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1. INTRODUCTION

Occupational Health and safety Act 85 of 1993 states that every employer shall provide and
maintain, as far as reasonable practicable, a working environment that is safe and without the
risk to the health of his employees. Maijor hazards installation and Explosives regulations
stipulates that an employer or self-employed person or user shall ensure that an emergency
plan is established and implemented and that the emergency plan is tested in practice at least
every 12 months. The availability of the Contingency or Emergency plan in an institution serves
as a proactive measure to prevent and /or combat the effect and results of an emergency

situation where lives, property of information are threatened.

The Emergency plan can be implemented only through well-organised actions in which all the
available means and manpower are used in a co-ordinated and effective way to put
preventative and or control measures into operation, and through regular practice of the

emergency or contingency plan.
1.1. PURPOSE

Department of Sport, Arts and Culture and Department of Social Development are committed to
operate at the highest standard, therefore to protect the health and safety of all employees,
visitors, and the environment. The purpose of this document is to establish guidelines for safe
and efficient evacuation of employees and also to clearly define and describe the actions to be
carried out when it is necessary to evacuate the building in an event of emergency e.g fire,

bomb threat, armed robbery, etc.
1.2. SCOPE

o The scope of application of the legislation is extended to afford protection to all persons
against the risks to safety and health arising from activities at work.
e The employees of the Departments should be informed of dangers in the workplace and

be trained to cope to those dangers or threats.
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1.3. OBJECTIVES
o To provide for the health and safety of persons at work.
« Protection of persons other than persons at work against hazards e.g. visitors and
contractors.
« To provide guidelines to role players, employees and visitors on activities that should be

followed in case of emergency.

1.4. DEFINATION OF CONCEPTS

Emergency

An unforeseen occurrence or combination of circumstances that calls for immediate action
or remedy, pressing necessity, exigency.

Procedure

A series of steps taken to mend an emergency occurrence.

Assembly point

A safe place where all persons must assemble or gather in case of emergency.

Roll call

Checklist of all employees names to ensureé that all persons in the building are been identified.
Evacuation

Evacuation means leaving the scene during the time of emergency.

Alarm

Is a security measure warning of existing or approaching danger.

Bomb threat

A bomb threat is a telephone call, note or verbal message to scare people of an alleged bomb
in a dwelling environment

Fire

The release heat from a burning substance that is natural or artificial.

Explosion

Is a release of energy in a sudden, loud and often violent manner with the generation of high

temperature and usually with the release of gases.
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Armed robbery
it is an act of using a lethal force to uniawfully take cash or property of another by the use of

violence or intimidation. If not well managed, it can lead to death or injury to employees and
clients.

Strike Action

Partial or total withdrawal of labour or refusal of work by employees employed by the same

employer or different employer disagreeing on a matter of mutual relationship.

Disaster
A disaster refers to a natural or artificial happening that can cause death or destruction.

1.5. BACKROUND (DISASTER MANAGEMENT)

« Disaster management is all about preventing or reducing the risk of disaster, mitigating
the severity of disasters, emergency preparedness, rapid and effective response to
disaster and disaster recovery.

« Disaster management Act 57 of 2002 based on Occupational Health and Safety Act,
1993 and its regulation require the department to develop an emergency plan in order to

manage emergency situations in the workplace.

1.6. LEGAL FRAMEWORK
Occupational Health and safety Act 85 of 1993 compels every employer to provide and maintain
as far as reasonably practicable a working environment that is safe and without risk to the

health of his or her employees.

2. STAKEHOLDERS EMERGENCY TELEPHONE NUMBERS

TNAMEOF/DEPARTMEN TR = [CONTACT/NUME ERSEITIEE

0152906577/0152967000

10111
POLOKWANE ESKOM | 0152930001

| WATER AFFAIRS 0152901405

10777/ 0152856700

FIRE BRIGADE 0152939777 ﬂ

POLOKWANE MUNICIPALITY 015 2902433
TRAFFIC Control Room |
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3.1.

3.2,

3.3.

~ 0152902000/ 01 52902457 |

POLOKWANE PROVINCIAL TRAFFIC 0152972175/
Control ROOM

0152951022/08000006694 |
POLOKWANE HOSPITAL | 0152875000

MEDICLINIL - Floes
POLOKWANE SANDF ] | 0152993381

| DEPARTMENT OF SOCIAL DEVELOPMENT

MANKWENG HOSPITAL 015 2861000 |
MEDI CLINIC 0152903600

POLORWANE SANUT ___ | 0152993: -
RISK MANAGEMENT OFFIC 0152844193 \

"//_/—/_l
0152844000

| 0102044000 |
015 230 4338 |

.

DEPARTMENT OF SPORT ARTS& CULTURE

GENERAL INFORMATION

Addresses

Physical: DSAC 21 Biccard Street

Postal 0700

Department of Sport, Arts & Culture Tel No: 0152844000/

Department of Social Development  Tel No: 015 230 4338

Number of employees: DSAC 181 (Head office)
DSD = 148 (Head Office)

Emergency meeting

In case of an emergency, Top Management, Security committee and OHS representatives will

meet at the board room for briefing.

3.4.

Instructions

In case of emergency, instructions shall be given through telephone, cell phone and louder
hailers.

4, RISK AREAS

4.1 Server Room

4.2 Standby generator area
4.3 Basement parking

4.4 Balcony



5. AREA DESCRIPTION

5.1 History of incidents
The characteristics of the environment are normal —No history occurred before.

5.2. Names, telephone numbers of neighbours are as follows:

Name of Department: Department of Economic Development & Tourism

Contact Person: Mr Sematle M (Director Security)
Telephone numbers: 0152938645 or 015-2938300

Name of Department: Department of Public Works

Contact person: Maria (Landlord)

Contact number: 0836258441

Willem Botha — (NDPW-OHS)

Contact number: 0873573000/0716030003/01 24921486/0609976744
Contact Person: Mphaphuli Godfrey

Contact number: 0873573001

6. POSSIBLE THREATS AND CONSEQUENCES

This contingency plan makes provision for the following:

» Fires

» Bomb threats, explosions, letter bomb / suspected parcel, armed attack, Robbery,
and hostage situations,

> Interruption of necessary service e.g. water, electricity, as well as strikes and stay-
away actions.

» Disaster caused by natural forces e.g. flood, drought, storms and earthquakes.

CONSEQUENCES OF THREATS

> Death, injury and epidemics

> Fire and people who are trapped
» Disruption of essential services
» Fear and panic
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7. EMERGENCY MANAGEMENT

7.1. Emergency coordinator: Makaepea M.M
Deputy Director (Security and Risk Management - DSAC)

Office Number: 3-19
Ext: 4193 (0152844193)
Cell number: 0797032837/0761820382

Assistant Director: Risk management (DSAC)
Office number: 1-25
Ext (4132) 015 284 4132

Department of Social Development
Director Risk Management -Mr Ramalepe
Office Number: 013

Ext 015 2304448

Cell number; 0829577413

73 DSAC Leader |Coordinator communication:
Director Communication: Mr Maila K.K

Office Number: 3-5 (3¢ Floor)
Ext: 015 2844026
Cell number: 0726217370

Department of Social Development Communication Coordinator:

Deputy Director: Mantshimuli Kanakana
Office number: 2-49 (2nd Floor)

Cell number: 0716163819

Tel Number: 015 230 4358/88

7.4 DSAC Deputy / Coordinator communication: Deputy Director Research and
publication : Ms Kaka G

Office Number: 3-20

Ext 4321(0152844321)

Cell number: 0825607197

7.5 DSAC Leader fire fighter- Security Admin Officer
Mr Kungoane S

Office Number: 3.3
Ext: 4131 (01 52844131)
Cell number; 08236831 03
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76 DSAC Leader —Security: Assistant Director physical security
Mr Mphaho K.Z

Office Number: 1- 61
Ext: 4134(01528441 34)
Cell number: 0765663568

7.8 DSAC First Aid Leader: Deputy Director Employee Health and weliness
programme
Ms Mukutu N.N

Office Number: 3-45
Ext : 4194 (0152844194)
Cell number: 0609977107

DSD First Aid Leader: Deputy Director Employee Health and Weliness
Mr Maake E
Office Number: 0-10

Ext : 4338 (015230 4338)
Cell number: 076 738 0075

7.9 DSAC Evacuation leader: Assistant Director Risk Management

Magada M.R

Office Number: 1-

Ext: 4129

Cell number: 015 2844129 / 0767377556

8. EQUIPMENTS
8.1. Emergency room:

The following equipments shall always be available in the Emergency room

Telephone

Updated Contingency Plan

Loudspeaker

Torch in working condition with sufficient live batteries
Reflective jackets

First Aid bag with resuscitation equipments

Serviced Fire extinguisher

Inventory register of equipment

vV VV V V Y VYV VY

Site plan

» Stationary
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» Duplicate set of keys
» Camera

8.2. Other available equipment
» Computer
» Printer
» Fax machine

9. IDENTIFICATION LIST

TASK
DSD First Aid Team Members:

Ground Floor

|

"DSD First Aid Team Members: TMs Chokoe M P - 015 230 4311

2™ Floor

| DSAC
3rd Floor

Fire Team Members: Ground Floor

‘ First floor

|

Second floor

Third floor

-

DSAC TEAM

1.FIRE FIGHTING LEADER
L_ - eaans N

11|Page

| PERSON RESPONSIBLE AND CONTACT NUMBER
Mr QLM Mogotlane — 015 230 4338

Office No 049

Mr Masithulela L 015 230 4398
Office No 049

Mr Mabasa K.D- 0152844114
Mr Shibodze G- 0152844199
Office No: 247

Ms Ledwaba P - 015 230 4328

Office No: 2-39

Masemola P-01528441 89/0609977119

Mr Segokodi P — 0152841115
Mr Manthata M- 01 52844055/0829602860
Ms Moloto M-0152844168

Mr Rangata M.T- 01 53044420

Mr Kungoane S-01528441 31/0823683103

Mr. Kungoane S -015 284 41 3

Mr Segokodi P — 01528411 15

| Mr Manthata M- 01 52844055/0829602860




FIRE FIGHTING TEAM MEMBERS

Ms. Maphosho O-015 284 4076

Phooko MS- 015 230 4408
Mr Molotja SR- 015 230 4408

2.EVACUATION LEADER

Other Evacuation Team Members

3.FIRST AID LEADER

FIRST AID TEAM MEMBERS

Ms Magada M- 015 284 4132
Mr Mabilu TAR- 0152304339

Mr Mabasa K D- 01 52844114

Mr Shibodze G- 0152844199

Mr. Masemola P.K -015 284 4189
Ms Sethlako G- 0152304431

Ms Poopedi EM-0152304409

Ms Motlokwa M-0152304389

Ms Mukutu NN — 0152844194
Mr Maake E M- 015 230 4338

Mr Shibodze G- 0152844199

Ms. Moloto M- 015 284 4168

Mr QLM Mogotlane — 015 230 4338
Ms Chokoe MP -015 230 4311
Mr Masithulela L -015 2304398

Ms Ledwaba P- 015 230 4328

4.SECURITY TEAM LEADER

Z -0152844134

Mr Mphaho K-

HEALTH AND SAFETY FLOOR REPRESENTATIVES (DEPARTMENT OF SOCIAL
DEVELOPMENT)
{§Gﬁ§n€5§ﬁmﬁﬁgﬁgf'FBETr*r—F‘F'F*Tﬁaﬂminﬁﬁbafr_rﬂ
RFﬁ&5EEEMET‘__'——7§aﬁaﬁﬁfﬂ_'ﬁ_ﬁ'ﬂ_”Fﬁiﬁﬁiﬁﬁﬂ_—#_ﬁﬂ
Mr Mabilu TAR Ground floor 015 230 4339
| I R
Ms Moselana M.C Ground floor 015230 4386
Ms Moloto ME 7§aﬁimmf‘—’*’“ABﬂnﬁﬁE&?*'*'J
Wi Rangata M1 | W/’\
Mr Maake E Ground Floor W

N
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HEALTH AND SAFETY FLOOR REPRESENTATIVES (DEPARTMENT OF SPORT, ARTS
AND CULTURE)

Surname and initials Floor Contact number ’J

Masemola P.K 31 floor 015 284 4189

Segokodi P 1st floor 015 2844111 %
‘MolotoM ~—3%fioor 015 284 4168 _::\

Maphosho O 3™ floor 015 284 4076

Manthata M 1stfloor 015 284 4055 1
Shibodze G | 1% floor — 0152844199 _|

Magada M 1st floor 015 284 4132 "

Mabasa D 1stfloor 015 284 4114 ‘

| ——
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