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Objective
This plan describes how staff with the appropriate training will:
•

Minimise the risk of fire through fuel load management and safe operating procedures.

•

Respond safely to an event of fire on any part of the property.

•

Alert the appropriate authorities and engage in a coordinated response to fire.

•

Maintain equipment in a serviceable condition.

•

Conduct periodic training and drills.

•

Ensure as far as is reasonably practicable, that no person suffers injury or illness as a result of a fire
or any other emergency event on land or in a building that is owned or occupied by the Bunbury
Harvey Regional Council

This Emergency Management Plan will be reviewed annually and after any event to ensure risks are
minimised and information remains current.

Scope
This Emergency Plan shall pertain to Bunbury Harvey Regional Council’s Banksia Road Organics Facility,
workplaces and staff. It shall also ensure visitors to these workplaces are considered in the event of an
emergency. The plan shall take into consideration the emergency response procedures and the formation,
purpose, training and responsibility of Emergency Control Organisation (ECO) and the Emergency Planning
Committee (EPC).

This plan is for anyone entering the Banksia Road Organics Facility.
It is not intended for everyone entering the shared access road.
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Introduction
Bunbury Harvey Regional Council (BHRC) operates two waste facilities:
1. STANLEY ROAD LANDFILL SITE - Class 11 Putrescible Landfill
Lot 45 Stanley Road WELLESLY WA 6233
2. WELLINGTON GROUP OF COUNCILS COMPOST FACILITY
Lot 81 Marginata Close CROOKED BROOK WA 6236
Bunbury-Harvey Regional Council (BHRC) was established in 1990 as a waste management authority to
manage the municipal waste generated from both the City of Bunbury and the Shire of Harvey. BHRC
operate on behalf of two councils, the Stanley Road Waste Management Facility which includes a Class II
landfill and recycling facilities, and the Banksia Road Organics Processing Facility which was established in
2013. This facility processes organic food and garden waste collected from the councils of the Wellington
Regional Group (Harvey, Bunbury, Dardanup, Capel & Donnybrook-Balingup).
As a prescribed premise, both facilities are required to hold an Environment Protection Licence under Part
V of the Environmental Protection Act 1986 and are managed in accordance with the operating licences
issued by the DER.
The BHRC provides personnel to manage, supervise, operate and maintain both sites in accordance with
the EPL and other relevant regulatory requirements
This document is for the BHRC ORGANICS FACILITY located at LOT 81 MARGINATA CLOSE CROOKED BROOK
and clearly describes the management procedures BHRC will employ during an event of fire or an
emergency within the site or surrounding infrastructure.
Materials that are accepted at this site are generally a good source of fuel and a concern for fire, therefore
it is necessary to monitor, control and reduce the risk of fire.
Fire has the potential to damage infrastructure, disrupt operations, cause a threat to life and release
harmful substances into the environment.
This document will provide the framework for fire management and the protection of life and assets
operated by BHRC.
In an emergency situation, effective and efficient procedures will only be achieved if all staff and building
occupants are familiar with the roles, duties and responsibilities. All occupants and visitors regardless of
their abilities have an obligation to take responsibility for their own safety and prepare a plan for
evacuation during an emergency. These procedures outline these roles, duties and responsibilities.
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Description of Facility
Location
The Banksia Road Organics Facility (BROF) is located at Lot 81 MARGINATA CLOSE CROOKED BROOK WA
6236 in the Shire of Dardanup, with a total area of approximately 31 hectares.

Surrounding Environment
BROF is surrounded by the following adjacent land uses:
• North:
o Waste transfer station, agriculture properties and composting facility
• West:
o Recycling drop-off centre and waste water treatment facility, including effluent irrigation
plantation
• East:
o Pasture and State forest
• South:
o Landfills

Climate
Climate data as collected by the Bureau of Meteorology from the Bunbury weather station between 1995
and present indicates that the area receives an average rainfall of 725mm per year and an annual mean
maximum temperature of 23°C and an annual mean minimum of 11°C.

Groundwater and Public Drinking Water Sources
The BROF is located on the edge of the Swan Coastal Plan in the Shire of Dardanup and in the BusseltonCapel Sub area of the Busselton-Capel Groundwater area.
The sub-surface hydrology comprises of clay type sediments of the Quaternary and Yoganup/Guildford
Formations that form a protective barrier over the deeper and confined Leederville Formation which
contains high quality groundwater.
It is in the Ferguson River catchment, close to the boundary of the Crooked Brook catchment and surface
run off from the Lot generally runs west, then north towards the Ferguson River.
No potable water extraction bores are located near the site and it falls outside the Drinking Water Source
Areas with the nearest area 10km to the west (Bunbury Water Reserve)

Site Infrastructure
The site infrastructure includes:
• Clean water diversion based on a series of bunds to divert clean stormwater run-off away from the
working area
• A concrete bunker for the tipping of feedstock
• A hardstand area for the composting process and product storage
• Dirty water collection drains around the hardstand area of the site to collect and divert
contaminated water from the hardstand to the dirty water lagoon
• A dirty water lagoon lined with an impermeable liner and used to collect and store dirty water runoff. This will be re-used in the composting process to maintain the correct moisture levels
• A shed to store machinery, incorporating a workshop
• A modular site office / laboratory for:
o Administration activities
o Record keeping
o Compost testing and process monitoring
o Staff amenities
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Emergency Response Priorities
First Priority: Protection of Life
The first priority is to ensure that all people who may be in danger are warned, and that action is taken to
ensure their safety, before any steps are taken to prevent the spread of the hazard, to secure assets, or to
eliminate the hazard.

Second Priority: Prevent Spread of Hazard
The second priority aims to control the extent of the hazard within the workplace and minimising its
impact.

Third Priority: Save Assets in the Affected Area
The third priority is to prevent personal, Bunbury Harvey Regional Council and The Wellington Group of
Council assets from being damaged in the event of an emergency.

Fourth Priority: Eliminate the Hazard
The final priority is to eliminate the fire or emergency by extinguishment or other practical means.

Muster Points
A designated Muster point is clearly marked and located in the open space at the front of the gate-house
(Figure 01)

Site Security
The site is secured by a perimeter fence with a lockable gate. Entrance to the site is via a gated shared
access road. This gate is unlocked by staff on arrival and secured by the last staff member to leave the area.

Site Induction
Each person required to enter to the site to complete work, must have completed a site induction
(Procedure QMS002)
Members of the public entering the access area of the site to drop off or pick up materials must sign in and
out but do not need to be inducted as they are escorted at all times.
Visitors to the site will be required to sign in and out and will be informed of these Emergency Procedures,
including Muster Points but will not be required to sit the formal induction presentation.

Responsibility for Developing and Implementing Emergency Procedures
The Chief Executive Officer (CEO) is responsible for ensuring development and implementation of the
Emergency Plan for the Bunbury Harvey Regional Council workplaces. The CEO shall appoint an Emergency
Planning Committee (EPC).

Emergency Planning Committee (EPC)
The EPC will include:
• Chief Warden (Chairman of the EPC)
• Safety and Health Coordinator
• Administration Officer
• Area Warden from each workplace
The duties of the EPC shall include the following:
• Identifying events that could reasonably produce emergency situations.
• Developing and endorsing an emergency plan.
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•

Ensure validity period for review takes place for the emergency plan and the evacuation diagrams.
(NOTE: The validity period should not exceed 5 years but may be less than 5 yearly, depending on
the requirements of a maintenance cycle, a major change to the facility, an incident or an
accreditation regime.)

•
•
•
•

Ensuring that the emergency plan is readily identifiable and available to the appropriate persons.
Establishing an emergency control organization (ECO) in each workplace to operate in accordance
with the emergency plan.
Shall meet at a minimum once annually to discuss improvements and/or changes in workplaces or
facilities that need EP details changed.
Ensure the EPC, ERP’s and the ECO’s have executive support and that professional advice is sought
regarding indemnities for ECO members is provided.

Implementation of Emergency Response Procedures (ERP)
The ERP for a building shall be implemented by the building's Emergency Control Organisation (ECO) under
the direction of the particular workplace Area Warden. They will be developed with the OHS Officer and
implemented once completed.

Emergency Control Organisation (ECO)
The ECO for the Bunbury Harvey Regional Council workplaces have been developed in accordance with the
requirements of Australian Standard 3745-2010 planning for emergencies in facilities. Members of the ECO
should be competent persons, mature and responsible who are physically capable and have the confidence
of building or site occupants.
The ECO consists of:

Chief Warden
The person appointed as chief warden should:
• be capable of performing their duties
• be capable of leading and taking command
• display effective decision-making skills
• demonstrate the capability to remain calm under pressure
• be available to undertake their appointed duties
• be capable of effectively communicating with occupants and visitors
• be familiar with the facility
• be able to undergo relevant training

Deputy Chief Wardens (may be required to act as Chief Warden)
The appointment of deputies shall be considered to ensure the effective functioning of the ECO. Persons
appointed as deputies shall have the same capabilities and personal attributes as required by the Chief
Warden for the substantive position.

Areas Wardens (may be required to act as a Deputy Chief Warden)
•
•
•
•
•
•
•
•

be capable of performing their duties
have leadership qualities and the ability to command authority
display effective decision-making skills
demonstrate the capability to remain calm under pressure
be available on-site to undertake their appointed duties
be capable of effectively communicating with occupants and visitors
be capable of deputizing for other positions on the ECO
be able to undergo relevant training
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Responsibilities of the ECO during an emergency are to:
•
•
•

Facilitate an orderly evacuation of the workplace occupants and visitors who may be in the building
or on site at the time to a safe place of assembly
Provide first-attack firefighting if safe to do so
Provide the Emergency Services with relevant information

Authority of the Emergency Control Organisation
The ECO shall issue directions to all persons on the premises so that they may execute their duties to
control an incident or to conduct an evacuation of the premises/site.
All directions issued by the ECO will be in the interest of the safety and the wellbeing of all persons on the
premises.
The Occupational Safety & Health Act 1984 (the Act) and Occupational Safety & Health Regulations 1996
(the Regulations) requires that no person in a workplace should carry out an act, cause an omission or
countermand a direction when the individual’s personal safety is put at risk.
The ECO is vested with the power to make decisions and take actions in all situations where an individual
person is at risk.
Failure to follow the ECO direction or action to countermand the directions given by any member of the
ECO may place the person failing to follow or countermanding the directions, in breach of the Act and/or
Regulations.
The Emergency Planning Committee should ensure that, during emergencies, instructions given by
Emergency Control Organisation personnel should overrule normal management structure.

Types of Emergencies
Emergencies that may necessitate a partial or full evacuation of the work site may include but not be
limited to:
•
•
•
•
•
•

Fire or explosion in the building
Fire in landfill
Fire in haulage vehicle
Grass / scrub fire
Civil disorder
By direction of the Emergency Services

•
•
•
•
•
•

Building structural damage
Structural fault
Chemical spill
Bomb Threat
Medical
Natural Disaster

Evacuation Drills
Evacuation drills are a most important part of staff training associated with emergency procedures. Drills,
complete with local alarms should be carried out in all buildings and on all sites at least once a year.
It is the Chief Warden’s responsibility to ensure that at least one evacuation drill is conducted for their area
every year.
The following points should be noted by the Chief Warden in planning and implementing an evacuation
drill:
• Coordinate the timing of the drill with Safety and Health Coordinator if applicable and with relevant
workplace EPC committee members
• assess an evacuation
• Endeavour to organise the drill when senior management are present in the workplace.
The cooperation and active participation of senior management is essential to ensure the
wholehearted support of staff.
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•
•
•
•

On occasion, consideration shall be given as to prior warning of the drill (approximate date and
time) can be sent to all staff to assist their understanding and cooperation
Ensure that all staff recognise the ALERT and EVACUATION signals (whether automated or manual,
(e.g. compressed air horn) and know the relevant procedures, exit routes, and assembly area
The Chief Warden will superintend the drill with assistance from the Health & Safety Coordinator if
applicable , record the time required to complete the evacuation, and note any problems and
deficiencies
After each drill a meeting of Wardens, Area Warden, the Safety & Health Coordinator and
management if applicable should be held to evaluate the success of the drill and to solve any
problems that may have arisen

ECO Training
All ECO members shall be trained to develop the skills and knowledge necessary to undertake the duties set
out in the emergency response procedures.
The training shall address, but not necessarily be limited to, the following:
• The duties of the ECO as described in the emergency response procedures
• Emergency plan
• Procedures for the specific emergencies contained in the emergency plan
• Responding to alarms and reports of emergencies
• Reporting emergencies and initiating the installed emergency warning equipment
• Communication during emergencies. Examples include phones, 2 way radio operation
• Pre-emergency activities
• Emergency activities
• Post-emergency activities
• Occupants and visitors with disabilities
• Human behaviour during emergencies
• The use of installed emergency response equipment
• The performance of the building and its installations during a fire or other emergency
Examples include fire doors, emergency lights, exit-signage, sprinklers, and ventilation and smoke control
systems.
Persons appointed to the positions of chief warden, and deputy chief warden, shall have additional
training, including but not limited to the following:
• Their roles and responsibilities within the emergency plan
• Duties of the EPC.
• Duties of the ECO, as described in the emergency response procedures
• Decision-making, command and control
• Actions for the specific emergencies contained in the emergency response procedures
• Coordination of communications(s) during emergencies, including use of any installed specialised
communications equipment
• Liaison with Emergency Services
• Coordination of evacuation activities
• Implementation of post-emergency activities in accordance with the emergency plan

First-Attack Fire Fighting
Due to first-attack firefighting by ECO members being included in the emergency procedures, these
wardens shall be trained to enable them to competently execute their duties.
The training for first-attack firefighting shall address, but not necessarily be limited to, the following:
• The duties of the ECO.
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•
•
•
•
•
•
•
•
•
•
•

Preparing for site-specific fires.
Reporting fires.
Evacuating from endangered areas.
Identifying, reporting and correcting unsafe conditions.
Responding to fire emergencies.
Identifying the classes of fire.
Selecting the correct first-attack equipment.
Safe operating procedures for first-attack equipment.
Determining if it is safe and appropriate to use first-attack equipment.
Procedures to be followed after first-attack equipment has been used.
Post evacuation activities.

Occupants and Visitors with a Disability
When developing emergency response procedures, consideration shall be given to occupants and visitors
who, for one reason or another may need assistance, or are unlikely to be able to act optimally in an
emergency.
This would include but not be limited to occupants and visitors who:
• are accompanied by an assistant
• have a guide or companion animal
• use alternative forms of information and communication
• have an ambulatory disability (Receiving outpatient medical care)
• use a wheeled mobility appliance, including wheelchair or scooter
• are easily fatigued
• easily experience acute anxiety in an emergency
• easily experience extreme confusion in an emergency
A current list of the names, workplaces and other necessary information about occupants with a disability
should be kept at the locations where the chief warden exercises control.
Suitable strategies in an emergency or evacuation should be discussed with those occupants from the
facility who have a disability and a Personal Emergency Evacuation Plan (PEEP, Appendix 2) developed for
each of those persons. Refer to Personal Emergency Evacuation Plan Form QMS 004)
Information on the PEEP shall be disseminated to all people responsible for its implementation.
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Bomb Threat Procedures
A bomb threat could be either a prank or a genuine warning of an impending bomb attack. The uncertainty
creates a risk that cannot be ignored. Usually, bomb threats are committed by individuals seeking to create
a state of alarm and confusion in an organization.

Threats
(a) Written threat
•
•

•
•

If a bomb threat is received in writing, it should be kept, including any envelope or container, avoid
any unnecessary handling.
Once a message is recognised as a bomb threat, every possible effort has to be made to retain
evidence such as possible fingerprints, handwriting or typewriting, paper and post marks, do not
photocopy. Such evidence should be protected by placing the evidence in an envelope (preferably a
plastic envelope).
Contact the Chief Warden/Warden and/or Police and give your exact location and contact number
and await arrival.
Do not discuss the threat with other staff unless applicable to Bunbury Harvey Regional Council or
circumstances

(b) Telephone threat
An accurate analysis of the telephone threat can provide valuable information on which to base
recommendations, action and subsequent investigation.
•
•
•
•
•

Do not terminate the conversation
Accurately record information given as quickly as possible and transcribe onto the bomb threat
checklist if a checklist is not immediately available. Do not rely on memory.
(Refer to Bomb Threat Checklist QMS005)
Do not hang up the phone
Contact the Chief Warden/Warden and/or Police Await the arrival of Police and the Chief Warden
Do not discuss the call with other staff

A phone threat checklist should be held by telephonists and other persons who regularly accept incoming
telephone calls at all BHRC workplaces.

Evaluation
a) Specific threat
The caller will provide more detailed information, which could include statements describing the device,
why it was placed, its location, the time of activation and other details. Although less common, the specific
threat is the more credible. The area of placement may need to be evacuated.
b) Non-specific threats
An individual may make a simple statement to the effect that a device has been placed. Generally very
little, if any, additional detail is conveyed before the caller terminates the conversation.
NOTE: Every threat has to be treated as genuine until proven otherwise

Actions
Upon receipt of a threat or discovery of a suspect object, the Police should immediately be advised along
with the ECO Chief or Deputy Wardens, CEO.
An analysis of a threat or the discovery of a suspect object should determine the requirements to evacuate
the building, structure or workplace. In any circumstance where the ECO Chief/Deputy determines that an
evacuation of the area is necessary, the emergency plan will be implemented.
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Evacuation options
The Chief Warden will contact the police. They will then assess the level of threat and options based on the
information provided.
There are four options. Each with advantages and disadvantages:
Option 1:
Option 2:
Option 3:
Option 4:

Take no further action
Search without evacuation
Evacuate and Search; or
Evacuate (without a search)

Generally, where no object has been located, and the threat is non-specific, Bunbury Harvey Regional
Council ECO and Police will conduct a search without evacuation.
The decision to evacuate may not be given as that may be a greater risk.
As a general rule, the easiest area in which to plant an object is in the areas where the public has the
easiest access. Immediate evacuation through these areas might increase the risk of injury. Eg: entrances,
corridors, assembly areas.
In accordance with AS3745-2010 Planning for Emergencies in Facilities, immediate total evacuation may be
an undesirable response. Consideration will be made at the time in line with the threat offered on how the
evacuation will take place. If evacuation is enacted, it is quite possible that evacuation could be carried out
on a staggered basis that is controlled by planning by the ECO team and CEO without alarm. This path of
action together with when to return to the building will be carefully considered in consultation with Police
and their specialist services.

Conducting a search
Where there is a decision to conduct a search
In accordance with AS3745-2010 Planning for Emergencies in Facilities, it should not be assumed that the
Police or ECO will conduct bomb searches. The most appropriate personnel to carry out a search, in any
given area, are the occupants of the building, structure or workplace because they have the knowledge of
“what belongs” or “what doesn’t belong” in a location at any given time.
The Chief Warden shall co-ordinate the search using available resources as above. If staffs are required to
assist, they will be given an area that is familiar with them, Eg: their office space, to identify any object that
is not normally found in the area or location, or for which an owner is not readily identifiable.
If such an object is discovered that could be viewed as suspect the Police will immediately be notified.

Hazard Management
The following Hazard Management measures are currently in place:
•

Smoking is only permitted in designated areas

•

Offices are to be kept clean and tidy at all times

•

Conduct frequent inspections of the site to identify fire hazards and address immediately

•

Equipment to be maintained in good working order

•

Parking areas to be clear of all flammable materials

•

Fire control equipment including extinguishers to be on site to have current valid certificates

•

Any spillage of liquid or material to be cleared immediately

•

Only authorised vehicles and personnel allowed on site
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Traffic Management
Incoming delivery vehicles must follow the Traffic Management Plan (Figure 02)
A separate site Traffic Management Plan will be included in the Work Procedure (to be finalised)

Emergency Contacts
CONTACT

PRIMARY CONTACT

SECONDARY CONTACT

Bunbury Fire Station

000

9721 4644

Ambulance

000

9791 4999

Police

000

97 22 2111

Bunbury Regional Hospital

9722 1000

Bunbury Harvey Regional Council:

0407 990 659

CEO Tony Battersby
Banksia Road Organics Facility

0400 808 488

Site Supervisor Jai Pearce
Shire of Dardanup

9724 0000

Transpacific Waste Management

EMERGENCY ASSISTANCE

9792 7311

0427 088 504

APPROXIMATE TIME REQUIRED
TO REACH SITE

DISTANCE

West Dardanup Bushfire Brigade

8.3km

16 mins

Bunbury Fire Station

21.4km

27 mins

23km

27 mins

22.1 km

26 mins

St John Ambulance Bunbury
Bunbury Regional Hospital

Page 13 of 18
This document is controlled unless printed. Always refer to the electronic copy for the latest version

Glossary & Definitions
Abbrev.

Description

EAA

Emergency
An event that arises internally, or from external sources, which may adversely affect the occupants or
visitors in a facility, and which requires an immediate response.
Competent person
A person who has acquired through training, education, qualification, experience, or a combination of
these, the knowledge and skill enabling him/her to correctly perform the required task.
Emergency Assembly Area (Muster Point)
The designated place or places where people assemble during the course of an evacuation.

ECO

EPC

EP

ERP

EWIS

Emergency Control Organisation
A person or persons appointed by the emergency planning committee to direct and control the
implementation of the facility's emergency response procedures.
Emergency Planning Committee
Persons responsible for the documentation and maintenance of an emergency plan.
Emergency Plan
The written documentation of the emergency arrangements for a facility generally made during the
planning process. It consists of the preparedness, prevention and response activities and includes the
agreed emergency roles, responsibilities, strategies, systems and arrangements.
Emergency Response Procedures
A documented scheme of assigned responsibilities, actions and procedures within a designated
section of the emergency plan, to respond to and manage emergencies.
Emergency Warning and Intercommunication System
Automated fire detection alarm and alert system including providing a communication system
throughout the facility
Disability – Occupant/ visitor
A person who requires–
(a) more time or different forms of communication, compared with other occupants, to respond
to an emergency; or
(b) assistance to respond to an emergency or evacuate from a facility.
Facility
A building, structure or workplace that is, or may be, occupied by people.

PEEP

Personal Emergency Evacuation Plan
An individualized emergency plan designed for an occupant with a disability who may need assistance
during an emergency.
Workplace
Any place where work is, or is to be, performed by:
(a) a person engaged for work for gain or reward, or on a voluntary basis;
(b) a person conducting a business or undertaking; or
(c) as defined by the relevant Commonwealth, State and Territory occupational health and safety
statutes for the definition of ‘workplace.’
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Legislation
Regulations and requirements related to landfill fire management are as follows:
Local Government Act
Local Government Regulations
Bush Fires Act 1954
Environment Protection (Rural Landfill) Regulations 2002 (Attachment 3)
Environment Protection (Unauthorised Discharge) Regulations 2004
Fire Brigade Act 1942 and Fire Brigades Regulations 1943
AS 4454 (2003) Composts, Soil Conditioners & Mulches
Occupational Health & Safety Act 1984
Occupational Health & Safety Regulations 1996
Codes of Practice

Further Reading
•
•
•
•
•
•

Procedure QMS002 Induction
Procedure QMS005 Incident Investigation
Form QMS 004 Personal Emergency Evacuation Plan
Form QMS005 Bomb Threat Checklist
Occupational Health and Safety Policy
Smoking in the Workplace Policy
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MUSTER POINT

FIGURE 01
MUSTER
POINT

Administration

Banksia Road Organics Processing Facility Site
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DELIVERY VEHICLES TRAFFIC MANANGEMENT

Incoming feedstock to Bunded Hardstand (20km)

FIGURE 02

Incoming Greenwaste to Greenwaste laydown area (20km)

Banksia Road Organics Processing Facility Site
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