
Emergency 
procedures 
Purpose and scope 
This procedure is designed to help and enable all employees to know what procedures to 
follow in certain emergency situations. 

This document will cover these specific emergencies -  

●​ fire 
●​ medical 
●​ missing person 
●​ severe weather 
●​ power failure 

Principles 

Fire 

●​ raise the alarm by shouting if people are not nearby (Care should be taken not 
to cause fear in those with conditions such as FND, ASD etc.) 

●​ direct everyone to the fire assembly point and direct someone to call the 
emergency services 999 or 112 

●​ extinguish the fire with the relevant fire extinguisher if it is small and safe to do 
so 

●​ use fire blanket to extinguish flames on any person 
●​ inform the garden owners of the situation 

Medical 

●​ all staff to be trained as first aiders 
●​ adequate first aid supplies stored onsite and replenished as necessary 
●​ call 999 or 112 if ambulance and paramedics are required 
●​ one member of staff to be trained in first aid for mental health 
●​ All service users specific predisposing conditions relating to first aid gathered 

at initial assessment 
●​ Automated External Defibrillators are located - 

○​ in the mass vaccination centre (9am-5pm) 
○​ at the ambulance station (only when ambulance is there) 
○​ Royston Community Hall, Bronllys 



Missing person 

All staff to be mindful of the whereabouts of service users. In the event of a 
missing person - 

●​ a member of staff conducts a search imediately 
●​ a member of staff who is not conducting the search contacts next of kin of 

missing person and emergency services if necessary - dependant on risk. 
●​ once all remaining service users have left the project all remaining staff 

members join the search taking the first aid kit with them and ensuring they 
have a mobile phone with them. 

●​ possibly contact the referrer  

Severe weather conditions 

●​ If the weather conditions are severe before the start of the session or if severe 
weather is forecast on the day then the session will be cancelled 

●​ If severe weather conditions develop during a session then service users, 
members of staff and volunteers congregate in the kitchen area until it is safe 
to come out. If there is damage to the greenhouse then the session will be 
cancelled and carers etc contacted to collect service users 

Power failure 

●​ power failure will only be an emergency in the winter in very cold conditions 
when heating and access to hot drinks is necessary to stay warm 

○​ if power failure occurs in this situation then the session will be 
cancelled and the service users sent home 

Other emergencies 
 

If any other emergency arises that is not covered by this document then staff and 
volunteers will be expected to use their common sense to ensure the safety of 
service users, volunteers and colleagues and to get in contact with the emergency 
services when necessary. 

 

Document Change Record 
 
Date of Change: Changed By: Comments: 

10/7/2022 R. Benoy  

10.07.23 J Powell Reviewed  



14.10.24 R. Benoy Review and change made to AED location 

11.7.25 R. Benoy Reviewed - no change 

 

Associated policies 
Health and Safety in the Workplace policy 
Safeguarding policy 
Disclosure of Malpractice in the Workplace (Whistleblowing) policy 
Dealing with safeguarding reports 
Lone working policy 
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