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Basic Life Support In an emergency call 
triple zero (000) 
and ask for an ambulance

CPR
C

Dangers? 
Ensure area is safe for everyone

Open mouth – if foreign 
material present
Place in recovery position 
Clear mouth with fingers

Check for breathing
Normal – place in recovery position
Abnormal – start CPR

Start CPR
30 compressions:2 breaths
If unwilling or unable to perform rescue 
breaths continue chest compressions

Apply defibrillator if available 
and follow voice prompts

Send for help – 
call triple zero (000) ask for an 
ambulance, then contact security/ 
emergency response

Responsive?
Ask name/squeeze sholuders
Response – make comfortable, monitor
No response 
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1	 Evacuation	 CODE  
ORANGE

2	 Fire	 CODE  
RED

3	 Hazardous material	 CODE  
YELLOW

4	 Serious injury, illness or substance abuse	 CODE  
BLUE

5	 Disturbed or hostile person	 CODE  
BLACK

6	 Civil disturbance, siege, attack or other lock down	 CODE  
BLACK

7	 Bomb threat	 CODE  
PURPLE

8	 Robbery	 CODE  
BLACK

9	 Severe storms and floods	 CODE  
BROWN

10a	 Sudden death – on finding the victim	 CODE  
BLUE

10b	 Sudden death – organisational response	 CODE  
BLUE

11	 Threat, harassment or stalking	 CODE  
BLACK

12	 Assault or sexual assault	 CODE  
BLACK

13	 Gas leak	 CODE  
YELLOW

14	 Student placement	 CODE  
BLACK

15	 Overseas travel	

16	 Power failure	 CODE  
BROWN

Dealing with specific incidents
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General procedures: Activation process for all critical incidents

or

then

Event / Incident

First person 
response

Emergency 
Response Team 

activated

Emergency 
Response plans 

activated

Emergency  
Response  

Coordinator notified

Counselling and 
P&C notified

Incident impacts 
upon staff / student 

welfare?

Security  
investigation  

response  
to incident

Emergency  
Services notified

Communications 
Officer notified

Incident Controller 
notified

Counselling
Service  

activated

Supervisor notified

Security Warden/
Emergency 

Response notified

No

Yes

Dial 000 for 
Emergency Services

La Trobe University emergency response
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Emergency telephone numbers

For all incidents initially contact local campus security:

Campus Contact details Hours of operation

Albury-Wodonga T  1300 742 742 24 hours

Bendigo T  5444 7999 24 hours

Bundoora T  9479 2222 
T  1800 800 613

24 hours

City T  9285 5100 24 hours

Mildura T  5051 4099 
T  5022 7855

Business hours 
After hours

Shepparton T  9479 2222 24 hours

University Operations Centre 1800 800 613

Emergency services
Where Security cannot be contacted, the person who has been alerted to the 
incident should contact the emergency services directly.

Dial 0-000 (some mobile phones require 112 to be dialled).

•	 Ask for the emergency service required (e.g. Police, Ambulance, Fire, SES).
•	 The type of incident (medical, explosion, assault, etc.).
•	 The exact location of the incident.
•	 Your name and contact telephone number.

Lifeline 13 11 14 | Beyondblue 1300 22 4636 | SANE 1800 187 263

Other key contacts

Staff name Responsibility Contact details

Mr Wayne Aldous
Security and Emergency 
Management coordinator

T	 03 9479 1141 
M	0438 046 585

Mr Gary Nolan Safety T	 03 9479 2186 
M	0458 090 745

Dr Carl Gibson Incident Controller T	 03 9479 3626 
M	0422 005 456

Ms Susan Furness
Regional Incident 
Controller

T	 03 5444 7553 
M	0427 182 433

Further details:  latrobe.edu.au/emergency
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CODE  
ORANGE

Evacuation alarm  
is sounded
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Directed by  
a Warden

Move calmly to 
Assembly Area

Remain in  
Assembly Area until 

‘all clear’ is given 

Assist evacuation  
of disabled  
occupants

Secure personal 
valuables

Cease all activity

1  Evacuation procedures (general)
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CODE  
ORANGE

CODE  
RED

then then

Dial 000 for 
Emergency Services

Evacuate

Activate Break  
Glass Alarm

Follow the  
directions of  
the Warden

Tackle the fire 

Notify Security – 
Emergency 
Response

Assist persons  
in danger

If it  
is safe to  

do so

Close doors  
to minimise  
fire spread

Air / water  
extinguisher  
or hose reel  

All carbonaceous 
materials – wood, 

paper, textiles

Powder  
extinguisher  

Flammable liquids, 
gas, electrical  

equipment

Carbon dioxide 
extinguisher  

All fires including 
electrical

or or

2  Fire
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CODE  
ORANGE

CODE  
YELLOW

or

then

Dial 000  
for Emergency 

Services

Evacuate  
if it is 

appropriate

Arrange safe  
place to meet 
responders

Identify type  
and quantity  
of chemicals

Secure the area 

Notify Security – 
Emergency 
Response

Notify others  
in the area

Close doors

Do not touch
chemical

If it  
is safe to 

do so

Minimise spread  
(e.g. spill kit)

Remove ignition  
sourcesC

on
ta

in
m

en
t

3  Hazardous material
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CODE  
ORANGE

CODE  
BLUE

Dial 000  
for Emergency 

Services

Remove casualty  
to safety

Complete an 
Incident Report  

– to OHS

Contact  
Security / Warden –  

Emergency Response

Remain with  
casualty –  

give first aid

Assess casualty  
and location

Life threatening 
situation?

Follow instructions  
from Security, 
Emergency 
Response or 

Emergency Services

No

or

then

Yes

4  Serious injury, illness or substance abuse
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CODE  
ORANGE

CODE  
BLACK

Dial 000  
for Emergency 

Services

Threatening  
suicide

Violent 
or threatening  

behaviour

Complete an 
Incident Report  
– to OHS and 

Security

Contact  
Security – 

Emergency 
Response

Extreme  
or disruptive  
behaviour

Remain calm and do 
not challenge

Keep away  
from the person

Follow instructions  
from Security /  

Emergency response 
 or Emergency 

Services

or

then

Stay with the person 
and keep them 

talking 

5  Disturbed or hostile person
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CODE  
ORANGE

CODE  
BLACK

 
Notify others  
in the area

 
Dial 000  

for Emergency 
Services

Contact 
Security / Warden 

– Emergency 
Response

or

then

Move away from 
open spaces

Secure the area – 
lock doors,  

windows, close 
blinds 

 
Remain calm  

and quiet

 Assess the 
situation

If it  
is safe to 

do so

Do NOT sound  
the fire alarm

Evacuate  
under Security / 

Warden, 
Emergency 

Response or 
Emergency 

Services 
instructions

6  Civil disturbance, siege,  
attack or other lock down
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CODE  
ORANGE

CODE  
PURPLE

Get someone to call 
Security / Warden  

/Emergency  
Response if possible

Follow Wardens, Security, Emergency Response advice on evacuation

Bomb threat  
via phone call

Bomb threat  
via email, letter, 

voice mail

Remain calm

Refer to the ‘Bomb 
Threat checklist’

Do not  
destroy/delete 

message 

Keep the caller 
talking

Do not agitate  
the caller

Secure the phone, 
no more calls

Notify your  
supervisor

Notify your  
supervisor

Notify Security /
Warden / Emergency 

Response 

Notify Security /  
Warden / Emergency 

Response

Fill out ‘Bomb 
Threat checklist’ and 
provide to Security

Ask about the 
expected time  
of detonation

Characteristics of 
callers voice and 

manner

Ask about location 
and description  

of device

Note any 
background noises

7  Bomb threat
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CODE  
ORANGE

Note types of 
weapons used

Note and protect 
any evidence left 

behind

Ask witnesses to 
stay until Police 

arrive

Provide assistance 
to Security/Warden/
Police and complete 

an incident report

Secure the area to 
prevent the suspects 

return

Note speech  
and mannerisms

Note physical  
features, height, 
build, hair, etc.

Note direction  
of suspect’s escape

Note other  
distinctions, scars, 
deformities, etc.

Write down  
description and 
licence plate of 
vehicles used

Activate silent  
alarm if fitted

Observe suspect

Call Security/ 
Warden/Emergency 
Response/dial 000 
after suspect leaves 

Take no action that 
threatens safety 

Remain calm,  
cooperate with 

suspect 

Note facial  
features

CODE  
BLACK

8  Robbery
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CODE  
ORANGE

CODE  
BROWN

Severe storms

Assess damage,  
commence salvage, 
complete incident 

report

Notify Insurance 
Office of extent  

of damage

Move to assembly 
area and remain until 

all clear is given

Move to the lower 
floor of multi- 

storey buildings

For protection –   
shelter under desks

Evacuate under 
instruction from 

Security, Emergency 
Response  

or Wardens

Remain within a 
secure building

Draw blinds  
and keep clear  

of windows

Assess damage  
commence salvage, 

recover water 
damaged items. 

Complete incident 
report

Notify Insurance 
Office of extent  

of damage

Move to assembly 
area and remain until 

all clear  
is given

Remove assets  
and documents  
to ‘dry havens’

Isolate electrical  
supply if  

safe to do so

Exit the area  
if flooding  

threatens safety

Enter flooded areas 
only if declared  

safe by appropriate  
authorised  

persons

Floods

9  Severe storms and floods
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CODE  
ORANGE

Dial 000  
for Emergency 

Services

Commence basic 
life support

Observe and  
assess victim

Situation appears 
recent?

No

or

then

Yes

Do not disturb  
anything 

– do not move  
the body

Contact Security, 
Warden, Emergency 

Response 

Secure the area  
until Security,  

Warden,  
Emergency  

Response arrives

Provide assistance 
to Police and  

Security, complete 
an Incident Report

CODE  
BLUE10a  Sudden death (e.g. suicide) –  

on finding the victim
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CODE  
ORANGE

or

then

Person discovers 
victim

Confirm presence  
of victim and secure 

area

Activate  
emergency 

response plan

Emergency  
Response and 

Security Managers 
notified

Incident  
Controller  
notified

Critical Incident  
Management Plan 

activated

 Counselling  
service  

activated

NoNo

No

Yes Yes

Yes

Dial 000  
for Emergency 

Services

Notify Security, 
Warden, Emergency 

Response

Security, Warden, 
ER officer  
responds

Provide 
assistance to 
Emergency 

Services on arrival

Residences 
emergency plan 

activated

Is victim 
a student?

Is victim 
a staff 

member?

Found in 
University 
residence

P&C 
notified and 
response 
activated

CODE  
BLUE10b  Sudden death (e.g. suicide) –  

organisational response
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CODE  
ORANGE

Dial 000  
for Emergency 

Services

Contact  
Security, Warden, 

Emergency 
Response

Threat received  
by email / mail

Fear of  
immediate  

harm?

Deal with under  
Departmental 
procedures

Activation of Threat 
Assessment Team if 

required

Threat Assessment 
Team advises on 
management of 

threat

Threat received  
by phone

Notify  
supervisor

Head of School  
notifies Director  

Risk Management

Supervisor notifies  
Head of School

Risk Management  
assesses and 

advises on  
management  

of threat

Is matter  
trivial?

Threat received  
in person

or

then

No

No

Yes

Yes

CODE  
BLACK

11  Threat, harassment or stalking
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CODE  
ORANGE

CODE  
BLACK

Notify  supervisor

Copy of incident 
report to Director  
Risk Management

Dial 000  
for Emergency 

Services

or

then

Supervisor  
to notify Head  

of School

Fear for 
immediate safety?

Is matter  
trivial?

Activation of Threat 
Assessment Team if 

required

Head of School  
notifies Director  

Risk Management

Risk Management  
assesses and 

advises on  
management  

of threat

Deal with under  
Departmental 
procedures

No

NoNo

Yes

Yes

Yes Yes

No

Threat Assessment 
Team / Risk 

Management 
Unit advises 
on additional 
management

Assault or  
sexual assault

Notify Police 
if not already 

involved 

Notify Security, 
Warden 

Emergency 
Response

Assault 
is recent?

Serious assault?

Notify Director  
Risk Management 

ASAP

12  Assault or sexual assault
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CODE  
ORANGE

CODE  
YELLOW

Emergency Services 
and Maintenance 

notified as required

Leave the area

Notify others  
in the area

Assess the  
situation

Immediate threat  
to safety?

No

Yes

Building warden
or

then

Contact Security, 
Warden, Emergency 

Services 

Turn off  
ignition sources

Evacuate under 
Security, Warden, 

Emergency Services 
instructions

If it  
is safe to  

do so

13  Gas leak
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CODE  
ORANGE

CODE  
BLACK

University Incident 
Controller and 

Regional Incident 
Controller notified

Course Coordinator 
notified

Student notifies 
La Trobe University 
Security and Safety 
Operations Centre

1800 800 613
24 x 7 service

Bullying or other 
harassment Stalking Assault Indecent 

assault
Other 
threats

Counseling and 
other support  
for the student  

is activated

Local safety and 
security support 
for the student is 

activated

Police notified 
if required

Liaison with 
agency 

management

14  Student placement



La Trobe University Dealing with emergencies and other incidents 19

CODE  
ORANGE

then

then

Personal 
injury 

involved

Staff 
member or 
Postgrad 
student

Contact University 
insurers 24 hour 

emergency line on 

+61 2 9929 2216 
(reverse charges) 

Quote policy 
number: 93101253

Notify La Trobe University 
Security and Safety 
Operations Centre

+61 3 9479 2012
or 

control-room@latrobe.edu.au
24 x 7 service

No

No Yes

Yes

Incident 
occurs on 
overseas 
University 

travel

Contact 
own travel 
insurance 
provider

15  Overseas travel
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CODE  
BROWN

•• In the early stages of a power failure, possible duration of the loss will be 
uncertain. Power loss may be temporary, or may be prolonged.  

•• If is safe to do so you should isolate sensitive electrical equipment, as 
power surges could be experienced before sustainable power is restored.

•• You should remain where you are until someone in authority provides 
advice or directions.

•• If a prolonged disruption – runners will be dispatched to each building to 
advise on the situation.

•• In a prolonged disruption, a non-emergency evacuation of the building may 
be required. Instructions for this will usually be relayed in person. 

•• For a non-emergency evacuation, you should leave the building as soon 
as possible, taking personal possessions and urgent work with you. Shut 
down any non essential/surge sensitive equipment, close windows and 
lock doors as you leave.

•• Most office (VOIP) phones will not work during a power disruption. 
Emergency phones are available on each floor within buildings. You should 
be prepared for the eventuality to not return to the building for the rest of 
the working day.

•• If trapped in a lift during a power failure, remain calm and use the 
emergency phone/intercom located within the lift.  If this call is unanswered 
and a mobile phone is to hand, call the emergency contact number for your 
campus.

•• Should an emergency evacuation be required, the evacuation alert will be 
sounded and you should evacuate as for any other emergency.

16  Power failure



Please complete the following information for your area.

My location is:
Room number	    Floor	

Building name	

My nearest first aiders are:
Name	    

Telephone	

Location	

Name	    

Telephone	

Location	

My nearest fire wardens are:
Name	    

Telephone	

Location	

Name	    

Telephone	

Location	

My nearest OHS representative is:
Name	

Telephone	

Location	

My Name is
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Dr Carl Gibson
Director, Risk Management Unit
La Trobe University, VIC 3086
T	 03 9479 3626
E	 carl.gibson@latrobe.edu.au

 latrobe.edu.au


