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OCCUPATIONAL HEALTH AND SAFETY ACT, 1993

CHIEF EVACUATION OFFICER
ENVIRONMENTAL REGULATIONS FOR WORKPLACES 9(1)

(Appointee’s Name)
I, (Appointer’s Full Name) the (Legislative reference of appointment) appointee of (Appointer’s Area) hereby appoint you (Appointee’s Full Name) in terms of ERW 9 as the Emergency Controller for (Appointee’s Area).
A) In terms of ERW 9, for this position you will have the following duties and responsibilities:

1. As the chief evacuation officer/ warden you must be available at all times.

2. Keep updated floor plans at hand.

3. Keep up to date lists of workers, critical operations personnel and any other personnel with assigned duties under this plan.

4. Take note of disabled persons in your area and appoint persons to assist them.

5. Report all possible dangers to security and the Emergency Controller/ Coordinator.

6. Be well informed of escape routes and alternative escape routes.

7. Motivate personnel to see the benefit of regular drills.

8. Check at regular intervals that all personnel within your appointed area of responsibility are aware of emergency procedures.

9. Inform new personnel within your area of responsibility of emergency procedures.

10. Inform the Emergency Controller/ Coordinator of any staff changes that might affect evacuation within your department/ area of responsibility.

11. Organize evacuation drills in conjunction with Evacuation Officers/ Wardens in other areas. 

B) Ensure that:

1. Each employee in your designated area knows exactly what to do in an emergency.

2. Each employee in in your designated area knows who the emergency personnel are.

3. Training regarding emergency actions is given to personnel in collaboration with Emergency Controller/ Coordinator.

4. Area of responsibility is evacuated quickly and in an orderly manner when ordered to do so.

5. A deputy is appointed to take his place when you are not available.

6. Emergency equipment is available in area of responsibility.

7. Personnel have been trained in first aid and fire fighting and are competent in this regard.

8. The most suitable escape routes for the different departments, floors or divisions are determined and that all personnel are familiar with such routes.

9. Such escape routes are free from obstructions.

C) Duties during an emergency:

1. The chief evacuation officer/ warden is in charge of all persons within his area of responsibility during an emergency.

2. You will receive orders from the Emergency Controller/ Coordinator and must ensure that such orders are carried out.
3. Take the lead immediately and identify yourself.

4. Activate own emergency teams as necessary.

5. Inform the Emergency Controller/ Coordinator of any incident.

6. If evacuation is ordered, ensure that evacuation procedures for personnel and visitors are followed.

7. Ensure that everybody in area of responsibility has heard the evacuation order.

8. The chief evacuation officer/ warden will be instructed whether or not to take precautions regarding fire or bomb scare.

9. In the event of a fire threat the chief evacuation officer/ warden must ensure that all doors and windows are to be closed.

10. Ensure that all electric lights and plugs are switched off. You should request the occupants of each room or division to comply with this requirement.

11. Instructions are to be given to the occupants of the areas of which the chief evacuation officer/ warden is responsible to evacuate and where they are to assemble. This is to be done as quickly as possible and all persons are required to respond immediately in the interest of their own safety. They should take easily carried personal valuable with them.

12. After checking that each office/area has vacated, you should proceed to the assembly point.

13. At the assembly point a roll call is to be held to ensure that all the occupants of that particular area are safe.

14. Visitors and persons who are normally the responsibility of a different evacuation officer/ marshal are not to be permitted to their own assembly point. The responsible person is to make contact with other assembly points.

15. All other persons are to be instructed to remain at the assembly point until such time as they are required to return to their place of work or until further instructions are given. These instructions will be given by the Emergency Controller/ Coordinator, his deputy or an authorized member of the emergency preparedness team.

16. At all times, every effort is to be made to ensure that the people remain calm and reassured.

You should acquaint yourself with the rules, regulations and objectives to Emergency Procedures of this company. It will be part of your duties to upgrade the level of emergency procedures and equipment from time to time.

Your appointment is valid from (Start Date) to (End Date)
………………………………
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(Appointer’s Signature)







Date

ACCEPTANCE

I, (Appointee’s Full Name) understand the implications of the appointment as detailed above and confirm my acceptance.

……………………………….






(Date)
(Appointee’s Signature)







Date
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