
 
 

 
Policy Statement 

Occupational Health and Safety 
 
Arts Radio Limited recognises its obligations to ensure the safety of its staff, 
members and visitors within the Station. Your personal safety and that of others 
should be of utmost concern at all times when involved in any area of the 
station’s activities.  Please take time to familiarise yourself with this summary of 
basic safety procedures and ask the General Manager should you require further 
information. 
 
Bomb Threat 
If you receive a bomb threat you should: 
1. Obtain as much information as possible from the caller, particularly specific 

location and detonation time 
2. Phone the Police on 9222 1111 
3. Report threat to the officer on duty 
4. Follow his/her instructions 
5. Inform the General Manager  
Life or Death Situation 
In the event of a life or death situation, dial 0, then 000. 
 
Fire 
Fire extinguishers are located: 
1. outside the tech room (left of the master control rack) 
2. next to the exit door to the program pigeon holes 
3. next to the back exit to the car park 
 
There is also a fire hose located inside the rear entry door on the ground floor. 
DO NOT use water on electrical fires. 
 
If a fire occurs that cannot be safely extinguished with the extinguisher or fire 
hose, the following procedures should be followed: 
1. Shout ‘fire’ DO NOT ATTEMPT TO FIGHT THE FIRE YOURSELF. 
2. Telephone 000 and request fire brigade to the radio station – 642 Beaufort 

Street Mt Lawley (nearest corner is Walcott Street). 
3. If possible, send someone outside to direct the Fire Brigade to site of fire  
4. If it is safe, check all people have evacuated the building and then 

evacuate yourself.  Close all doors. Make sure to check the Production Room 
and the toilets that everyone is out of the building. 

5. The meeting spot is located at behind the station in the car park; make sure 
everyone is accounted for.  

6. Fire doors must not be left open. 
7. As soon as practical contact the General Manager. 
 



Accidents 
A First Aid kit is located in the kitchen. All accidents whether minor or major must 
be reported to the General Manager as soon as possible. 
 
Ambulance 
Telephone 000 and request an ambulance stating clearly where it is required.  If 
possible send a person outside to direct the ambulance. 
 
Hazardous Situation 
If there is a hazardous situation do not attempt to rectify the situation yourself. 
Make the Technician, General Manager or Office Manager aware of the 
situation so they can take the proper steps to remove the hazard. Do not assume 
that someone else will let these people know; make it your business to ensure 
that the hazard is dealt with.  
 
If there is no one in the office to deal with the hazardous situation call the 
emergency numbers so someone can come down and fix the problem. 
 
Once your have notified the person of the situation put chairs around the area 
to protect other people or make a sign to let other people know that situation is 
known and will be dealt with. 
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