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DECLARATION OF AN EMERGENCY 
 

 

The  Emergency Coordinator  sha l l  communica te  with  the  Dean of  the  Facul ty  of  Engineer ing 

before  a  declarat ion of  emergency i s  i s sued  or  cancel led  in the  Genera l  Engineer ing 

Bui lding .  

 

In  the  absence  of  such  of f ic ia ls ,  the  most  senior  person on  s i te  sha l l  endeavour  to  contact  

the  Emergency Commit tee  for  a  dec larat ion or  cancel la t ion  of  an emergency.  

 

 

 

 

MECHANICAL & INDUSTRIAL ENGINEERING BUILDING RISK 

MANAGEMENT COMMITTEE 
 

 

NAME POSITION 
LAND 

LINE.  
CELL NO.  

Pro f  Co rne  Schut t e  
Cha ir ma n:  In dustr ia l  Eng .  

Dept .  
0 2 1  80 8  3 6 17  0 8 2  44 7  7 7 80  

Pro f  Co rn ie  Sche f f er  
Cha ir ma n:  M echa nica l  & 

M echatro nic  Eng .  Dept .  
0 2 1  80 8  4 2 49  0 8 2  77 7  2 8 82  

M e Ka r ina  S mith  Secre ta ry   (4 th  F lo o r )  0 2 1  80 8  4 2 34  0 8 2  38 6  2 2 39  

M r Phi l ip  Hug o   IB I  La bo ra to r i e s  0 2 1  80 8  4 2 57  0 7 2  18 5  7 5 67  

M s  M a r i l i e  Oberho lzer  Secre ta ry  (5 t h  F lo o r )  0 2 1  80 8  4 3 74  0 8 2  32 1  9 0 72  

M r P ie t er  Ho ug h  
2 n d  F lo o r  Of f i ce  & 

Cla ssro o ms  
0 2 1  80 8  3 4 79  0 7 8  20 8  9 1 73  

M e Shiy a a m Va lenty n  6 t h  F lo o r  0 2 1  80 8  4 0 54  0 7 6  79 8  6 4 22  

M r Co bus  Zie t s ma n  M &M  La bo rato r ie s  0 2 1  80 8  4 2 75  0 8 3  76 7  1 8 35  

 

 

Date :  27  Augus t  2014       

 

Compi la t ion  date:  27  Augus t  2014 

 

6  Monthly Review Date :  31  January  2015     

 

 

 

Any sugges ted  changes  to  thi s  document  must  be  submi t ted  to  the  Emergency Coordinator  

for  review and fur ther  approval  by the  Dean of  the  Facul ty .    
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DISTRIBUTION LIST 
 

 

NAME  POSITION 

Mr Vil joen  van  der  Wal t  Head:   Risk and Protec t ion  Services  

Mr  Mahoney Vil j oen  US Occupat ional  and  Heal th  Safe ty Off icer  

Mr  Chr i s  Munnik  Chief  Di rec tor :   Faci l i t i es  Management  

Prof  JH Knoetze  Dean:   Engineer ing  

Mr  VS D’Aguanno  Facul ty Manager:   Engineer ing  

Al l  s taf f :    Mechanica l  & Indus t r ia l  Engineer ing  

Risk and Protect ion  Services   Sharepoint  

Prof  Corne  Schut te  Chai rman:  Indus t r ial  Engineer ing  

Prof  Corn ie  Scheffer  Chai rman:  Mechanical  & Mechatronic  Eng .   

Mr  Cobus  Zie t sman  Labs :  Mechanical  & Mechatronic  Eng.  

Mr  Phi l ip  Hugo  Labs :  Indus tr ia l  Engineer ing  

Mr  Pie te r  Hough 
1 s t  and  2 n d  F loor  of  Mechanical  & Indus t r ial  

Bui lding 

Mrs  Kar ina  Smi th  
3 r d  and  4 t h  F loor  of  Mechanical  & Indus t r ial  

Bui lding 

Ms Mari l i e  Oberholzer  5 t h  F loor  of  Mechanica l  & Indus t r ia l  Bui ld  

Mrs  Shiyaam Valentyn  6 t h  F loor  of  Mechanica l  & Indus t r ia l  Bui ld  
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PURPOSE OF THIS DOCUMENT  

 

To  ensure  a  t imeous ,  wel l  co -coordinated  plan  of  ac t ion  in  the  event  of  a  major  inc ident ,  

acc ident  or  any event  the  Dean  deems to  be  a  r i sk to  employees,  s tudents  or  the  general  

publ ic  at  the  Facul ty of  Engineer ing ,  Ste l lenbosch Universi ty .  

 

 

SCOPE OF DOCUMENT 
 

To  cover  any emergency type  eventual i ty tha t  may require  a  co -coordinated  act ion by any 

organiza t ion  and or  individuals .  

 

 

AIM OF DOCUMENT 

 
To ident i fy and out l ine  a  procedure drawn up by the Safe ty commit tee s  to cope  with  any 

emergency s i tuat ion at  Facul ty of  Engineer ing ,  wi th  the  ul t imate  aim to  minimize  the  ef fec t s  

o f  such  emergency so  as  to avoid :  

 

  Panic  

  Loss  of  Life  

  Damage to  proper ty  

  In jury to  persons  

 

 

DEFINITIONS 
 
(a)  STELLENBOSCH UNIVERSITY CONTROL CENTRE  

 

The  place  f rom where  emergency communicat ions  and respons es  a re  cent ra l ly co -

coordinated  and normal ly s i tuated  a t  the  Campus  Protect ion  Services  unless  thi s  i s  

incapaci tated.  

 

(b)  DEAN OF FACULTY 

 

The person appoin ted by the  Universi ty of  Ste l lenbosch as  Dean of  the  Facul ty of  

engineer ing .   The  Emergency Coordina tor  report s  to  th i s  person.  

 

(c )  EMERGENCY CO ORDINATOR  

 

Appointed  by the  Dean of  the  Facul ty  of  Engineer ing to  head  the  General  Engineer ing 

Bui lding Risk Management  Commit tee  and holds the  posi t ion  of  Facul ty Manager .  

 

(d)  EVACUATION TEAM LEADER 

 

The senior  person employed by the  Facul ty  of  Engineer ing  and member  of  the  s ta ff  

of  the  univers i ty  
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(e )  EVACUATOR 

 

To  be  appointed  by the  Evacuat ion  Team Leader .  

 

( f )  FIRE FIGHTER 

 

Any s ta f f  member  su i tably qual i f ied  and appointed  by the  Evacuat ion  Team L eader .  

F i re  f ighters  wil l  automat ica l ly ac t  under  the  auspices  of  the  Fi re  Department  dur ing 

an  emergency.  

 

(g)  FIRST AIDER  

 

Any su i tably qual i f i ed  person appointed  by the  Evacuat ion  Team Leader .  

 

(h)  FIRST AID TEAM LEADER  

 

Any su i tably qual i f i ed  pers on appointed  by the  Evacuat ion  Team L eader .   

  

( i )  HEAD OF DEPARTMENT/CHAIRPERSON 

 

The person appointed  by the  Dean of  the  F acul ty  of  Engineer ing for  the  da i ly running 

of  the  opera t ions  and faci l i t i es  in  a  speci f ic  area  of  the  Mechanica l  & Indus t r ia l  

Engineer ing Bui lding.  

 

( j )  PREMISES 

 

Mechanica l  & Indus tr ial  Engineer ing Bui ld ing ,  Facul ty of  Engineer ing ,  Jouber t  

S t ree t ,  Stel lenbosch  

 

(k)  S .A.P .S.   

 

The South  Afr ican  Pol ice  Service .  

 

( l )  MARSHALLS 

 

Any su i tably qual i f i ed  person appointed  by the  var ious  depar tment s  or  d ivi s ions  

wi thin  the  General  Engineer ing Bui lding.  

 

(m) FACULTY OF ENGINEERING RISK MANAGEMENT COMMITTEE  

 

The  Risk Management  Commit tee  of  the  Facul ty of  Engineer ing under  the  

Chai rmanship  of  the  Dean of  Engineer ing and cons is t ing of  the d if ferent  Bui lding 

Risk Management  Commit tee  Chai rpersons ,  Vice -Deans  of  the  Facul ty of  

Engineer ing and Facul ty Manager .  

 

 

COMMAND AND CONTROL  
 

  In  the  event  o f  an  emergency the Emergency Co ordina tor  shal l  inform the  Dean  or  

h i s  representa t ive ,  Risk and Protect ion Services  and  the necessary emergency 

services  immedia te ly.  
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  The Emergency Coordinator  shal l  work in  conjunct ion  with  Risk and Protec t ion 

Services ,  the  appoin ted  persons ,  the  S .A.P.S or  a ny o ther  person or  organisat ion 

he / she  deems to  be  needed for  such  emergency.  

 

 

ORGANISATIONS AND RESPONSIBILITES 
 

 

STAFF: 

 

  Shal l  provide  suppor t  for  the  Department  Heads /Chai rpersons ,  Emergency 

Coordina tor  and  any person in  i ts  employ to  work in  conjunct ion wi th  the  S .A.P.S in 

t ime of  c r i s i s  to  ensure  that  a l l  evacuat ion routes  a re  clear  to e ffect  an order ly and 

safe  movement  of  persons  f rom the  premises .  

 

  Provide  technica l  suppor t  whe re deemed necessary.  

 

  Assist  wi th the  evacuat ion  of  a l l  s tudents  and s taf f  and the  manning of  assembly 

point s ,  ro l l -ca l l s  and  de terminat ion  of  at tendance .  

 

S.A.P .S:  

 

  The SAPS wil l  be  respons ib le  for  l aw and order ,  cordons ,  c rowd contro l  or  any o ther  

necessary ac t ion  needed as  di rected  by the  Ministe r  of  Safety and Secur i ty.  

 

  To ass i s t / improve  and provide backup suppor t  dur ing an  evacuat ion ,  in  l ine wi th  thei r  

l ega l  obl iga t ions.  

 

  The SAPS bomb squad and dog uni t  shal l  be  inf ormed a t  the  d i scret ion  of  the 

Emergency Coordina tor .  

 

 FIRE RESCUE SERVICES OF STELLENBOSCH 

 

  In  the  event  of  a  f i re ,  not i fy the  Fire  Depar tment  tha t  fa l l s  under  the  cont rol  of  the  

Ste l lenbosch Municipa l i ty .  (The  number s  are  l i s ted  on  page  22  of  thi s  document )  

 
DISASTER MANAGEMENT UNIT 

 

  The role  of  di sas te r  management  i s  a  s ta ff  funct ion ,  namely one  of  planning,  

coordinat ion  and back up  in  a  major  incident  where  addi t iona l  resources  or  manpower 

and equipment  are  needed.  

 

PUBLIC INFORMATION 

 

  It  i s  the  responsib i l i ty  of  Univers i ty of  Ste l lenbosch ,  through the  Rectors  Off ice  to 

provide  infor mat ion  to  the  media  and publ ic .   In  the  event  of  dea ths  or  c asua l t ies ,  

the  S .A.P.S .  wi l l  handle  th i s  in  conjunct ion  wi th  the  appoin ted  Publ ic  Rela t ions 

Off icer  of  the  Univers i ty of  Stel lenbosch .  
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EMERGENCY PREPAREDNESS  

 

  This  Emergency Plan  sha l l  be  revised  on  a  s ix  monthly bas is  and  submi t ted  to  the  

Facul ty of  Engineer ing Risk Management  Commit tee  for  ini t i a l  approval  and  Risk 

and Protec t ion  Services  for  fur ther  approval .  

 

  The Rector  shal l  give  f ina l  approval .  

 

 

 

STELLENBOSCH UNIVERSITY  shal l  carry out  al l  necessary t ra ining of  i ts  employees  to 

cope  with  any emergency s i tua t ion .  

 

Mock emergency evacuat ions  wi l l  be  carr ied  out  on  a  s ix  monthly bas i s .  This  exerc i se wi l l  

requi re  the  ful l  par t ic ipat ion  of  the  Emergency C ommit tee  and other  support  persons .  
 

 

 

EMERGENCY MANAGEMENT ORGANOGRAM  
 

 

 
 

 

 

 

 

 

 

 

 

 

 

Mechanical & Industrial 
Eng Building 

Prof CSL Schutte

Chairman: Industrial Eng

Mechanical & Industrial Eng 
Building

Prof C Scheffer

Chairman: Mechanical & 
Mechatronic Eng Dept

Philip Hugo

IBi Laboratories

Pieter Hough

2nd Floor Offices 
& Classrooms

Marilie Oberholzer

5th Floor

Karina Smith

Secretary + 4th 
Floor

Shiyaam Valentyn

6th Floor

Cobus Zietsman

M&M Laboratories
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EMERGENCY 

 

PROCEDURES 
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FIRE 
ALL STAFF  

UPON DISCOV ERY O F A FIRE  

 

  Act i va te  f i r e  a l a r m o r  s ig na l  o r  a l e r t  an y  s t a f f  me mb er  i n  t he  Mecha nica l  & Ind us t r i a l  

Engi nee r i ng  B u i ld in g  (5 th  f lo o r )  i mmed ia te l y .  

  In fo r m F i r e  Dep a r t me nt  b y  ce l l  p ho ne ,  l and  l i n e ,  me sse n ge r  o r  b r eak  g la ss  un i t .  

  No t i fy Ri sk  a nd  P ro tec t io n  Se rv ice s  

THER EAFT ER  
 

  Flo o r  Mar sha l l s  t o  g u i d e  s t a f f  a nd  s tud e n t s  a wa y f ro m t he  a f fec t ed  a r ea  to  d es igna ted  

ga the r i n g  p o in t s .  

  Co rd o n  o f f  a f fec t ed  a r ea  

  Clo se  d o o r s  and  wi nd o ws  in  t he  i mmed ia te  p ro x i mi t y o f  the  f i r e  

  Co mme nce  f i r e  f ig h t i n g  p ro ced ures  wi t h  nea r e s t  f i r e  ex t in g ui s h i n g  eq u ip me nt  wi t ho u t  

end an ge r in g  o wn l i fe .  

  Awa i t  i n s t ruc t io ns  f ro m the  F i r e  T eam Lead e r /F i r e  F ig h te r /E merge n c y Co o rd ina to r .  

EMERGENCY COORDINATOR 

  Asce r t a in  i f  t he  F i r e  D ep a r tme n t  has  b een  i n fo rmed  and  co ntac t  Rec t o r  

  Asses s  s i t ua t io n .  

  Co mmu nica te  wi t h  f i r e  t ea m and  o b ta in  s i t ua t i o n  r ep o r t s .  

  Estab l i s h  fo r ward  co n t ro l  p o in t  

  Evacua te  i f  r eq u i r ed  

  Ins t ruc t  r e sp o ns ib le  p e r so n  to  l i a i se  wi t h  t he  f i r e  d ep a r tment  up o n  a r r iva l .  

  Ord er  s t and  d o wn a t  t e r mi na t io n  o f  inc id e n t .  

PERSONNEL 

UPON NOTIFIC AT IO N OF A FIR E  

  In fo r m Ma na ge r  

  In fo r m E merge nc y  Co o rd ina to r .  

UPON INST RUC TION  FROM  EM ERGENCY  CO ORDINATOR  

  In fo r m f i r e  d ep a r t men t .  

  Fo l lo w e merge nc y  p ro ced ure  ca rd  fo r  ca t ego ry  o f  d i sa s t e r  a s  d e te r min ed  b y E merge nc y  

Co o rd ina to r  

  Keep  t e l ep ho ne  l ine s  c l ea r  fo r  ca l l s .  

  Awa i t  f u r t he r  ins t ruc t i o ns  f ro m E mer genc y  C o o rd ina to r .  
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BOMB THREAT 
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ALL STAFF  

UPON RECE IPT OF A  TE LEPHONI C OR VERB AL B OM B THRE AT:  

 

  Ob ta in  a s  muc h  i n fo r ma t io n  a s  p o ss ib le  (u se  B o mb  T hrea t  Chec kl i s t ) .  

  In fo r m Ris k  a nd  P ro tec t io n  Se rv ice s  b y t e l ep h o ne ,  r ad io  o r  me sse nge r .  

  Co mp le te  r e ma ind e r  o f  B o mb  T hrea t  Chec kl i s t  t o  the  b es t  o f  yo ur  ab i l i t y .  

UPON RECE IPT OF A  B OM B  SEARCH ALA RM  /  SIGNAL:  

 

  Sea rch  i mmed ia te  wo rk  a r ea  fo r  o b j ec t s  tha t  ap p ea r  “o u t  o f  p l ace”  I f  no t h i ng  fo und ,  

a wa i t  i n s t ruc t io ns  f ro m E merge nc y Co o rd ina to r .    

  I f  an y th in g  s usp ic io us  fo u nd ,  r e fe r  t o  nex t  p ro ced ure .  

UPON DISCOV ERIN G A SUSPICOU S PARC EL /  OB J ECT:  

  DO NOT TOUCH OR TRY TO R EM OVE!  

  In fo r m S . A. P .S .  

  Op en a l l  wind o ws  a nd  d o o r s  in  i mmed ia te  p ro x i mi t y.  

  Keep  a l l  p eo p le  awa y f ro m a f fec ted  a r ea  wi t h o ut  caus in g  p an ic .  

  Awa i t  i n s t ruc t io ns  f ro m E mer ge nc y  Co o rd ina to r .  

ACTUA L B OM B  B LAST:  

  Evacua te  p r e mises  

  Se t  up  a  p e r i me te r  and  co rd o n  o f f  a r ea  

  I f  p o ss ib l e ,  a s s i s t  se r io us l y in j ur ed  casua l t i e s  ( d o  no t  mo ve  se r io us l y in j ur ed  o r  

unco nsc io us  p eo p le  un le ss  q ua l i f i ed  to  do  so  o r  un le ss  t he  ca sua l t i e s  l i fe  i s  f u r the r  

end an ge red ) .  

  Guid e  a l l  p eo p le  a wa y f ro m a f fec ted  a r ea .  

  Guid e  in j ur ed  p eo p le  to  sa fe t y ,  where  p o ss ib le .  

  Awa i t  i n s t ruc t io ns  f ro m E mer genc y  Co o rd ina to r .  

RECEPTION  
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UPON RECE IPT OF A  TE LEPHONI C OR VERB AL B OM B THRE AT:  

 

  Rece ive  p a r t i c u la r s  o f  b o mb  thr ea t  ( use  B o mb  T hrea t  Checkl i s t  wh e re  p o ss ib le ) .  

  In fo r m t he  E merge nc y Co o rd ina to r .  

UPO N INST RUC TION  FROM  EM ERGENCY  CO ORDINATOR:  

 

  No t i fy S . A.P .S /  F i r e  Dep a r tme nt .   

  So und  e vacua t io n  a l a r m o r  s ig na l .  

  Keep  t e l ep ho ne  l ine s  c l ea r  fo r  ca l l s .  

  In fo r m o f f i ce r s  to  s wee p  the  a r ea .  

EMERGENCY COORDINATOR  

DEPEN DIN G ON TH E  SITU AT ION :  

  No t i fy S . A.P .S  o r  F i r e  Dep a r t ment .  

  Su mmo n F i r e  T ea m,  F i r s t  Aid  and  Evac ua t io n  T eam Lead e r s .  

  Asses s  s i t ua t io n .  

  Ins t ruc t  Co nt ro l  t o  no t i fy  E merge nc y  Re sp o nse  T eams .  

  Ord er  sup e r f i c i a l  sea r c h ,  p a r t i a l  o r  fu l l  e vacu a t io n .  

  Lia i se  wi t h  S . A.P .S  up o n  a r r iva l .  

EVACUATION TEAM RESPONSIBILITIES 

  Evacua te  s tud e n t s  a nd  s t a f f  f r o m b ui ld i n g  avo id ing  a f fec t ed  a r ea ,  i f  kno wn .  

  Co nd uc t  sea r ch  o f  p r e mises  fo r  s lo w mo vi n g  p eo p le .  

  Rece ive  ro l l  ca l l  r e s u l t s  f r o m Sec t io n  me mb er s .  

  Rep o r t  f ind i ng s  to  E me rgenc y  Co o rd ina to r .  

FIRST AID TEAM  

  Awa i t  i n s t ruc t io ns  f ro m E mer genc y  Co o rd ina to r .  

  At te nd  to  ca sua l t i e s  a s  r eq u i r ed  ( a t  scene  o f  in j u r y o r  E merge nc y C ent r e  o r  Co nt ro l  

P o in t ) .  

  Req ues t  f u r the r  a s s i s t a nce ,  i f  r eq u i r ed .  

  Lia i se  wi t h  p ro fe ss io na l  e merge nc y med ica l  se rv ices .  
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BOMB THREAT CHECK LIST 
 

Date:  ............................................................  Time:  ...............................................................  

TRY TO ENSURE THAT CONVERSATION IS RECORDED OR HAVE SOMEONE LISTENING IN. 

Exact wording of message:   (KEEP THE CALLER TALKING - ASK QUESTIONS SUCH AS): 

1. When will it go off? ................................….................................................................................…………….. 

2. What kind of bomb is it? ....................................................................……………..………….……................ 

3. Where is it? ....................... Building? ........................... Area? ............................ Office?.……………....….. 

4. Why was it placed? ...............................……………….................................................................................... 

5. Are you aware that people will be injured when the bomb goes off? .........…………………………............. 

6. How do you know so much about the bomb? ........................................……………………………….......... 

7. Where are you now? ..............................................................................................................……………....... 

8. What is your name / telephone number? .........................................................................................…………. 

COMPLETE THE FOLLOWING SECTION AFTER RECEPTION OF CALL: 

ORIGIN OF CALL: 

Local Long Distance Call Box Internal Cell Phone 

CALLER WAS: 

Male Female Adult Teenager Child 

LANGUAGE USED: ' 

Afrikaans English  Other (stipulate): 

CALLER'S VOICE WAS: 

Loud High Pitched Raspy Pleasant Calm Crying Disguised Muffled 

Soft Deep Clear Angry Excited Laughing Normal Other 

CALLER'S ACCENT WAS 

Heavy 
(Pronounced) 

English American German African Irish Slight Afrikaans 

Indian British Coloured Other: 

BACKGROUND SOUNDS: 

Factory 

Machines 
Bedlam Party 

Atmosphere 
Animals Voices 

Street 

Noises 

Television  

Radio 

Office 

Machines 

Music  Trains Aircraft 
House 

Noises 
None Other: 

COMMENTS: ....................................................................................................................................................... 

PERSON RECEIVING CALL: ..........….............................................................................................................. 
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EVACUATION 
ALL STAFF AND STUDENTS 

UPON RECE IPT OF E VACUA TION ORD ER,  ALARM  OR VOICE S IGN AL FROM  THE 

EVACU AT ION ADDR ESS S YS TEM :  

  Re ma in  ca l m a t  a l l  t i mes .   

  Fo l lo w i ns t r uc t io n s  f ro m s t a f f  and  f lo o r  mar sh a l s .  

  Do  no t  r un ,  b u t  mo ve  q u ick l y.  

  Ass i s t  t ho se  tha t  r eq u i r e  he lp .   

  Keep  to  the  l e f t  o f  t he  co r r id or s  and  in  s i ng le  f i l e .  

  Awa i t  i n s t ruc t io ns  f ro m the  E merge nc y  C o o rd ina to r .  

  P ro ceed  to  the  a sse mb l y  p o in t s  c lo se s t  t o  yo ur  p r emi ses  a s  i nd ica ted  o n  the  map .  

RISK AND PROTECTION SERVICES 

  In fo r m E merge nc y  Co o rd ina to r  o f  the  e mer gen c y s i t ua t io n .  

UPON INS T RUC TION S FROM  THE EM ERGENCY CO ORD INA TOR:  

  In fo r m t he  F i r e  Dep a r t men t .  

  So und  e vacua t io n  a l a r m o r  s ig na l .  

  Keep  t e l ep ho ne  l ine s  c l ea r .  

EMERGENCY COORDINATOR 

  Asses s  t he  s i t ua t io n .  

  Co ntac t  Recep t io n  and  p e r so nne l  /  d u t y  mana g e r .  

  Ins t ruc t  Recep t io n  to  n o t i fy  F i r e  Dep a r t me nt   

  Su mmo n F i r e ,  F i r s t  Aid  and  Evacua t io n  T eams .  

  Unlo ck  a nd  o p en  a l l  d o o r s  

  Co rd o n  o f f  a f fec t ed  a r ea  

  Ord er  p a r t i a l  o r  fu l l  ev acua t io n .  

  Fo l lo w E merge nc y P ro ced ures  C heck  S hee t  

  Disp a tch  s t a f f  t o  a f fec t ed  en t r ances  to  co nd uc t  access  co n t ro l  and  r e s t r i c t  access  to  

a f fec t ed  a r ea  and  d i r ec t  E merge nc y se rv ice s  to  a r ea .  

  Dep lo y s t a f f  a t  ke y co r d o n  p o in t s  to  r e s t r i c t  access  

  Co nd uc t  s weep  o f  en t i r e  a r ea  to  r emo ve  a l l  i n d iv id ua l s .  

  Estab l i s h  fo r ward  co mmand  p o s t .  

  Disp a tch  s t a f f  t o  d i r ec t  e merge nc y se rv ice s  

  Disp a tch  s t a f f  t o  a s se mb ly p o in t s  

  Lia i se  wi t h  e mer genc y  se rv ices  up o n  a r r iva l .  
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CHEMICAL SPILL 
GENERAL 

Acc id e n t s  r e s u l t i n g  in  the  r e l ea se  o f  che mi ca l s  wi l l  o ccur  d esp i t e  the  b es t  e f fo r t s  o f  

r e sea r che r s  a nd  s t ud en t s  to  p r ac t i ce  sa fe  sc i e n ce  in  the  l ab o ra to r i e s .   I t  i s  t he r e fo re  e sse n t i a l  

t ha t  a l l  l ab o ra to ry p e r so nne l  ha ve  a  sp i l l  r e sp onse  p lan  tha t  i nc l ud es  the  neces sa r y p ro ced ures  

and  ma te r i a l s  t o  co n ta i n  and  c l ean  up  a  che mi ca l  sp i l l .  

 

SPILL RESPONSE PROCEDURES 

MAJOR SPILL 

  Asses s  t he  s i t ua t io n  and  i f  fo u nd  neces sa r y,  evacua te  t he  b u i ld in g  b y fo l lo wi ng  t h e  

evacua t io n  p ro ced ures .  

  Cal l  R i sk  a nd  P ro tec t ion  Se rv ice s  (8 0 8  2 3 33 )  and  g ive  d e ta i l s  o f  t he  a cc id en t  inc l ud in g  

the  sp ec i f i c  lo ca t io n ,  t yp es  o f  haza rd o us  ma te r i a l s  i n vo l ved  and  wh e t he r  the r e  i s  

p e r so na l  in j u r y.  

  I f  t he  acc id en t  i n vo lve s  p e r so na l  i n j u r y o r  ch e mica l  co n ta mina t io n ,  fo l lo w t he  ab o v e  

s t ep s  a s  ap p ro p r i a t e  and  a t  t he  sa me  t i me :  

o  Mo ve  the  v i c t i m f ro m the  i mmed ia te  a r ea  o f  f i r e ,  exp lo s io n  o r  sp i l l  i f  t h i s  can  b e  

d o ne  wi t ho ut  f u r the r  i n j u ry to  t he  v i c t i m o r  yo u  

o  Lo ca te  t he  nea re s t  e mergenc y  sa fe t y  s ho wer  and /o r  e ye was h  s t a t io n .   Re mo ve  a l l  

co n ta mi na te d  c lo t h i ng  f ro m the  v ic t i m and  f l us h  a l l  a r ea s  o f  the  b o d y i n  co n tac t  wi t h  

the  che mica l s  wi t h  p l en t y o f  wa te r  fo r  a t  l ea s t  1 5  mi nu te s .  

o  Ad mi ni s t e r  f i r s t  a id  a s  ap p rop r i a t e  and  immed i a te l y  see k  med ica l  a t t e n t io n  

MINOR SPILL 

In  the  even t  o f  a  sp i l l  invo l v i ng  t he  r e l ea se  o f  a  typ e  o r  q uan t i t y  o f  a  che mica l  wh ich  d o es  

no t  p o se  an  i mmed ia te  r i sk  to  hea l t h  a nd  d o es  no t  in vo lve  c he mica l  co n ta mi na t io n  to  the  

b o d y:  

  No t i fy l ab o ra to ry p e r so nne l  a nd  s t ud en t s  in  t h e  v i c in i t y  o f  the  sp i l l  o f  t he  acc id e n t  

  I so la t e  the  a r ea .   C lo se  a l l  l ab o ra to ry d o o r s  and  evacua te  the  i mmed ia te  a r ea  i f  necessa r y  

  Re mo ve  ig n i t io n  so urce s  and  u np lu g  nea rb y e l ec t r i ca l  eq u ip me nt  

  Estab l i s h  a s  muc h  ex ha us t  ve n t i l a t io n  a s  p o ss i b le  in  the  v i c in i t y  to  v en t  vap o ur s  to  the  

o u t s id e  o f  t he  b u i ld in g  o n l y b y o p eni ng  wi nd o ws  a nd  s wi t c h i ng  o n  fu me  ho o d s  wi th in 

the  laboratory  

  Lo ca te  t he  e merge nc y  sp i l l  k i t  a nd  c ho o se  ap p ro p r i a t e  p e r so na l  p ro tec t ive  eq u ip me n t  

(PP E)  such  a s  go g gle s ,  face  sh ie ld s ,  i mp erv io us  g lo ves ,  l ab o ra to r y c o a t s  and  ap ro ns ,  

e t c .   I f  a  r e sp i r a to r  i s  req u i r ed ,  i t  mu s t  b e  p rope r l y  f i t  t e s t ed  fo r  the  p e r so n  b e fo re  b e ing  

used .  
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  Co n f i ne  and  co nta in  th e  sp i l l .   Co ve r  wi t h  ap p ro p r i a t e  ab so rb en t  ma te r i a l .   Ac id  and  

b ase  sp i l l s  sho uld  b e  ne u t r a l i zed  p r io r  to  c l ean -up  b u t  b e ware  o f  no xio us  fu me s  t ha t  ca n  

r e su l t  f r o m t he  ne u t r a l i z ing  r eac t io n .   S weep  so l id  ma te r i a l  i n to  p l a s t i c  d us t  p ans  an d  

p lace  in  a  sea led  co n ta i ne r .  

  W et  mo p  the  sp i l l  a r ea  and  r e me mb er  to  d eco nta mina te  the  c l ea n i n g  to o l s  used  i n  th i s  

p ro cess .   Al l  co n ta mi n a ted  i t e ms  mu s t  b e  p l aced  in  sea led  co n ta ine r s  and  d i sp o sed  o f  

us i n g  the  ap p ro p r i a t e  d i sp o sa l  p ro ced ures .  

 

 

 

  



 
 

EMERGENCY PROCEDURES AND PLAN FOR 
 

MECHANICAL & INDUSTRIAL ENGINEERING BUILDING 
___________________________________________________________________________ 

_________________________________________________________  
Updated:  2015/05/11  Revis ion:   Master  18  

 

BIOLOGICAL CONTAMINATION 
GENERAL 

T he  co nseq uence s  o f  a n y sp i l l  o f  b io lo g ica l  ma te r i a l  ca n  b e  mi n i mi zed  b y p e r fo r mi n g  a l l  

wo rk  o n  p la s t i c -b acked  ab so rb en t  l i ne r  to  ab sorb  sp i l l s .  A s i mp le  sp i l l  k i t  sho uld  b e  r ead i ly  

ava i l ab le  and  s ho uld  i n c lud e  the  fo l lo win g  i t e ms :  

  ch lo r ine  b l each  o r  so me  o the r  co ncen t r a t ed  d i s in fec ta n t   

  p ackage  o r  r o l l  o f  p ap er  to we l s   

  au to c lavab le  b ag   

  l a t ex  o r  n i t r i l e  g lo ve s   

  fo r cep s  fo r  p i ck in g  up  b ro ken  g la ss  

SPILLS INSIDE A BIOLOGICAL SAFETY CABINET  

  LE AVE T HE C AB INET T URNED ON.   

  P ut  o n  g lo ve s  and  a  l ab  co a t .   

  Sp ray o r  wip e  cab ine t  wa l l s ,  wo r k  sur faces ,  and  eq u ip me nt  wi th  d i s i n fec tan t  eq u i va le n t  

t o  a  1 :1 0  b leach  so lu t io n .  I f  neces sa r y,  f lo o d  the  wo rk  s ur face ,  a s  we l l  a s  d r a in  p an s  an d  

ca tch  b as i ns  b e lo w t he  wo rk  sur face ,  wi t h  d i s i n fec tan t .   

  W ai t  a t  l ea s t  2 0  mi n u te s .   

  So ak  up  d i s i n fec ta n t  a n d  sp i l l  wi t h  p ap e r  to we l s .  Dra in  ca t ch  b as i n  in t o  a  co n ta ine r .  L i f t  

f r o n t  ex hau s t  g r i l l  and  t r a y and  wip e  a l l  su r fa ces .  Ensure  tha t  no  p ap e r  to we l s  o r  so l id  

d eb r i s  a r e  b lo wn i n to  t he  a r ea  b enea th  t he  g r i l l .   

  Auto c lave  a l l  c l ean -up  ma te r i a l s  b e fo re  d i sp o sa l  i n  the  b io haza rd o u s  wa s te  co n ta i ne r .   

  W ash ha nd s  a nd  an y e x p o sed  sur faces  t ho ro ug hl y a f t e r  t he  c l ean -up  p ro ced ure .   

SMALL SPILLS OUTSIDE OF A BIOLOGICAL SAFETY CABINET  

  P ut  o n  g lo ve s  and  a  l ab  co a t .   

  Co ver  sp i l l  wi t h  p ap e r  to we l s  a nd  ge n t l y  ap p l y  d i s i n fec ta n t ,  p ro ceed ing  f ro m t he  o u te r  

ed ge  o f  the  sp i l l  t o  i t s  cen t r e .   

  Lea ve  in  p l ace  fo r  a t  l e a s t  2 0  min ute s   

  P ick  up  the  to we l s ,  a u t o c lave  and  d i sca rd  in to  a  b io haza rd  co n ta ine r .  Use  fo r cep s  to  p i ck  

up  an y b ro ke n  g la ss  a n d  p lace  the m in to  a  sha rp s  co n ta ine r .   

  Re- wip e  the  sp i l l  a r ea  wi t h  d i s i n fec ta n t .   

  Re mo ve  g lo ves  a nd  tho ro ugh l y wa sh  ha nd s .   

  W ash ha nd s  a nd  an y e x p o sed  sur faces  t ho ro ug hl y a f t e r  t he  c l ean -up  p ro ced ure .  
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LARGE SPILL (MORE THAN 500ML) OF BL-2 MATERIAL 

OUTSIDE OF A BIOLOGICAL SAFETY CABINET  

  HOLD Y OUR B RE AT H  AND LE AVE T HE RO OM IMMEDIAT ELY.  

  W arn o the r s  to  s t a y o u t  o f  the  sp i l l  a r ea  to  p r even t  sp r ead  o f  co n ta mi na t io n .  

  P o s t  a  s ign  o n  t he  d o o r  war n in g  o the r s  o f  t he  b io lo g ica l  ma te r i a l s  sp i l l .  

  Re mo ve  an y  co nta mi na t ed  c lo th in g  and  p u t  i t  i n to  a  b io ha za rd  b ag  fo r  l a t e r  au to c lav i n g .  

  W ash ha nd s  a nd  exp o sed  sk i n  a nd  in fo r m the  Lab o ra to ry Ma nag e r  o r  Emerge n c y  

Co o rd ina to r  ab o ut  the  s p i l l .  

  P ut  o n  p ro tec t ive  c lo t h in g  ( l ab  co a t ,  g lo ves ,  mas k ,  e ye  p ro tec t i o n ,  sho e  co ve r s )  a nd  

a sse mb le  c l ea n -up  ma te r i a l s .  

  W ai t  3 0  mi n ute s  b e fo re  r e -en te r i n g  the  co n ta mi na ted  a r ea  to  a l lo w d i s s ip a t io n  o f  ae ro so l s .  

  Co ver  t he  sp i l l  wi t h  p ap e r  to we l s  a nd  ge n t l y  ap p ly  d i s i n fec tan t ,  p ro ceed ing  f ro m t he  o u te r  

ed ge  o f  the  sp i l l  t o  i t s  cen t r e .  

  Lea ve  in  p l ace  fo r  a t  l e a s t  2 0  min ute s .  

  Co l lec t  a l l  t r ea t ed  ma te r i a l s ,  au to c lave  and  d i sca rd  in  a  b io haza rd  co n ta ine r .  Use  fo r cep s  

to  p i ck  up  an y b ro ke n  g la ss  a nd  p lace  in  a  sha r p s  co n ta ine r .  

  Re- wip e  the  sp i l l  a r ea  wi t h  d i s i n fec ta n t .  

  Re mo ve  g lo ve  and  was h  ha nd s  t ho ro ug hl y.  

  I f  b io lo g ica l  ma t t e r  has  a n y  in fec t io us  p r o p e r t i e s ,  seek  med ica l  ad v ice  f ro m a n  

ap p rop r i a t e  med ica l  p r ac t i t i o ne r  a s  a  cau t io na r y  mea sure .  
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DUTIES OF PERSONNEL 
 

 

Duties of the Emergency Coordinator 
 

  Comprehens ive  emergency p lanning i s  under taken with  the  assi s tance  of  the  General  

Engineer ing Risk Management  Commit tee ,  and  such p lanning is  recorded in the  f orm 

of  a  wri t t en Emergency Plan .  

 

  Lia ise  close ly wi th  the  Dean of  the  Facul ty  of  Engineer ing and the  Facul ty of  

Engineer ing Risk Management  Commit tee .  

 

  Ensure an  emergency c ontro l  a rea  is  ava i lab le  and equipped.  

 

  Lia ise  with  the  emergency team leaders .  

 

  Devise  a  method whereby the  Genera l  Engineer ing Risk Management  Commit tee  can 

be  convened wi thout  de lay and as  soon as  possib le .  

 

  Appoint  Team leaders/members  in  wr i t ing,  wi th  thei r  respect ive  dut ies  

 

  Ensure that  recept ionis t s / secretar ies  a re  t rained  to  summon emerge ncy services  when 

author ized  to  do  so ,  wi thout  delay.  

 

  Ensure tha t  Emergency Response  Team members  a re  ident i f iab le .  

 

  Ensure tha t  communica t ions  a re  e ffec t ive  and tha t  c lear  or  coded inst ruc t ions can  be  

given  to  the  s ta ff  and s tudents  and Emergency Response  Team members  in  any par t  

of  the  bui lding  wi th  the  minimum los s  of  t ime.  

 

  Ensure  that  a l l  exi ts ,  evacuat ion  routes  and emergency equipment  a re  prominent ly 

marked  /  d i splayed.  

 

  Ensure tha t  the  requi red  emergency equipment  i s  procured  and kept  serviceable  and 

secure .  

 

  Ensure tha t  monthly s ta tus  repor t s  a re  received  f ro m a l l  s taf f .  

 

  Ensure tha t  regular  exerci ses  and pract ices  a re  held  wi th the  assi s tance of  the  other   

managers .  

 

  Lia ise  with  ne ighbours  wi th a  view to mutua l  a id .  

 

  Ensure tha t  the  Emergency Plan  i s  regular ly reviewed and updated .  

 

Duties of Fire Team 
 

Responsible  to  the  Emergency Co ordinator  for the  fol lowing :  

 

  To assi s t  the  Emergency Co ordina tor  with  emergency p lanning and keeping h im 

informed dur ing emergencies .  
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  Assessment  of  premises  f rom a  f i re  poin t  of  view in  conjunct ion  wi th  the  Fire  

Department .  

 

  Implementa t ion  of  e ffec t ive  f i re  prevent ion measures .  

 

  Submiss ion  of  recommendat ions  for  procurement  of  f i re  f ight ing equipment ,  af ter  

l i a i son  wi th  the  f i re  depar tment .  

 

  Training of  al l  f i re  t eams.  

 

  To ensure  that  f i re  escapes  a re  access ible  and comply w i th  regula t ions .  

 

  To ensure  tha t  f i re -f ight ing equipment  i s  kept  secure ,  access ible ,  correct ly 

pos i t ioned/marked and wel l  maintained .  

 

  The t ra in ing of  a l l  personnel  in  bas ic  use of  f i re  equipment  and f i re  prevent ion .  

 

  Receipt  of  s ta tus  repor t s .  These repor t s  should  cover  equipment ,  personnel ,  t ra ining and 

possib le  hazards .  

 

  To ensure  that  dur ing an  emergency,  f i re  f ighters /wardens  are  ident i f iable .  

 

Duties of First Aid Team 
 
Responsible  to  the  Emergency Co ordinator  for the  fol lowing:  

 

  To assi s t  wi th  emergency p lanning and keep h im/her  informed dur ing emergencies .  

 

  The establ ishment  of  a  Medica l  Cent re .  

 

  The determinat ion and procurement  of  adequate f i r s t  a id  equipment  in  consul tat ion  

wi th  f i r s t  a id  societ ies  or  the  appropria te  medica l  author i t ies .  

 

  To ensure  that  f i r s t  a id  equipment  i s  correct ly d i s t r ibuted  and readi ly access ible .  

 

  That  f i rs t  a iders  a re  t ra ined  to  Medical  and  Occupat ional  Heal th  and Safety 

s tandards .  

 

  The locat ions  of  f i r s t  a id equipment  i s  to  be  located  at  the  Recept ion  and Rectors  

of f ice  

 

  To ensure  that  f i r s t  a id equip ment  is  kept  secure ,  access ib le  and correct ly  

pos i t ioned/marked.  

 

  To ensure  that  dur ing an  emergency f i r s t  a iders  a re  ident i f iable .  

 

 

Duties of Evacuation Team Leader  
 
Responsible  to  the  Emergency Co ordinator  for the  fol lowing:  
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  Assist  wi th  emergency p lanning and keep him informed during ac tual  emergencies .  

 

  That  the  safes t  evacuat ion  routes  (and al te rna t ives)  are  clear ly marked and kept  

unobst ructed at  a l l  t imes .  These must  be indicate d on the  s i t e  and  f loor  plans  ( refer  

to  a t tached  f loor  p lans ) .  

 

  Training of  evacuators  and personnel .  

 

  To ensure  that  panic i s  kept  to  a  minimum when evacuat ing and that  order  i s  

mainta ined  throughout .  
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EMERGENCY MANAGEMENT ORGANOGRAM  

 

FOR 

 

GENERAL ENGINEERING BUILDING 
 
 

 

Dean of Engineering Faculty

JH (Hansie) Knoetze

Emergency Coordinator

Enzo D’Aguanno

Evacuation Team Leader
Mr Ulrich Smith

Floor Marshals

Mrs Avril Ford

Mr Martin Julius

Mr Jimmy Abrahams

Mr Adrian Roman

Ms Azra Adams

First Aiders

Ms Sandra Tribelhorn

Ms Mariaan Rhoda

Mr Martin Julius

Mr Jimmy Abrahams

Fire Team

Mr Martin Julius

Mr Jimmy Abrahams

Mr Adrian Roman

Mr Derrick Stephanus

Assembly Point Coordinator

Ms Maretha van Niekerk
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EMERGENCY CONTACT TELEPHONE NUMBERS  
 

 

SERVICE PROVIDER TELEPHONE 
FAX 

NO. 
EMERGENCIES  

US – Beskermingsdienste  021-808 2333   

Ste l lenbosch Hospi ta l  021-887 0310   

Ambulans 10177   

Pol is ie  10111   

Medi  Cl in ic  021-883 8571   

Brandweer  021-808 8888   

Netcare 082 911   
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ESCAPE ROUTE PLAN 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


