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Emergency Procedures

• Fire
• First Aid (including COSHH Awareness)

• Gas
• Water
• Electricity
• Bomb



Identify the 
hazard

Fire

- 3 elements in order for a fire to ignite –
oxygen, heat and fuel.

- Inform your Manager to eliminate the hazard if 
it is safe to do so

- Activate break glass point if there is a need to 
evacuate

- Know evacuation exists and routes
- Fire Warden to carry out emergency 

responsibilities

First Aid

- Work out what has happened 
- Assess for further dangers
- Call for help and a first aider
- You do not need to be trained 

to use a defibrillator

Water

- Burst or leaking pipe
- Foul or surface drainage 

backing up
- Flood from a natural water 

course

Electricity

- Power outage (Be mindful of 
electrocution and fire hazards)

Gas

- Sulfur smell
- Feeling dizzy and unwell inside 

but fine outside
Bomb

- Threats can be received via text, email, social 
media or a suspicious package. 

- Do not forward, reply, delete or touch.
- Inform Management promptly.
- If threat is via telephone get your colleagues 

attention, remain calm and ask the caller 
questions listed on the Bomb Threat Checklist 
located in general office



• Potential dangers
• Emergency exits and routes
• Fire extinguishers 
• First aid kits, accident book, defibrillator, COSHH SDS
• Gas meter cabinet
• Electrical isolation switch
• Stopcock
• Suspicious packages or threats via telephone or email

Be sure to locate:



Fire Assembly Point First Aid box, Accident book and 
defibrillator

Gas Meter Cabinet

Stopcock Electrical Isolation Switch

Bomb Threat Checklist



Fire Assembly Point First Aid box, Accident book and 
defibrillator

Gas Meter Cabinet

Stopcock Electrical Isolation Switch

Bomb Threat Checklist



Key Points

• Recognise the emergency situation e.g. strong smell of sulfur, 
fire, flood, minor or major injury, power cut.

• Call for help and inform your Manager who will tell you what 
to do.

• Carry out emergency responsibilities if you have been trained 
to do so.

• Activate break glass point if there is a need to evacuation.
• When fire alarm is sounding evacuate quickly and safely. 
• Do not leave the assembly point until instructed to do so.
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