF THE FIRE CANNOT BE CONTAINED 
• Follow the directions of the Emergency Warden. 

• Use the fire exits (follow the green exit signs). 

• If smoke is present stay down low and close to the 

floor. 

• DO NOT use the lift. 

• DO NOT open doors which are warm to the touch – 

there may be fire on the other side! 

• Assist disabled persons to evacuate or assist to move 

to a safe place such as a refuge or fire stairs. 

• Inform the Chief Warden including Security Services 

and Emergency Services of any people who are 

injured, unable to evacuate, refuse to evacuate and 

general status of evacuation. 

• Proceed to the assembly area and remain there until 

given the all-clear to return or evacuate further. 

• DO NOT re-enter the building until Security advises 

that it is safe to do so. 

• NO SMOKING is allowed during any evacuation 

procedure. 

 

When you are working in an isolated area and there is an emergency: 

• Contact the appropriate emergency service or breakdown service. 

• Confirm your location using GPS mapping if available.  

• Contact your Area Manager or Supervisor for further instructions.  

REMOTE / ISOLATED WORKER 
 


