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Cellar Door Risk Management,
Emergency Management 
& Environment Management 
Templates
CELLAR DOOR RISK MANAGEMENT & EMERGENCY TEMPLATES

Cellar Door Health and Safety


This document is a guide only.

· Each cellar door is unique and carries its own set of risks
· It is likely that the risks at your cellar door are relatively minimal, however think from the front gate forward
· Please consider what risks are relevant to you and insert the appropriate information
· This plan is specific only to your cellar door and does not include your winery – however, we encourage you to extend the concept to the whole of your operation
Risk Management & Emergency Plan Notes:

Risk management is all about looking at:

· What might go wrong? 

· How often it might go wrong? 

· How serious might the consequences be? 

Risk management is high priority for all organisations and should include an assessment of the things you can prevent, and the things you need to prepare to respond to if they happen. All staff, visitors and customers are exposed to risk.

· This document template is a guide only
· Each cellar door is unique and carries its own set of potential risks
· Please consider what risks are relevant to you and insert the appropriate information
· Emergencies may be internal, external or regional – please ensure you address those relevant to your building, property and regional location
The information provided in italics represents examples of Cellar Door responses.

You can use these templates a guide, or feel free to adapt the existing information in italics to suit your own business.
This section includes:

· Workplace Health and Safety Information

· Risk Management Plan Template

· Hazardous Chemical Management Template

· Emergency Plan Template

The following pages are intended as a guide only - all information contained within this document is believed to be accurate at the time of writing. The authors have taken all reasonable care in the preparation of the templates, however, they are not comprehensive. It is the responsibility of the individual businesses to tailor the documents to reflect their circumstances. 

For further information and assistance contact Wine Food Tourism Strategies Pty Ltd at admin@winefoodtourism.com.au 

WORKPLACE HEALTH AND SAFETY
The following points are an excerpt from the WorkSafe guidelines and summarise your key obligations as an employer.  If you comply with these points you should be Workplace Health and Safety compliant.  We recommend you visit the site www.workcover.com.au to seek more information.  Should you wish to have your business assessed for compliance you should contact your Workcover insurer.
What are my obligations as an employer?

By law, you must provide a safe and healthy workplace for your workers and contractors. 

This includes: 

· providing and maintaining safe plant (such as machinery and equipment) and safe systems of work (such as controlling entry to high risk areas, controlling work pace and frequency and providing systems to prevent falls from heights)

· implementing arrangements for the safe use, handling, storage and transport of plant and substances (such as dangerous goods and harmful chemicals or materials)

· maintaining the safe condition of the workplace (such as ensuring fire exits are not blocked, emergency equipment is serviceable, and general housekeeping)

· providing workers and contractors with adequate facilities (such as clean toilets, cool and clean drinking water, and hygienic eating areas)

· making sure workers have adequate information, instruction, training and supervision to work in a safe and healthy manner.

You must also: 

· adequately monitor your workers' health (such as providing hearing tests for workers exposed to high noise levels, providing blood tests for workers exposed to lead and monitoring fatigue levels of transport workers)

· keep information and records relevant to your workers' health and safety (such as records of biological monitoring, asbestos assessments, first aid records and relevant medical information)

· employ or engage people with the necessary qualifications or expertise to advise you on health and safety issues affecting your workers

· nominate a senior management representative (or yourself) to deal with workers and their health and safety representatives in resolving health and safety issues at the workplace

· generally monitor conditions at the workplace

· provide your workers with information in the appropriate languages about your workplace health and safety arrangements, including the names of those to whom the workers can make an inquiry or complaint.

Previous injuries 

· When hiring new employees you should inform them, in writing, of the nature of the work and ask if they have any pre-existing injury that may be affected by the work. 

· You should also inform them, in writing, that failing to notify or hiding a pre-existing injury which might be affected by the nature of the proposed employment could result in that injury not being eligible for future compensation claims.


Other health and safety obligations 

You must ensure that other people (such as your customers, visitors and the general public) are not endangered by the conduct of your business (for example, by providing protection from falling debris around construction sites, controlling traffic access to your workplace and limiting public access within your workplace).

RISK MANAGEMENT PLAN 
Good Risk Management prescribes that staff are adequately trained to handle incidents e.g. First Aid certification and use of emergency equipment such as fire extinguishers.  Proper training for use of operational equipment will reduce the risk of injury occurring (e.g. espresso machine, gas stove etc).

	NAME OF BUSINESS
	DATE OF THIS PLAN
	DATE TO BE REVIEWED

	
	
	(12 months from date)


All emergency telephone numbers are displayed next to all telephone handsets

	RISK/HAZARD IDENTIFICATION
	POSSIBLE EFFECTS
	PREVENTATIVE MEASURES 

	Steps and pathways to cellar door entrance


	· Slippery when wet 

· Guest may trip up or down
	· Coat with non-slip finish

· Provide hand-rail

· Remove mould or growth from surface

· Ensure no sharp or protruding objects in vicinity



	Cellar Door Floor
	· Slippery when wet
	· Indoor and outdoor mats

· Wet floor sign


	Chipped or cracked glassware
	· Cut to lip or hand


	· Check all glassware daily and remove damaged tems

	Waiters Friend wine openers
	· Cut from wine knife

· Repetitive strain injury to wrist


	· Implement foil cutters for capsule removal

· Provide bench mounted option for events and busy times


	Full Wine Boxes/Cartons
	· Back injury from stock movements

· Damage to person or property if dropped

	· Provide small trolley

	Guest wanders into vineyard
	· Accident involving vineyard equipment

· Damage to developing vines

· Transmittal of disease into vineyard

	· Staff to advise/explain risks to guests

· ‘No Access’ signage

	Fire
	· Serious injury, loss of life, damage to property
	· Fire safety equipment is regularly maintained

· Flammable materials stored appropriately

· Grounds cleared of dry debris

· Evacuation plan displayed 

· Staff trained to handle fire equipment



	Outdoor furniture
	· Injury 
	· Timber surfaces are maintained and smooth

· Equipment is secured  (e.g. Market umbrellas)

· Safety instructions for usage (e.g. Barbeques)


	Excessive alcohol consumption
	· Aggressive/disruptive behaviour

· Driving under influence

	· Responsible alcohol service plan

	Children’s Playground
	· Injury
	· Comply with National Safety Council regulations  http://www.nsc.org/library/facts/plgrdgen.htm


	Dams and waterways
	· Drowning
	· Signage warning of risk

· Barrier restricting access

· Staff briefed to raise awareness of visiting families


	Food
	· Food  contamination illness
	· Comply with Food Safety requirements

· Staff trained for best practice food handling

· Regular contact with Environmental Health Officer



	Snakes
	· Bite or Fright
	· Vicinity is kept clear of debris and grass cut short 

· Vineyard staff on snake watch during risk season

· Identified risk species and aware of nearest anti-venom

· Staff trained to handle/manage guest concerns 


	Other
	· 
	· 

	HAZARDOUS CHEMICAL MANAGEMENT

	IDENTIFIED CHEMICAL HAZARD
	STORAGE AND HANDLING PROCEDURE
	TREATMENT IF AFFECTED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EMERGENCY AND EVACUATION PLAN
It is strongly recommended that at least one first aid trained staff member is present during opening hours.

Location of First Aid Kit



















Location of Fire Extinguisher and hoses

















Key Management Contact name



wk



ah



mob





Evacuation Safe Meeting Point: (example Car Park, main entrance gate etc)












NOTE: In the event of any kind of incident or emergency, every action and outcome must be recorded in the cellar door day book or incident report form, with times, names and other important details.

	EMERGENCY AND EVACUATION PROCEDURES 

	Incident
	Initial response
	Emergency Contacts
	Staff responsibilities
	Follow up action

	Serious personal injury or accident eg. Heart Attack, broken bone or severe cut


	Apply first aid, contact emergency services, re-assure patient (family and friends).

Call Key Management contact.


	Ambulance:

Local Hospital/Doctor:

Closest first aid trained person:


	Remain calm and professional.

Limit impact on other guests.

Record details of incident.


	Contact patient to check condition.

De-brief with management and other staff.

Re-stock first aid kit.

Implement identified changes to procedure if necessary.

Finalise incident report.

Contact insurer.



	Building Fire at Cellar Door


	Delegate responsibility for evacuation to safe meeting point.

If possible attempt to extinguish fire if it is small and contained using fire extinguisher – do not take unnecessary risks.

Call Emergency Services.

Call Key Management contact.


	Fire Services:

Emergency Services:


	Remain calm

Ensure safety and comfort of staff and guests.

Prevent unnecessary delays in evacuation(do not waste time retrieving property or equipment)

Clear vehicles from vicinity.

Create clear access for emergency services. 

If possible and safe, attempt to fight fire.
	De-brief with management and other staff.

Replenish fire fighting equipment.

Implement identified changes to procedure if necessary.

Finalise incident report.

Contact insurer.



	Bushfire

Note: Management Procedures for Bushfire - actions appropriate to individual businesses will need to be considered (example whether it is policy to remain and wet down buildings etc. or to leave immediately).
	Evacuate guests according to emergency services instructions. (eg. which access roads are safe for vehicle traffic)

Remove vehicles from around buildings.

[ insert here:  management procedures for bushfire]


	Fire Services;

SES:

Police:
	Remain calm

Follow instruction of regional emergency services

Listen to radio broadcasts. 

Ensure safety of staff and guests.

Prevent unnecessary delays in evacuation(do not waste time retrieving property or equipment)

Clear vehicles from vicinity.

Create clear access for emergency services. 

 Record names and contact details of all people on the property


	Contact guests who were on site.

De-brief with management, other staff and fire services.
Replenish fire fighting equipment.

Implement identified changes to procedure if necessary.

Finalise incident report.

Contact insurer if necessary.

	OTHER POTENTIAL EMERGENCIES SPECIFIC TO YOUR CELLAR DOOR

(example: flood, severe storm, explosion etc)


	
	
	
	


INCIDENT REPORT FORM
Your Name:
Date:

	
	


DETAILS OF WHAT HAPPENED
Time and date, injury if any, activity being undertaken at the time; equipment, substance or place involved:

	


DETAILS OF PERSON/S INVOLVED
Name/s

	


Residential Address:
Postcode

	
	


Telephone:
Facsimile:

	
	


Mobile Number:
Email Address:

	
	


Employee / Contractor / Customer, etc.

	


Name and phone contact of Witnesses (if any)


	


Any other details e.g. Who is the victim’s employer? Contact details whilst on holiday?

	


ACTION TAKEN – attach photos, statements etc to this sheet

IMMEDIATE ACTION TAKEN to prevent recurrence of incident, to contact anyone involved or authorities

	


LATER, FOLLOW UP ACTION include dates

	


Cellar Door Environmental Management Templates

· The information provided in italics represents examples of Cellar Door practices

· You can use these templates a guide, or feel free to adapt the existing information in italics to suit your own business

This document template is a guide only:
· Each cellar door is unique and carries its own set of environmental risks
· It is likely that the risk your cellar door poses to the environment is minimal
· Please consider what environmental  risks are relevant to you and insert the appropriate information
· This plan is specific only to your cellar door and does not include your winery – however, we encourage you to extend the concept to the whole of your operation
The following pages are intended as a guide only - all information contained within this document is believed to be accurate at the time of writing. The authors have taken all reasonable care in the preparation of the templates, however, they are not comprehensive. It is the responsibility of the individual businesses to tailor the documents to reflect their circumstances. 

For further information and assistance contact Wine Food Tourism Strategies Pty Ltd at 

admin@winefoodtourism.com.au 

CELLAR DOOR ENVIRONMENTAL MANAGEMENT PLAN 
Environmental risk may be caused by people coming on to your property, the equipment and resources you use, or natural impacts such as wind or rain.

	NAME OF BUSINESS
	DATE OF THIS PLAN
	DATE TO BE REVIEWED

	
	
	(12 months from date)


	ENVIRONMENTAL RISK 
	MANAGEMENT PROCEDURE

	Waste management

· Glass

· Corks

· Paper

· Cartons

· General rubbish
	· (if available) glass recycling collection

· Donate to local scout/school etc.

· Recycle for note paper and printer drafts

· (if available) paper recycle  collection

· (insert council waste provisions)

	Water Usage
	· No bleach or contaminant chemicals used for cleaning 

· Responsible water usage e.g. taps not left running, star rated glass washer, efficient garden watering program and drip installation.

· Rainwater catchments
· Grey water re-use program



	Effluent treatment
	· [insert details of your system]

	People movement
	· Designated pathways on all sensitive land area

	Vehicle movement
	· Speed restrictions

· Hardened driveways and designated parking areas
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