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1. DECLARATION OF AN EMERGENCY 

 
 
The  Emergency Co o rdinato r  sha l l  comm unicate wi th the D ean o f  the Facul ty  o f  Eng ineer ing  
befo re a  dec larat io n o f  emergency  i s  i s sued o r  cance l led in the Genera l  Eng ineer ing  
Bui ld ing .  
 
In  the  absence  o f  such o f f i c ia l s ,  the  m o st  senio r  perso n o n s i te  sha l l  endeavo ur  to  co ntact  
the  Em ergency  Committee fo r  a  dec larat ion  o r  cance l la t io n  o f  an  emergency .  
 
 
 

 
2. INDUSTRIAL ENGINEERING BUILDING RISK MANAGEMENT 

COMMITTEE 
 
 

NAME POS ITI ON LAND LI NE.  CELL  NO.  

P r o f  C o r n e  S c h u t t e  C h a i r m a n :  I n d u s t r i a l  E n g .  0 2 1  8 0 8  3 6 1 7  0 8 2  4 4 7  7 7 8 0  

M r  G a r y  B a i l e y  I T  S e r v e r  r o o m s  S U  0 2 1  8 0 8  4 2 9 7  0 7 9  6 3 2  1 9 7 9  

M r  C l i v e  G o v e n d e r  S T C  M a s t e r  A r t i s a n  0 2 1  8 0 8  4 5 6 7  0 8 2  6 5 5  9 4 8 6  

M s  A m e l i a  H e n n i n g  A d m i n i s t r a t i v e  O f f i c e r  0 2 1  8 0 8  9 5 3 2  0 8 3  6 3 5  5 7 7 5  

M s  K a r i n a  S m i t h  A d m i n i s t r a t i v e  O f f i c e r  0 2 1  8 0 8  4 2 3 4  0 8 2  3 8 6  2 2 3 9  

M r  D e a n  J o h n s o n  A c c o u n t a n t  0 2 1  8 0 8  9 7 0 0  0 8 4  3 6 2  2 9 1 2  

M s  A n è l  d e  B e e r  D e p a r t m e n t a l  M a n a g e r  0 2 1  8 0 8  3 9 2 7  0 8 2  8 9 9  4 9 4 8  

 
 
D ate:  2 1  August  2023 
 
Com pi lat io n  date :  1 8  June  2018 
 
6  Mo nthly  Rev iew D ate :  February  2024 
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Any  suggested changes  to  th i s  do cum ent  m ust  be  subm it ted to  the  Emergency  Coo rdinato r  
fo r  rev iew and further  appro v a l  by  the  D ean o f  the  Facul ty .    
 

3. DISTRIBUTION LIST 
 

NAME  POSITION 

Mr Vi l jo en v an der  Walt  Head:   R isk  and P ro tect io n  Serv ices 

Mr  Maho ney  V i l jo en US  Occupat io na l  and Hea l th  Safety  Off i cer  

Ms  Nico lette  v an den E i jke l  Ch ie f  D i recto r :   Fac i l i t ies  Managem ent 

P ro f  JL  v an  Niekerk D ean:   Eng ineer ing 

Mr  VS  D ’Aguanno D i recto r:  Facul ty  Managem ent  Eng ineer ing 

A l l  s ta f f :    Indust r ia l  Eng ineer ing  

R isk  and P rotect io n  Serv ices   SharePo int  

P ro f  CSL  Schutte  Cha i rm an:  Industr ia l  Eng ineer ing  

IE  Bui ld ing  R isk  Managem ent  
Com m it tee Mem bers  

 
4. Purpose of this document 

 
To  ensure  a  t im eo us ,  we l l  co -coo rd inated p lan  o f  act io n  in  the  ev ent  o f  a  m ajo r  inc ident ,  
acc ident ,  o r  any  event  the  D ean deems to  be  a  r i sk  to  em ployees ,  s tudents o r  the  genera l  
publ i c  at  the  Facul ty  o f  Eng ineer ing ,  Ste l lenbo sch Univers i ty .  
 

5. Scope of document 
 
To  co ver  any  em ergency  type ev entua l i ty  that  m ay  requi re  a  co-co ord inated act io n  by  any 
o rganizat io n  and o r  ind iv idua ls .  
 

6. Aim of document 
 
To  ident i fy  and o ut l ine  a  pro cedure  drawn up by  the  Safety  comm it tee s  to  co pe  wi th  any  
emergency  s i tuat io n  at  Facul ty  o f  Eng ineer ing ,  w i th  the  u l t im ate  a im  to  m in im ize  the 
e f fects  o f  such emergency  so  as  to  av o id:  
 
  P anic  
  Lo ss  o f  L i fe  
  D amage  to  pro perty  
  In jury  to  perso ns 

 
7. DEFINITIONS 

 
(a)  S TELLENBOSCH UNI VERSI TY  CONT ROL CENTRE  

 
Unless  incapac i tated -  The  p lace  f rom  where  em ergency  co mm unicat io ns  and 
respo nses  are  central ly  co -coo rd inated f ro m .   S i tuated at  the Cam pus  P ro tect io n  
Serv ices .  
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(b)  DEAN OF FACULT Y 
 
The  perso n appo inted by  the  Univ ers ity  of  Ste l lenbo sch as  D ean o f  the Facul ty  o f  
eng ineer ing .   The Emergency Coo rdinato r  repo rts  to  th i s  person.  

 
( c )  EMERGENCY COORDINAT OR  

 
Appo inted by  the  Dean o f  the  Facul ty  o f  Eng ineer ing  to  head the  Genera l  Eng ineer ing  
Bui ld ing  R isk  Managem ent  Comm it tee  and ho lds  the  po s i t io n  o f  Facul ty  Manager .  

 
(d)  EVACUATI ON TEAM LEADER 

 
The  senio r  perso n emplo yed by  the  Facul ty  o f  Eng ineer ing  and m em ber  o f  the  s ta f f  
o f  the univ ers i ty .  

 
(e)  EVACUAT OR 

 
To  be appo inted by  the  Ev acuat io n Team  Leader .  

 
( f )  F I RE  FI GHTER 

 
Any  s ta f f  mem ber  su itab ly  qua l i f ied  and appo inted by  the Evacuat io n  Team  Leader .  
F i re  f ighters  wi l l  autom at ica l ly  act  under  the  auspices  o f  the F i re  D epartm ent  dur ing  
an  emergency .  

 
(g )  F I RS T  AIDER  

 
Any  su i tab ly  qua l i f ied  perso n appo inted by  the  Ev acuat io n  Team Leader .  

 
(h)  F I RS T  AID T EAM LEADER  

 
Any  su i tab ly  qua l i f ied  perso n appo inted by  the  Ev acuat io n  Team L eader .   

  
( i )  HEAD OF DEPART MENT /CHAI RPERS ON 

 
The  perso n appo inted by  the  Dean o f  the  Facul ty  of  Eng ineer ing  fo r  the  da i ly  running  
o f  the  o perat io ns  and fac i l i t ies  in  a  speci f i c  area o f  the  Mechanica l  &  Industr ia l  
Eng ineer ing  Bui ld ing .  

 
( j )  PREMIS ES 

 
Mechanica l  & Industr ia l  Eng ineer ing Bui ld ing ,  Facul ty  o f  Eng ineering ,  Jo ubert  St reet ,  
S te l lenbo sch 

 
(k )  S .A . P.S .   

 
The  So uth Afr ican  P o l i ce  Serv ice .  

 
( l )  MARSHALLS 

 
Any  su i tab ly  qua l i f ied  perso n appo inted by  the v ar io us  departm ents  o r  d iv i s io ns  
wi th in  the  Genera l  Eng ineer ing  Bui ld ing .  

 
(m)  FACULT Y  OF ENGI NEERING RIS K MANAGEMENT  COMMI TT EE 

 
The  R isk  Managem ent  Comm ittee  o f  the  Facul ty  o f  Eng ineer ing  under  the  
Cha i rm anship  o f  the  D ean o f  Eng ineer ing  and co ns ist ing  o f  the d i f ferent  Bui ld ing  
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Risk  Managem ent  Comm ittee Cha i rperso ns ,  V ice -D eans  o f  the Facul ty  o f  Eng ineer ing  
and Facul ty  Manager .  

 
8. COMMAND AND CONTROL  

 
  In  the ev ent  o f  an em ergency the Em ergency  Coo rdinato r  sha l l  in fo rm the D ean o r  

h i s  representat ive ,  R i sk  and Pro tect io n Serv ices  and the  necessary  emergency  
serv ices  imm ediate ly .  

 
  The  Em ergency  Coo rdinato r  sha l l  wo rk  in  co njunct io n  with  R isk  and P rotect io n  

Serv ices ,  the  appo inted perso ns ,  the  S .A .P .S  o r  any o ther  perso n o r  o rganisat io n 
he/ she  deem s to  be  needed fo r  such em ergency .  

 
9. ORGANISATIONS AND RESPONSIBILITES 

 
S TAFF:  

 
  Sha l l  pro v ide  suppo rt  fo r  the Departm ent  Heads/ Cha i rperso ns ,  Emergency  

Co o rdinato r ,  and any  perso n in  i t s  em plo y to  wo rk in  co njunct io n  wi th  the  S .A .P .S  in  
t im e o f  c r i s i s  to  ensure  that  a l l  ev acuat io n ro utes  are  c lear  to  af fect  an  o rder ly  and 
safe  m ov em ent  o f  perso ns  f rom  the prem ises .  

 
  P rov ide  technica l  suppo rt  where  deem ed necessary .  

 
  Ass is t  w ith  the ev acuat io n  o f  a l l  s tudents  and s taf f  and the m anning  o f  assem bly  

po ints ,  ro l l -ca l l s ,  and determ inat io n  o f  attendance .  
 
S .A. P.S :  
 
  The  SAP S wi l l  be respo ns ib le  fo r  law and order ,  co rdo ns ,  c rowd co ntro l  o r  any other  

necessary  act io n  needed as  d i rected by  the  Min is ter  o f  Safety  and Secur i ty .  
 
  To ass i s t/ im prov e and prov ide  backup suppo rt  dur ing  an ev acuat io n,  in  l ine wi th 

the i r  lega l  o b l igat io ns .  
 
  The  SAP S bo m b squad and do g uni t  shal l  be  info rm ed at  the  d iscret io n  o f  the  

Em ergency Coo rdinato r .  
 
FI RE  RES CUE S ERVI CES  OF S TELLENB OSCH 
 
  In  the  ev ent  o f  a  f i re ,  no t i fy  the  F i re  Departm ent  that  fa l l s  under  the  co ntro l  o f  the  

Ste l lenbo sch Munic ipa l i ty .  (The  num bers  are  l i s ted o n page 22  of  th i s  document)  
 
DI SAS T ER MANAGEMENT  UNIT 
 
  The  ro le  o f  d i saster  m anagement  i s  a  sta f f  funct io n,  nam ely  o ne  o f  p lanning,  

coo rd inat io n  and back  up in  a  m ajo r  inc ident  where  addi t io na l  reso urces  o r  
m anpower  and equipm ent  are  needed.  

 
PUBLI C INFORMATI ON 
 
  I t  i s  the respo ns ib i l i ty  o f  Univ ers i ty  o f  Ste l lenbo sch,  thro ugh the  Recto rs  Of f i ce  to  

pro v ide info rm at io n to  the  m edia  and publ ic .   In  the ev ent  o f  deaths  o r  casua l t ies ,  
the  S .A .P .S .  w i l l  handle  th i s  in  co njunct io n  with  the appo inted P ubl ic  Re lat io ns 
Of f i cer  o f  the  Univ ers i ty  o f  Ste l lenbo sch.  

 



_________________________________________________________ 
Updated:  2023/08/22 Revis ion:   Master  7  

EMERGENCY PREPAREDNES S 
 
  This  Emergency  P lan  sha l l  be  rev ised o n a  s ix -mo nthly  bas i s  and subm it ted to  the  

Facul ty  o f  Eng ineer ing  R isk  Managem ent  Co mm ittee  fo r  in i t ia l  appro v a l  and R isk  and 
P rotect io n  Serv ices  fo r  further  approv a l .  
 

  The  Recto r  sha l l  g iv e  f ina l  appro v a l .  
 
STELLENBOSCH UNIVERSITY  sha l l  carry  o ut  a l l  necessary  t ra in ing  o f  i t s  em ployees  to  co pe 
wi th  any em ergency .  
 
Mock  emergency  ev acuat io ns  wi l l  be carr ied  o ut  o n  a  s ix -mo nthly  bas i s .  Th is  exerc ise  wi l l  
requi re  the fu l l  part i c ipat io n  o f  the Em ergency  Co mm ittee and other  suppo rt  perso ns .  

 
10. EMERGENCY MANAGEMENT ORGANOGRAM 

 

 
 

Dean of Engineering Faculty
Prof JL van Niekerk

Evacuation Team Leader
Corne Schutte

Evacuation  Team/Floor Marshalls
IT - Gary Bailey

1st Floor - Thuli Mkhaliphi
2nd Floor East -Eldon Burger

2nd Floor West - Joubert v Eeden
3rd Floor - Karina Smith/Amelia Henning

3rd Floor Walkway - Elize Williams
4th Floor - Karina Smith/Amelia Henning

4th Floor East - Wouter Bam
4th Floor West - Stephan Nel

4th Floor Walkway - Sissie Willemse
5th Floor East - Philani Zincume
5th Floor West - Imke de Kock

Incident Representatives
Recorder of incident - Amelia Henning
 Incident Investigator - Clive Govender

Assembly Point Coordinator
Corne Schutte

Fire Team
Amelia Henning

Karina Smith
Gary Bailey

Dean Johnson

First Aiders
Amelia Henning

Karina Smith
Gary Bailey

Dean Johnson

Emergency Coordinator
Prof Corne Schutte



_________________________________________________________ 
Updated:  2023/08/22 Revis ion:   Master  8  

11. EMERGENCYPROCEDURES 
 

12. FIRE 
ALL STAFF  

U P O N  D I S C O V E R Y  O F  A  F I R E  
 

  A c t i v a t e  f i r e  a l a r m  o r  s i g n a l  o r  a l e r t  a n y  s t a f f  m e m b e r  i n  t h e  I n d u s t r i a l  E n g i n e e r i n g  

B u i l d i n g  i m m e d i a t e l y .  

  I n f o r m  F i r e  D e p a r t m e n t  b y  c e l l  p h o n e ,  l a n d  l in e ,  m e s s e n g e r  o r  b r e a k  g l a s s  u n i t .  

  N o t i f y  R i s k  a n d  P r o t e c t i o n  S e r v i c e s .  

T H E R E A F T E R  
 

  F l o o r  M a r s h a l l s  t o  g u i d e  s t a f f  a n d  s t u d e n t s  aw a y  f r o m  t h e  a f f e c t e d  a r e a  t o  d e s i g n a t e d  

g a t h e r i n g  p o i n t s .  

  C o r d o n  o f f  a f f e c t e d  a r e a .  

  C l o s e  d o o r s  a n d  w i n d ow s  i n  t h e  i m m e d i a t e  p r o x i m i t y  o f  t h e  f i r e .  

  C o m m e n c e  f i r e f i g h t i n g  p r o c e d u r e s  w i t h  n e a re s t  f i r e  e x t i n g u i s h i n g  e q u i p m e n t  w i t h o u t  

e n d a n g e r i n g  o w n  l i f e .  

  A w a i t  i n s t r u c t i o n s  f r o m  t h e  F i r e  T e a m  L e a d e r / F i r e  F i g h t e r / E m e r g e n c y  C o o r d i n a t o r .  

EMERGENCY COORDINATOR 

  A s c e r t a i n  i f  t h e  F i r e  D e p a r t m e n t  h a s  b e e n  i n f o r m e d  a n d  c o n t a c t  R e c t o r .  

  A s s e s s  s i tu a t i o n .  

  C o m m u n i c a t e  w i t h  f i r e  t e a m  a n d  o b t a i n  s i t u a t io n  r e p o r t s .  

  E s t a b l i s h  f o r w a r d  c o n t r o l  p o i n t .  

  E v a c u a t e  i f  r e q u i r e d .  

  I n s t r u c t  r e s p o n s i b l e  p e r s o n  t o  l i a i s e  w i t h  t h e  f i r e  d e p a r t m e n t  u p o n  a r r i v a l .  

  O r d e r  s t a n d  d o w n  a t  t er m i n a t i o n  o f  i n c i d e n t .  

PERSONNEL 

U P O N  N O T I F I C A T I O N  O F  A  F I R E  

  I n f o r m  M a n a g e r .  

  I n f o r m  E m e r g e n c y  C o o r d i n a t o r .  

U P O N  I N S T R U C T I O N  F R O M  E M E R G E N C Y  C O O R D I N A T O R  

  I n f o r m  f i r e  d e p a r t m e n t .  

  F o l l o w  e m e r g e n c y  p r o c e d u r e  c a r d  f o r  c a t e g o r y  o f  d i s a s t e r  as  d e t e r m i n e d  b y  E m e r g e n c y  

C o o r d i n a t o r .  

  K e e p  t e l e p h o n e  l i n e s  c l e a r  f o r  c a l l s .  

  A w a i t  f u r t h e r  i n s t r u c t i o n s  f r o m  E m e r g e n c y  C o o r d i n a t o r .  
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13. BOMB THREAT 
ALL STAFF 

U P O N  R E C E I P T  O F  A  T E L E P H O N I C  O R  V E R B A L  B O M B  T H R E A T :  
 

  O b t a i n  a s  m u c h  i n f o r m a t i o n  a s  p os s i b l e  ( u s e  B o m b  T h r e a t  C h e c k l i s t ) .  

  I n f o r m  R i s k  a n d  P r o t e c t i o n  S e r v i c e s  b y  t e l e p h o n e ,  r a d i o  o r  m e s s e n g e r .  

  C o m p l e t e  r e m a i n d e r  o f  B o m b  T h r e a t  C h e c k l i s t  t o  t h e  b e s t  o f  y o u r  ab i l i t y .  

U P O N  R E C E I P T  O F  A  B O M B  S E A R C H  A L A R M  /  S I G N A L :  
 

  S e a r c h  i m m e d i a t e  w o r k  a r e a  f o r  o b j e c t s  t h a t  a p p e a r  “ o u t  o f  p l a c e ”  I f  n o t h i n g  f o u n d ,  

a w a i t  i n s t r u c t i o n s  f r o m  E m e r g e n c y  C o o r d i n a t o r .    

  I f  a n y t h i n g  s u s p i c i o u s  fo u n d ,  r e f e r  t o  n e x t  p r o c e d u r e .  

U P O N  D I S C O V E R I N G  A  S U S P I C O U S  P A R C E L  /  O B J E C T :  
  D O  N O T  T O U C H  O R  T R Y  T O  R E M O V E !  

  I n f o r m  S . A . P . S .  

  O p e n  a l l  w i n d o w s  a n d  d o o r s  i n  i m m e d i a t e  p r o x i m i t y .  

  K e e p  a l l  p e o p l e  a w a y  f r o m  a f f e c t e d  a r e a  w i t h o u t  c a u s i n g  p a n i c .  

  A w a i t  i n s t r u c t i o n s  f r o m  E m e r g e n c y  C o o r d i n a t o r .  

A C T U A L  B O M B  B L A S T :  
  E v a c u a t e  p r e m i s e s .  
  S e t  u p  a  p e r i m e t e r  a n d  c o r d o n  o f f  a r e a .  
  I f  p o s s i b l e ,  a s s i s t  s e r i ou s l y  i n j u r e d  c a s u a l t i e s  ( d o  n o t  m o v e  s e r i o u s l y  i n j u r e d  o r  

u n c o n s c i o u s  p e o p l e  u n l e s s  q u a l i f i e d  t o  d o  s o  or  u n l e s s  t h e  c a s u a l t i e s ’  l i f e  i s  f u r t h e r  
e n d a n g e r e d ) .  

  G u i d e  a l l  p e o p l e  a w a y  f r o m  a f f e c t e d  a r e a .  
  G u i d e  i n j u r e d  p e o p l e  t o  s a f e t y ,  w h e r e  p o s s i b l e .  
  A w a i t  i n s t r u c t i o n s  f r o m  E m e r g e n c y  C o o r d i n a t o r .  

RECEPTION 
U P O N  R E C E I P T  O F  A  T E L E P H O N I C  O R  V E R B A L  B O M B  T H R E A T :  
 

  R e c e i v e  p a r t i c u l a r s  o f  b o m b  t h r e a t  ( u s e  B o m b  T h r e a t  C h e c k l i s t  w h e r e  p o s s i b l e ) .  
  I n f o r m  t h e  E m e r g e n c y  C o o r d i n a t o r .  

U P O N  I N S T R U C T I O N  F R O M  E M E R G E N C Y  C O O R D I N A T O R :  
 

  N o t i f y  S . A . P . S /  F i r e  D e p a r t m e n t .   
  S o u n d  e v a c u a t i o n  a l a rm  o r  s i g n a l .  
  K e e p  t e l e p h o n e  l i n e s  c l e a r  f o r  c a l l s .  
  I n f o r m  o f f i c e r s  t o  s w e e p  t h e  a r e a .  

EMERGENCY COORDINATOR 
D E P E N D I N G  O N  T H E  S I T U A T I O N :  

  N o t i f y  S . A . P . S  o r  F i r e  D e p a r t m e n t .  
  S u m m o n  F i r e  T e a m ,  F i r s t  A i d  a n d  E v a c u a t i o n  T e a m  L e a d e r s .  
  A s s e s s  s i tu a t i o n .  
  I n s t r u c t  C o n t r o l  t o  n o t i f y  E m e r g e n c y  R e s p o n s e  T e a m s .  
  O r d e r  s u p e r f i c i a l  s e a r c h ,  p a r t i a l  o r  f u l l  e v a c u a t i o n .  
  L i a i s e  w i t h  S . A . P . S  u p o n  a r r i v a l .  

EVACUATION TEAM RESPONSIBILITIES 
  E v a c u a t e  s t u d e n ts  a n d  s t a f f  f r o m  b u i l d i n g  a v o i d i n g  a f f e c t e d  a r e a ,  i f  k n o w n .  
  C o n d u c t  s e a r c h  o f  p r e m i s e s  f o r  s l o w  m o v i n g  p e o p l e .  
  R e c e i v e  r o l l  c a l l  r e s u l t s  f r o m  S e c t i o n  m e m b e r s .  
  R e p o r t  f i n d i n g s  t o  E m e r g e n c y  C o o r d i n a t o r .  

FIRST AID TEAM  
  A w a i t  i n s t r u c t i o n s  f r o m  E m e r g e n c y  C o o r d i n a t o r .  
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  A t t e n d  t o  c a s u a l t i e s  a s  r e q u i r e d  ( a t  s c e n e  o f  i n j u r y  o r  E m e r g e n c y  C e n t r e  o r  C o n t r o l  
P o i n t ) .  

  R e q u e s t  f u r t h e r  a s s i s t an c e ,  i f  r e q u i r e d .  
  L i a i s e  w i t h  p r o f e s s i o n a l  e m e r g e n c y  m e d i c a l  s e r v i c e s .  

 
14. 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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15. EVACUATION 
ALL STAFF AND STUDENTS 

U P O N  R E C E I P T  O F  E V A C U A T I O N  O R D E R ,  A L A R M  O R  V O I C E  S I G N A L  F R O M  T H E  E V A C U A T I O N  

A D D R E S S  S Y S T E M :  

1 .  A l w a y s  r e m a i n  c a l m .   

2 .  F o l l o w  i n s t r u c t i o n s  f r o m  s t a f f  a n d  f l o o r  m a r s h a l s .  

3 .  D o  n o t  r u n  b u t  m o v e  q u i c k l y .  

4 .  A s s i s t  t h os e  t h a t  r e q u i r e  h e l p .   

5 .  K e e p  t o  t h e  l e f t  o f  t h e  c o r r i d o r s  a n d  i n  s i n g l e  f i l e .  

6 .  U n l o c k  a n d  m a k e  s u r e  t h e r e  i s  n o  o n e  i n s i d e  th e  o f f i c e  –  c o n f i r m  t h e  e m p t y  r o o m  

w i t h  t h e  C o d e  O r a n g e  E v a c u a t i o n  N o t i c e  o n  t h e  o u t s i d e .  

7 .  P r o c e e d  t o  t h e  a s s e m b l y  p o i n t s  c l os e s t  t o  y ou r  p r e m i s e s  a s  i n d i c a t e d  o n  t h e  m a p .  

8 .  A w a i t  i n s t r u c t i o n s  f r o m  t h e  E m e r g e n c y  C o o r d i n a t o r .  

RISK AND PROTECTION SERVICES 

  I n f o r m  E m e r g e n c y  C o o r d i n a t o r  o f  t h e  e m e r g e n c y .  

U P O N  I N S T R U C T I O N S  F R O M  T H E  E M E R G E N C Y  C O O R D I N A T O R :  

  I n f o r m  t h e  F i r e  D e p a r t m e n t .  

  S o u n d  e v a c u a t i o n  a l a rm  o r  s i g n a l .  

  K e e p  t e l e p h o n e  l i n e s  c l e a r .  

EMERGENCY COORDINATOR 

1 .  A s s e s s  t h e  s i tu a t i o n .  

2 .  C o n t a c t  R e c e p t i o n  a n d  p e r s o n n e l  /  d u t y  m a n ag e r .  

3 .  I n s t r u c t  R e c e p t i o n  t o  n o t i f y  F i r e  D e p a r t m e n t   

4 .  S u m m o n  F i r e ,  F i r s t  A i d  a n d  E v a c u at i o n  T e a m s .  

5 .  U n l o c k  a n d  o p e n  a l l  d oo r s .  

6 .  C o r d o n  o f f  a f f e c t e d  a r e a .  

7 .  O r d e r  p a r t i a l  o r  f u l l  e v a c u a t i o n .  

8 .  F o l l o w  E m e r g e n c y  P r o c e d u r e s  C h e c k  S h e e t .  

9 .  D i s p a t c h  s t a f f  t o  a f f e c t e d  e n t r a n c e s  t o  c o n d u c t  a c c e s s  c o n t r o l  a n d  r es t r i c t  a c c e s s  

t o  a f f e c t e d  a r e a  a n d  d i r e c t  E m e r g e n c y  s e r v i c e s  t o  a r e a .  

1 0 .  D e p l o y  s t a f f  a t  k e y  c o r d o n  p o i n t s  t o  r e s t r i c t  ac c e s s .  

1 1 .  C o n d u c t  s w e e p s  o f  e n t i r e  a r e a  t o  r e m o v e  a l l  i n d i v i d u a l s .  

1 2 .  E s t a b l i s h  f o r w a r d  c o m m a n d  p o s t .  

1 3 .  D i s p a t c h  s t a f f  t o  d i r e c t  e m e r g e n c y  s e r v i c e s .  

1 4 .  D i s p a t c h  s t a f f  t o  a s s e m b l y  p o i n t s .  

1 5 .  L i a i s e  w i t h  e m e r g e n c y  s e r v i c e s  u p o n  a r r i v a l .  
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16. CHEMICAL SPILL 
GENERAL 

A c c i d e n t s  r e s u l t i n g  i n  t h e  r e l e a s e  o f  c h e m i c a l s  w i l l  o c c u r  d e s p i t e  t h e  b e s t  e f f o r t s  o f  

r e s e a r c h e r s  a n d  s t u d e n t s  t o  p r a c t i c e  s a f e  s c i e n c e  i n  t h e  l a b o r a t o r i e s .   I t  i s  t h e r e f o r e  e s s e n t i a l  

t h a t  a l l  l a b o r a t o r y  p e r s o n n e l  h a v e  a  s p i l l  r e s p o n s e  p l a n  th a t  i n c l u d e s  t h e  n e c e s s a r y  

p r o c e d u r e s  a n d  m a t e r i a l s  t o  c o n t a i n  an d  c l e a n  u p  a  c h e m i c a l  s p i l l .  

 
SPILL RESPONSE PROCEDURES 

MAJOR SPILL 

  A s s e s s  t h e  s i t u a t i on  an d  i f  f o u n d  n e c e s s a r y ,  e v a c u a t e  t h e  b u i l d i n g  b y  f o l l o w i n g  t h e  

e v a c u a t i o n  p r o c e d u r e s .  

  C a l l  R i s k  a n d  P r o t e c t i o n  S e r v i c e s  ( 8 0 8  2 3 3 3 )  a n d  g i v e  d e t a i l s  o f  t h e  a c c i d e n t  i n c l u d i n g  

t h e  s p e c i f i c  l o c a t i o n ,  t y p e s  o f  h az a r d o u s  m a t e r i a l s  i n v o l v e d  an d  w h e t h e r  t h e r e  i s  

p e r s o n a l  i n j u r y .  

  I f  t h e  a c c i d e n t  i n v o l v e s  p e r s o n a l  i n j u r y  o r  c h e m i c a l  c o n t a m i n a t i o n ,  f o l l o w  t h e  a b o v e  

s t e p s  a s  a p p r o p r i a t e  a n d  a t  t h e  s a m e  t i m e :  

o  M o v e  t h e  v i c t i m  f r o m  t h e  i m m e d i a t e  a r e a  o f  f i r e ,  e x p l o s i o n ,  o r  s p i l l  i f  t h i s  c a n  b e  

d o n e  w i t h o u t  f u r t h e r  i n j u r y  t o  t h e  v i c t i m  o r  y o u .  

o  L o c a t e  t h e  n e a r e s t  e m e r g e n c y  s a f e t y  s h o w e r  a n d / o r  e y e w a s h  s t a t i o n .   R e m o v e  a l l  

c o n t a m i n a t e d  c l o t h i n g  f r o m  t h e  v i c t i m  a n d  f l u s h  a l l  a r e a s  o f  t h e  b o d y  i n  c o n t a c t  w i t h  

t h e  c h e m i c a l s  w i t h  p l e n t y  o f  w a t e r  f o r  a t  l e a s t  1 5  m i n u t e s .  

o  A d m i n i s t e r  f i r s t  a i d  a s  a p p r o p r i a t e  a n d  i m m e d i a t e l y  s e e k  m e d i c a l  a t t e n t i o n .  

MINOR SPILL 

I n  t h e  e v e n t  o f  a  s p i l l  i n v o l v i n g  t h e  r e l e a s e  o f  a  t y p e  o r  q u a n t i t y  o f  a  c h e m i c a l  w h i c h  d o e s  

n o t  p o s e  a n  i m m e d i a t e  r i s k  t o  h e a l t h  a n d  d o es  n o t  i n v o l v e  c h e m i c a l  c o n t a m i n a t i o n  t o  t h e  

b o d y :  

  N o t i f y  l a b o r a t o r y  p e r s on n e l  a n d  s t u d e n t s  i n  th e  v i c i n i t y  o f  t h e  s p i l l  o f  t h e  a c c i d e n t .  

  I s o l a t e  t h e  a r e a .   C l o s e  a l l  l a b o r a t o ry  d o o rs  a n d  e v a c u a t e  th e  im m e d i a t e  a r e a  i f  

n e c e s s a r y .  

  R e m o v e  i g n i t i o n  s o u r c e s  a n d  u n p l u g  n e a r b y  e le c t r i c a l  e q u i p m e n t .  

  E s t a b l i s h  a s  m u c h  e x h au s t  v e n t i l a t i o n  as  p os s ib l e  i n  t h e  v i c i n i t y  t o  v en t  v a p o u rs  t o  th e  

o u t s i d e  o f  t h e  b u i l d i n g  o n l y  b y  o p e n i n g  w i n d o w s  a n d  s w i t c h i n g  o n  f u m e  h o o d s  wi th in 

the  labo rato ry .  

  L o c a t e  t h e  e m e r g e n c y  s p i l l  k i t  a n d  c h o o s e  ap p r o p r i a t e  p e r s o n a l  p r ot e c t i v e  e q u i p m e n t  

( P P E )  s u c h  a s  g o g g l e s ,  f a c e  s h i e l d s ,  i m p e r v i o u s  g l o v e s ,  l a b o r a t o r y  c o a t s  a n d  a p r o n s ,  e t c .   

I f  a  r e s p i r a t o r  i s  r e q u i r e d ,  i t  m u s t  b e  p r o p e r l y  f i t  t e s t e d  f o r  t h e  p e r s o n  b e f o r e  b e i n g  

u s e d .  

  C o n f i n e  a n d  c o n t a i n  t h e  s p i l l .   C o v e r  w i t h  a p p r o p r i a t e  a b s o r b e n t  m a t e r i a l .   A c i d  a n d  

b a s e  s p i l l s  s h o u l d  b e  n e u t r a l i z e d  p r i o r  t o  c l e a n - u p  b u t  b e w a r e  o f  n o x i o u s  f u m e s  t h a t  
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c a n  r e s u l t  f r o m  t h e  n e u t r a l i z i n g  r e a c t i o n .   S w e e p  s o l i d  m a t e r i a l  i n t o  p l a s t i c  d u s t  p a n s  

a n d  p l a c e  i n  a  s e a l e d  c o n t a i n e r .  

  W e t  m o p  t h e  s p i l l  a r e a  a n d  r e m e m b e r  t o  d e c o n t a m i n a t e  t h e  c l e a n i n g  t o o l s  u s e d  i n  th i s  

p r o c e s s .   A l l  c o n t a m i n a t e d  i t e m s  m u s t  b e  p l a c e d  i n  s e a l e d  c o n t a i n e r s  a n d  d i s p os e d  o f  

u s i n g  t h e  a p p r o p r i a t e  d i s p o s a l  p r o c e d u r e s .  

 
 

17. BIOLOGICAL CONTAMINATION 
GENERAL 

T h e  c o n s e q u e n c e s  o f  a n y  s p i l l  o f  b i o l o g i c a l  m a t e r i a l  c a n  b e  m i n i m i z e d  b y  p e r f o r m i n g  a l l  w o r k  

o n  p l a s t i c - b a c k e d  a b s o r b e n t  l i n e r  t o  a b s o r b  s p i l l s .  A  s i m p l e  s p i l l  k i t  s h o u l d  b e  r e a d i l y  

a v a i l a b l e  a n d  s h ou l d  i n c l u d e  t h e  f o l l o w i n g  i t e m s :  

  c h l o r i n e  b l e a c h  o r  s o m e  o t h e r  c o n c e n t r a t e d  d i s i n f e c t a n t   

  p a c k a g e  o r  r o l l  o f  p a p e r  t o w e l s   

  a u t o c l a v a b l e  b a g   

  l a t e x  o r  n i t r i l e  g l o v e s   

  f o r c e p s  f o r  p i c k i n g  u p  b r o k e n  g l a s s  

SPILLS INSIDE A BIOLOGICAL SAFETY CABINET 

  L E A V E  T H E  C A B I N E T  T U R N E D  O N .   

  P u t  o n  g l o v e s  a n d  a  l a b  c o a t .   

  S p r a y  o r  w i p e  c a b i n e t  w a l l s ,  w o r k  s u r f a c e s ,  a n d  e q u i p m e n t  w i t h  d i s i n f e c t a n t  e q u i v a l e n t  

t o  a  1 : 1 0  b l e a c h  s o l u t io n .  I f  n e c e s s a r y ,  f l o o d  t h e  w o r k  s u r f a c e ,  a s  w e l l  a s  d r a i n  p a n s  a n d  

c a t c h  b a s i n s  b e l o w  t h e  w o r k  s u r f a c e ,  w i t h  d i s i n f e c t a n t .   

  W a i t  a t  l e a s t  2 0  m i n u t e s .   

  S o a k  u p  d i s i n f e c t a n t  a n d  s p i l l  w i t h  p a p e r  t o w e l s .  D r a i n  c a t c h  b a s i n  i n t o  a  c o n t a i n e r .  L i f t  

f r o n t  e x h a u s t  g r i l l  an d  t r a y  a n d  w i p e  a l l  s u r f a c e s .  E n s u r e  t h a t  n o  p ap e r  t o w e l s  o r  s o l i d  

d e b r i s  a r e  b l o w n  i n t o  t h e  a r e a  b e n e a t h  t h e  g r i l l .   

  A u t o c l a v e  a l l  c l e a n - u p  m a t e r i a l s  b e f o r e  d i s p o s a l  i n  t h e  b i o h a z a r d o u s  w a s t e  c o n t a i n e r .   

  W a s h  h a n d s  a n d  a n y  e xp o s e d  s u r f a c e s  t h o r o u gh l y  a f t e r  t h e  c l e a n - u p  p r o c e d u r e .   

SMALL SPILLS OUTSIDE OF A BIOLOGICAL SAFETY CABINET 

  P u t  o n  g l o v e s  a n d  a  l a b  c o a t .   

  C o v e r  s p i l l  w i t h  p a p e r  t o w e l s  a n d  g e n t l y  a p p l y  d i s i n f e c t a n t ,  p r o c e e d i n g  f r o m  t h e  o u t e r  

e d g e  o f  t h e  s p i l l  t o  i t s  c e n t r e .   

  L e a v e  i n  p l a c e  f o r  a t  l e a s t  2 0  m i n u t e s .  

  P i c k  u p  t h e  t o w e l s ,  a u to c l a v e ,  a n d  d i s c a r d  i n to  a  b i o h a z a r d  c o n t a i n e r .  U s e  f o r c e p s  t o  p i c k  

u p  a n y  b r o k e n  g l a s s  an d  p l a c e  t h e m  i n t o  a  s h ar p ’ s  c o n t a i n e r .   

  R e - w i p e  t h e  s p i l l  a r e a  w i t h  d i s i n f e c t a n t .   

  R e m o v e  g l o v e s  a n d  t h or o u g h l y  w a s h  h a n d s .   

  W a s h  h a n d s  a n d  a n y  e xp o s e d  s u r f a c e s  t h o r o u gh l y  a f t e r  t h e  c l e a n - u p  p r o c e d u r e .  
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LARGE SPILL (MORE THAN 500ML) OF BL-2 MATERIAL OUTSIDE OF A 
BIOLOGICAL SAFETY CABINET 

  H O L D  Y O U R  B R E A T H  A N D  L E A V E  T H E  R O O M  I M M E D I A T E L Y .  

  W a r n  o t h e r s  t o  s ta y  o u t  o f  t h e  s p i l l  a r e a  t o  p re v e n t  s p r e a d  o f  c o n t a m i n a t i o n .  

  P o s t  a  s i g n  on  t h e  d o o r  w a r n i n g  o t h e r s  o f  t h e  b i o l o g i c a l  m a t e r i a l s  s p i l l .  

  R e m o v e  a n y  c o n t a m i n a t e d  c l o t h i n g  a n d  p u t  i t  i n t o  a  b i o h a z a r d  b a g  f or  l a t e r  a u t o c l a v i n g .  

  W a s h  h a n d s  an d  e x p o s e d  s k i n  a n d  i n f o r m  t h e  L a b o r a t o r y  M a n a g e r  o r  E m e r g e n c y  

C o o r d i n a t o r  a b o u t  t h e  s p i l l .  

  P u t  o n  p r ot e c t i v e  c l o t h i n g  ( l a b  c o a t ,  g l o v e s ,  m a s k ,  e y e  p r o t e c t i o n ,  s h o e  c o v e r s )  a nd  

a s s e m b l e  c l e a n - u p  m a t e r i a l s .  

  W a i t  3 0  m i n u t e s  b e f o r e  r e - e n t e r i n g  t h e  c o n t a m i n a t e d  a r e a  t o  a l l o w  d i s s i p a t i o n  o f  

a e r o s o l s .  

  C o v e r  t h e  s p i l l  w i t h  p a p e r  t o w e l s  a n d  g e n t l y  a p p l y  d i s i n f e c t a n t ,  p r o c e e d i n g  f r o m  t h e  

o u t e r  e d g e  o f  t h e  s p i l l  t o  i t s  c e n t r e .  

  L e a v e  i n  p l a c e  f o r  a t  l e a s t  2 0  m i n u t e s .  

  C o l l e c t  a l l  t r e a t e d  m a t e r i a l s ,  a u t o c l a v e ,  a n d  d i s c a r d  i n  a  b i o h a z a r d  c o n t a i n e r .  U s e  f o r c e p s  

t o  p i c k  u p  a n y  b r o k e n  g l a s s  a n d  p l a c e  i n  a  s h a rp ’ s  c o n t a i n e r .  

  R e - w i p e  t h e  s p i l l  a r e a  w i t h  d i s i n f e c t a n t .  

  R e m o v e  g l o v e  a n d  w a s h  h a n d s  t h o r o u g h l y .  

  I f  b i o l o g i c a l  m a t t e r  h a s  a n y  i n f e c t i o u s  p r o p e r t i e s ,  s e e k  m e d i c a l  a d v i c e  f r o m  a n  

a p p r o p r i a t e  m e d i c a l  p r a c t i t i o n e r  a s  a  c a u t i o n a r y  m e a s u r e .  
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18. DUTIES OF PERSONNEL 
 

Duties of the Emergency Coordinator 
 
  Com prehens iv e  emergency  p lanning  i s  undertaken wi th  the  ass i stance  o f  the  Genera l  

Eng ineer ing  R isk  Managem ent  Co mm ittee,  and such p lanning  i s  reco rded in  the  fo rm  
o f  a  wr i t ten  Em ergency  P lan.  

 
  L ia i se  c lo se ly  with  the  D ean o f  the  Facul ty  o f  Eng ineer ing  and the  Facul ty  o f  

Eng ineer ing  R isk  Managem ent  Co mm ittee .  
 
  Ensure  an  em ergency co ntro l  area  i s  av a i lab le  and equipped.  

 
  L ia i se  wi th  the  em ergency  team  leaders .  

 
  D ev ise  a  m etho d whereby  the  Genera l  Eng ineer ing  R isk  Managem ent  Comm ittee  can 

be  co nv ened witho ut  de lay  and as  soo n as  po ss ib le .  
 
  Appo int  Team  leaders/ mem bers  in  wr i t ing ,  w i th  the i r  respect ive  dut ies .  

 
  Ensure  that  recept ionis ts/ secretar ies  are  t ra ined to  summo n emergency serv ices  

when autho r ized to  do  so ,  w i tho ut  de lay .  
 
  Ensure  that  Em ergency  Respo nse Team mem bers  are  ident i f iab le .  

 
  Ensure  that  com m unicat io ns are  e f fect iv e  and that  c lear  o r  co ded inst ruct io ns  can 

be  g iven to  the  s taf f  and s tudents  and Emergency Respo nse Team  mem bers  in  any  
part  o f  the  bui ld ing  wi th  the  m in im um  lo ss  o f  t im e.  

 
  Ensure  that  a l l  ex i ts ,  ev acuat io n  ro utes  and emergency  equipment  are  pro m inent ly  

m arked /  d i sp layed.  
 
  Ensure  that  the required emergency equipm ent  i s  procured and kept  serv iceable  and 

secure .  
 
  Ensure  that  mo nthly  s tatus  repo rts  are  rece iv ed from  a l l  s ta f f .  

 
  Ensure  that  regular  exerc i ses  and pract ices  are  he ld  wi th the ass i s tance  o f  the  o ther  

m anagers .  
 
  L ia i se  wi th  ne ighbo urs  wi th  a  v iew to  m utua l  a id .  

 
  Ensure  that  the  Emergency  P lan  i s  regular ly  rev iewed and updated.  

 
Duties of Fire Team 
 
Respons ib le  to  the  Emergenc y  Coordinator  for  the  fo l lowing :  
 
  To  ass i s t  the  Em ergency  Coo rdinato r  with  em ergency  p lanning  and keeping  h im  

info rmed dur ing  em ergenc ies .  
 

  Assessm ent  o f  premises  f rom  a  f i re  point  o f  v iew in  co njunct io n  wi th  the  F i re  
D epartm ent .  
 

  Im plem entat io n  o f  e ffect ive  f i re  prev ent ion  m easures .  
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  Subm iss io n  o f  recomm endat io ns  fo r  pro curem ent o f  f i re f ight ing  equipm ent ,  a fter  
l ia i so n with  the f i re  department .  
 

  Tra in ing  o f  a l l  f i re  team s.  
 

  To  ensure  that  f i re  escapes  are  access ib le  and com ply  wi th  regulat io ns .  
 

  To ensure that  f i re - f ight ing  equipm ent  i s  kept  secure ,  access ib le ,  co rrect ly  
po s i t io ned/m arked and we l l  m ainta ined.  
 

  The  t ra in ing  o f  a l l  perso nne l  in  bas ic  use  of  f i re  equipm ent  and f i re  prev ent io n.  
 

  Rece ipt  o f  s tatus  repo rts .  These repo rts  sho uld  cov er  equipment ,  perso nne l ,  t ra in ing  
and po ss ib le  hazards .  
 

  To  ensure  that  dur ing  an  em ergency ,  f i re  f ighters /wardens  are  ident i f iab le .  
 

Duties of First  Aid Team 
 
Respons ib le  to  the  Emergenc y  Coordinator  for  the  fo l lowing :  
 
  To  ass i s t  w i th  emergency  p lanning  and keep h im / her  info rm ed dur ing  em ergenc ies .  

 
  The  establ i shment  o f  a  Medica l  Centre .  

 
  The  determ inat io n  and pro curem ent  o f  adequate  f i r s t  a id  equipm ent  in  co nsul tat io n 

wi th  f i r s t  a id  so c iet ies  o r  the  appro pr iate  m edica l  autho r it ies .  
 
  To  ensure  that  f i r s t  a id  equipm ent  is  co rrect ly  d i st r ibuted and readi ly  access ib le .  

 
  That  f i r st  a iders  are  t ra ined to  Medica l  and Occupat io na l  Hea l th and Safety  

s tandards .  
 
  The  lo cat io ns  o f  f i r s t  a id  equipm ent  are  to  be  lo cated at  the  Recept io n and Recto rs  

o f f i ce .  
 
  To  ensure  that  f i r st  a id  equipm ent  i s  kept  secure ,  access ib le ,  and co rrect ly  

po s i t io ned/m arked.  
 
  To  ensure  that  dur ing  an  em ergency ,  f i r st  a iders  are  ident i f iab le .  

 
 
Duties of Evacuation Team Leader 
 
Respons ib le  to  the  Emergenc y  Coordinator  for  the  fo l lowing :  
 
  Ass is t  w ith  em ergency  p lanning  and keep h im  info rmed dur ing  actua l  em ergenc ies .  

 
  That  the  safest  ev acuat io n  ro utes  (and al ternat ives )  are  c lear ly  m arked and kept  

uno bstructed at  a l l  t im es .  These  m ust  be ind icated o n the  s i te  and f loo r  p lans  ( re fer  
to  at tached f loo r  p lans) .  

 
  Tra in ing  o f  ev acuato rs  and perso nne l .  

 
  To  ensure  that  panic  i s  kept  to  a  m in im um  when ev acuat ing  and that  o rder  i s  

m ainta ined thro ughout .  
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19. Emergency Telephone Numbers 
 

Emergency Telephone Numbers - 2023 
CAMPUS SECURITY (USBD) : 021 - 808 2333/ 4202 / 4891 

CAMPUS HEALTH SERVICES (CHS) : 021 – 808 3496 / 3494 

CAMPUS HEALTH SERVICES (CHS) After hours : 076 431 0305 (after hours) 

24-Hour Rape Crisis Stellenbosch : 082-977-8581 

24-Hour Psychology Crisis Service : 082-557-0880 

ER24 Ambulance / Medical Care : 010 – 205 3032 

Stellenbosch Hospital : 021 – 808 6100 / 021 887 0310 

Stb Medi-Clinic Private Hospital Emergency : 021 – 861 2094 / 021 – 861 2095 

Stb Fire and Rescue  : 021 - 808 8888 

Police Flying Squad  : 10 111  

SAPS Stellenbosch : 021 – 809 5015 

Stellenbosch Municipality Emergency 24/h : 021 - 808 8890 

 

 
20. Evacuation Procedure 

 
In case of an emergency situation:  
• Contact US Risk and Protection Services, they will make necessary contacts. 

• Emergency officers activate the alarms and ensure that all rooms are evacuated. 

• Stay calm – Do not run! 

• Leave office/workspace and encourage everyone to leave the building immediately. 

• Make sure that all windows are closed (in all emergency situations). 

• Last person leaving a room – place marker on door handle. 

(e.g., orange notice card, piece of fabric – or yellow notice card if you are unable to 

declare the room checked) 

• Follow escape route to the assembly area – East side of building on the east corner of 

Process Engineering Building– at the entrance area of Entr 6. – on parking/road area. 

• Do NOT use lifts.  

• Help people with disabilities and visitors. 

• If there are any obstructions, follow an alternate route to the assembly area.  

• Form groups at the assembly area and wait for further instructions. 
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• Report missing persons.  

 
Procedure and handling of:   F ire, Explosions & Bomb threats 

Follow the normal evacuation procedure for an emergency situation, but if it will not endanger your life, 
try to put out the fire. 

 
21. Evacuation Team / Floor Marshalls 

        

Name Responsible for area Office Contact  

no. 

Cell Phone 

Contact no. 

Corne Schutte Emergency Coordinator X3617 082 447 7780 

Anel de Beer Backup Emergency Coordinator X3927 082 899 4948 

Gary Bailey IT Hub/server Ground Floor X4297 079 632 1979 

Thuli Mkhaliphi 1st Floor X4949 078 566 7834 

Eldon Burger 2nd Floor East level X4231 083 947 9818 

Joubert van Eeden 2nd Floor West level X3970 082 578 3862 

Karina Smith/Amelia Henning 3rd Floor X4234 

X9532 

082 386 2239 

083 635 5775 

Elize Williams 3rd Floor Walkway  Walkie-Talkie 

Wouter Bam 4th Floor East level X9054 083 328 3105 

Stephan Nel 4th Floor West level X4231 079 545 4304 

Sissie Willemse 4th Floor Walkway  Walkie-Talkie 

Philani Zincume 5th Floor East level X4085 083 271 8612 

Imke de Kock 5th Floor West level X9533 083 528 6119 

Dean Johnson East/West Staircases X9700 084 362 2912 

Dean Johnson Alarm Activation X9700 084 362 2912 

 
Al l  hours:  Contact US Risk and Protection  
 
Services at 021 808 2333  /  021 808 4891 or 021 808 4202 
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22. ESCAPE ROUTE PLAN / Assembly point 

 
Blue arrows, at the boom entrance no. 6 in Banghoek Rd 

 
At the EASTERN side of the 

Process Engineering Building 
 

On the parking terrain and in traffic area 
at Entrance 6 
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