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Emergency Response Plan 
Sandringham Yacht Club 

 
Address:  
Jetty Rd Sandringham Vic 3191 
 
Prepared by: 

Sandringham Yacht Club 
 
Contact: 
Richard Hewett 
Chief Executive Officer 
Tel: (03) 9599 0911   Fax (03) 9598 8109   Mobile: 0419 886 799 
Email: ceo@syc.com.au   Web: www.syc.com.au 
 
Sandringham Yacht Club (SYC) 
 
SYC is located at the end of Jetty Rd in Sandringham, Melways ref: 76E8. Refer attachment 1 to 
view a location map. The club is located on an irregular parcel of land approximately 8.6 hectares 
occupying both a land component and a water element used for a floating marina. The site’s 
topography features a slope from the southern boundary to the northern waterfront boundary. 
The property sits to the North of Jetty Rd and to the west of Beach Rd and is bound by water at 
the Northern and Western boundaries. Access to SYC by road is via Jetty Rd.  
 
SYC comprises 3 distinct components;  
 
1) The Clubhouse with a gross building area of 2700 sq meters on 2 levels.  

- see attachments 2 and 3 
2)  The floating marina featuring 340 berths - see attachment 4 
3)  The boat yard and concessions and OTB buildings comprising 9,400 sq meters 
  
SYC is located approx. 15km south east of Melbourne’s CBD. SYC is accessible to its 2000 
members 24hours per day / 7 days per week. There is a secure main gate entrance, secure boat 
yard entrance, secure marina entrance and car park boom gates.  
 
The Sandringham Police, the Water Police and the Metropolitan Fire Brigade (Highett) all have 
main gate electronic and manual key access, and electronic key access to the boat yard, marina 
and car park as well as a copy of these plans. Skilled Maritime who are employed to provide 
security patrols of the premises on a nightly basis – they also have key access. 
 
Richard Hewett 
Chief Executive Officer



� � � � �� � � � � 	 � 
��� �
 �� � � � �- 2 - 

    
 
 

EMERGENCY RESPONSE PLAN   
SANDRINGHAM YACHT CLUB 

 
               

 

CONTENTS 
     

1. Emergency Personnel and Contact Details     Page 3 

2. Emergency Procedure for Loss of Power (Black Out)   Page 4 

3. Emergency Procedure for Fuel and Chemical Spills (and Fires)  Page 5 

4. Emergency Procedure for Bomb Threat (and Telephone)   Page 6 

5. Emergency Procedure for Fire in Main Clubhouse Building   Page 7 

6. Emergency Procedure for Fire in Marina, Hardstand and Car Park  Page 8 

7. Emergency Procedure of Fire on Boat     Page 9 

8. Emergency Procedure for Man Overboard in Marina   Page 10 

9. Emergency Procedure for Medical Treatment    Page 11 

10. Emergency Procedure for Sinking Boat     Page 12 

11. Emergency Procedure for Evacuation of Concessions Area   Page 13 

Attachment 1  Location Map Sandringham Yacht Club   Page 14  

Attachment 2  Site Plan* – Clubhouse Ground Floor   Page 15  

Attachment 3  Site Plan* – Clubhouse First Floor    Page 16 

Attachment 4  Site Plan* – Marina       Page 17 

Attachment 5  MFB Telephone Threat Checklist    Page 18 

  

 

* All site plans include locations of fire extinguishers, fire hose reels, first aid kits and our 3 main 

fire hydrants. In addition SYC has a mobile fire cart located in the Waterfront workshop, behind 
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SANDRINGHAM YACHT CLUB 

EMERGENCY 
PERSONNEL and CONTACT DETAILS 

              
 

SYC PHONE: 9599 0999 
 
Monday- Friday during 8-5 

 
Ext 117 

 
Paul Corfield 

9599 0917 or 
0417 379 409 

Monday and Tuesday night 5- 
late Ext 118 

Manager on Duty  
through Members Bar 

After hours press 2 or 9599 
0918 

Wednesday- Sunday night 5- late Ext 124 Manager on Duty 9599 0924 

Saturday during 8am – 5pm Ext 105 Paul Brien 9599 0905 or 0404 856 306 

Sunday during 8am – 5pm Ext  112 Nicholas Burgess 9599 0912 or 0422 066 781 

Chief Executive Officer Ext 111 Richard Hewett 0419 886 799 

Chief Fire Warden Ext 117 Paul Corfield 0417 379 409 

Fire Warden Ext 107  
Ext 105 

Monica Tonner 
Paul Brien 

0429 353 164 
0404 856 306 

Marina and Yard Manager Ext 125 Paul Gascoigne 0407 829 851 

Water Police   9399 7500 

First Aiders 

Ext 125 
Ext 125 
Ext 111 
Ext 114 
Ext 102  
Ext 105 
Ext 117 

Paul Gascoigne 
Sean Byrne 
Richard Hewett 
Rhan Harris 
Eloise Pritchard 
Paul Brien 
Paul Corfield 

0407 829 851 
0408 050 982 
0419 886 799 
0415 541 889 
0430 512 596 
0404 856 306 
0417 379 409 

Ambulance/Fire Brigade/Police   000 

Poisons Hotline   131 126 

State Emergency Services   9684 6666 

EPA – Fuel/Chemical Spills   9695 2777 

Electricity 
ORIGIN General Enquiry 

Emergency 

132 461 
132 099 

Gas 
AGL General Enquiry 

Emergency 

131 245 
131 766 

Water/Sewer 
South East Water 

General Enquiry 
Emergency 

131 694 
139 283 

Telstra 
  

Faults  
Directory Assistance 

132 999  
1223 

Dial before you dig   
Phone 1100 
Quote ID 2125 

Doctor Southend Medical 
245 Hampton Street 
Hampton   Mel 76 F7 

9598 7688 

Hospital Sandringham and District 
Hospital 

193 Bluff Road 
Sandringham  Mel: 76 K12 

9921 1470 

Skilled Maritime   
·  Marina and Property Nightly 

Patrols 
·  Clubhouse Alarm Company 

9645 6598 

Plumber  Biskon Plumbing  1800 158 520 
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EMERGENCY 

PROCEDURE FOR LOSS OF POWER  
(BLACK OUT) 

                 
 

 
  

1. Establish exact loss of power to which areas of the facility.  

2. Contact the Chief Fire Warden and the CEO. 

3. Contact Origin’s Emergency Electrical Ph: 132 099 and request information related to the 
outage. If it is a complete black out you will need to use a mobile phone as the landlines 
will be down. Request a reference number related to your call.  

4. Issue staff with torches – SYC has fully charged torches located in both kitchens upstairs 
and both receptions downstairs. 

5. If it is a complete black out during trading hours, in the interests of safety ask staff to 
assist guests and members evacuate the building. 

6. Ring the Sandringham Police 8530 5100 to advise them of the situation and request a 
service van be sent down to assist on the advice of the Chief Fire Warden or the Manager 
on Duty. 

7. If Origin cannot advise when power will be restored; prepare to secure and lock down the 
clubhouse. 

8. If evening time and venue is blacked out please notify the alarm company, Skilled on 
9645 6598 and request additional overnight van patrols of the venue. 

9. Notify South Eastern Cleaning -  0418 123 820 

10. Notify Food and Beverage Manager or Manager on Duty to understand impact on trading 
including upcoming or running outlets and functions and perishable items. 

11. Contact the Manager on Duty to check server power light is on, located in the Comms 
Room. 

12. File Incident report. 

 

REFER TO CLUBHOUSE GROUND FLOOR SITE PLAN WHICH INDICATES FIRST AID KITS  

 
Attachment 2 Site Plan – Clubhouse Ground Floor  Page 15 
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EMERGENCY 

PROCEDURE FOR  
FUEL and CHEMICAL SPILLS and FIRES 

                 
 
 

 
1. Contact Chief Fire Warden or Marina and Yard Manager/Waterfront Staff. 

a. If at Fuel Jetty – shutdown pumps at emergency stop button located at the Ken 
King Centre located on the eastern wall next to the noticeboard and close the 
supply lines located under the checker plate on the Ken King Centre lawn area. 

 
3. Ascertain type and source of spill i.e. diesel, petrol, oil or other. 

4. If spill is petrol or similar explosive material, clear area of any unnecessary persons.  
Turn off all electrical power to the area via the Marina Sub Board. 

 
5. Contact boat owner to stop further spillage if possible i.e. turn off bilge pump. 

 
6. Disperse spill using dispersant from dispersant dispensers in fuel jetty spill kit. 

a. Extra dispersant can be obtained from the Waterfront workshop.  

7. For heavy spills attempt to contain by using soaker pads from spill kit at fuel jetty and 
floating boom stored in the Waterfront workshop and in the fuel spill bin located on the 
fuelling jetty. 

 
8. In case of EXTREMELY HEAVY SPILLS e.g. several hundred of litres which you are 

unable to control, contact EPA 9695 2777 (Oil Spill). 
 

9. Dispose of contaminated materials in appropriate receptacles. 

10. Monitor until situation is resolved. 

11. Chief Fire Warden and CEO to ascertain the extent of the damage.  If instructed, staff are 
to assist in securing the site.  If required; Chief Fire Warden to implement a Cleanup Plan 
and Strategy to make good. 
 

12. File Incident report. 

 
REFER TO CLUBHOUSE GROUND FLOOR, FIRST FLOOR AND MARINA SITE PLANS WHICH 
INDICATES SUB BOARDS, SPILL KIT BINS, EMERGENY STOP BUTTON, FIRE EXTINGUISHERS, 
FIRE HOSE REELS, FIRST AID KITS AND OUR 3 MAIN FIRE HYDRANTS LOCATIONS 
 

Attachment 2 Site Plan – Clubhouse Ground Floor  Page 15   

Attachment 3 Site Plan – Clubhouse First Floor  Page 16   

Attachment 4 Site Plan – Marina     Page 17 
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EMERGENCY 

    PROCEDURE FOR BOMB THREAT 
                 

 

 
 

1. Bomb threat received by telephone - remember to remain calm and DO NOT HANG UP. 

2. Obtain as much information as possible and write this information down immediately in 
case it is required later; record date, time and duration, extension line call received from 
and any background noises.  Write down the exact wording of the threat; refer to 
Attachment 5: MFB Telephone Threat Checklist. 

 
3. Do not alert everyone of the threat.  Remain calm and advise Chief Fire Warden and 

CEO.  Follow instructions given.  Report call immediately to POLICE 000. 
 

4. If a suspect device is found do not touch it and alert Chief Fire Warden. 

5. If Evacuation call is given by Chief Fire Warden – take all personal items with you and 
assemble where directed. 

6. File Incident report. 

 

 
 
REFER TO MFB TELEPHONE THREAT CHECKLIST 
 
Attachment 5  MFB Telephone Threat Checklist  Page 18  
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EMERGENCY 

       PROCEDURE FOR FIRE IN 
       MAIN CLUBHOUSE BUILDING 

 
        
 

1. Any staff member will immediately contact the Chief Fire Warden and or the CEO and or the 
Manager on Duty that a fire has commenced and area involved. 

 
2. The Chief Fire Warden to advise the FIRE DEPARTMENT 000 and Security Monitor Company 

9645 6598 immediately. 
 

3. If Chief Fire Warden instructs all persons to evacuate the main Clubhouse building, the 
assembly area is the far east of carpark (staff designated parking area), unless otherwise 
instructed. 
 

a. In a Fire Alarm situation, follow the green exit signs.  They will always provide you with a safe 
path of egress, and lead to outside of the building.   

b. If you are evacuating via a stairwell, proceed in single file using the inside handrail.  Be aware 
that other occupants from other floors may enter the stairwell at any time.  Do not carry any 
object which may place you or others at risk.  (Personal belongings eg handbags etc are 
accepted - cups of hot coffee are not). 

c. Please note that lifts are not to be used during a fire evacuation.  They are only to be used 
with the authority of the attending emergency service.  

d. Where there a people with disabilities (eg persons with a physical, visual or auditory disability – 
temporary or permanent) If you are aware of someone with a disability, please provide them with 
assistance.  If you are on the first floor of the building, please report with them to the floor/area 
Warden.   Wait until the floor/area has been evacuated.   You may be placed at risk if you try to 
evacuate via the stairs when there are a large number of people.  If you are unable to use the 
stairs, inform the Chief Warden of your location, by runner and follow their directions.  Where 
evacuation is required, this should be managed by the emergency services. 

i. Remember, if you are not at immediate risk, it may be safer to remain where you are.   
ii. If you are on the fire affected floor, move away from the fire and wait in a safe place (eg 

fire isolated stairwell) for the Fire Service.  Ensure you have advised someone of your 
location.  If you are on your own, contact Security.�  
 

4. Chief Fire Warden to co-ordinate with Deputy to carry out check of all areas.  
 

5. Chief Fire Warden and CEO to liaise with department heads to identify if people are missing. 
 

6. Chief Fire Warden and CEO to account for all visitors and general public. 
 

7. Report any anomalies to the Fire Chief and they will arrange search. 

8. Only on the advice of Chief Fire Warden, staff and general public should return to building or 
leave premises. 

 
9. Chief Fire Warden and CEO to ascertain the extent of the damage.  If instructed, staff are to 

assist in securing the site.  If relevant; Chief Fire Warden to implement a Cleanup Plan and 
Strategy to make good. 
 

10. File Incident report. 

 
REFER TO CLUBHOUSE GROUND FLOOR AND FIRST FLOOR SITE PLANS WHICH INDICATE FIRE 
HOSE REEL and FIRE EXTINGUISHER LOCATIONS 
 

Attachment 2 Site Plan – Clubhouse Ground Floor  Page 15   

Attachment 3 Site Plan – Clubhouse First Floor  Page 16 
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EMERGENCY 

     FIRE PROCEDURE FOR 
        MARINA, HARDSTAND OR CARPARK 

 
        

 
 

 
1. Immediately contact the Chief Fire Warden that a fire has commenced and the area 

involved. 
 

2. The Chief Fire Warden to advise the FIRE DEPARTMENT 000 and Security Monitor 
Company 9645 6598 immediately. 

 
3. The Chief Fire Warden is to manually open the gates of the hardstand area and Marina 

and Boom gates to the car park.  If unable to do this immediately, Chief Fire Warden is 
to delegate another staff member to open the gates.  If the gates are padlocked, 
contact the Manager on Duty for Master Key number 000. 
 

4. If instructed by the Chief Fire Warden, evacuate area. 
 

3. Attempt to extinguish the fire using the correct fire extinguishers and /or water  
 

4. If instructed by the Chief Fire Warden, attempt to move vessel/s and/or car/s from the 
vicinity of fire. 

 
5. Hand over to the Fire Department. 

 
6. Chief Fire Warden and CEO or Marina and Yard Manager to ascertain the extent of the 

damage.  If instructed, staff are to assist in securing the site.  Chief Fire Warden, CEO 
and/or Marina and Yard Manager to implement a Cleanup Plan and Strategy to make 
good. 

 
7. Advise owners of vessel/s and/or car/s affected. 

 
8. File Incident report. 

 
 
 
       
REFER TO CLUBHOUSE GROUND FLOOR AND MARINA SITE PLAN WHICH INDICATES 
FIRE EXTINGUISHERS AND FIRE HOSE REELS LOCATIONS 

    

Attachment 2 Site Plan – Clubhouse Ground Floor  Page 15    

Attachment 4 Site Plan – Marina    Page 17 
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EMERGENCY 

          PROCEDURE FOR FIRE ON BOAT 
 

            

 
 
 

1. Immediately contact the Chief Fire Warden and Marina and Yard Manager. 
 

2. The Chief Fire Warden to advise the FIRE DEPARTMENT 000, Water Police  
9399 7500, Marina and Yard Manager 0407 829 851 and CEO 0419 886 799 
immediately. 

 
3. Chief Fire Warden and Marina and Yard Manager to co-ordinate evacuation all 

persons from the area. 
 

4. Ascertain type of fire if possible e.g. electrical, fuel etc. 
 

5. If safe to fight fire do so; if you believe you are in danger evacuate the area. 

6. Hand over to Fire Department on arrival. 

 
7. Chief Fire Warden and Marina and Yard Manager to ascertain the extent of the 

damage, remove debris, foam etc from area and ensure all spills have been cleaned 
and removed.  If instructed, staff are to assist in securing the site.  If relevant; Chief 
Fire Warden to implement a Cleanup Plan and Strategy to make good. 

 
8. Secure vessel. 

 
9. Notify vessel owner/s. 

 
10. File Incident report. 

 
 

 

 
 
 
REFER TO MARINA SITE PLAN WHICH INDICATES FIRE EXTINGUISHERS AND FIRE 
HOSE REELS LOCATIONS 
  

Attachment 4 Site Plan – Marina     Page 17 
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EMERGENCY 

          PROCEDURE FOR MAN 
       OVERBOARD IN MARINA 

 

        

 
 

 
1 Call “ MAN OVERBOARD”  to bring the incident to the attention of others in the area.  

Seek assistance of any persons nearby to immediately notify Marina and Yard 
Manager and/or Manager on Duty. 

 
2. Establish whether victim is conscious and their ability to swim. 

 
3. Attempt to recover victim from water by using life rings.  Life rings are located at each 

marina row sub board or direct person to nearest boat stern platform. 
 

4. Apply CPR if qualified to do so. 
 

5. Seek advice from First Aid Officer or call AMBULANCE 000 if necessary. 
 

6. File Incident report. 

 
 

 

 

 

 

 

REFER TO MARINA SITE PLAN WHICH INDICATES LIFE RING AND SUB BOARD 
LOCATIONS 
    

Attachment 4 Site Plan – Marina     Page 17 
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   EMERGENCY PROCEDURE 

   MEDICAL TREATMENT 
        

 

 
1. Remove patient if you can from danger. 

 
2 Ascertain cause of emergency and seek assistance of any persons nearby to 

immediately notify Manager on Duty.  Apply first aid if qualified or advise the First Aid 
Officer.  Depending on the seriousness of injuries; 

i. If minor; call First Aid Officer and act as advised. 

ii. In the case of sudden cardiac arrest; act quickly and calmly:  

�  Call AMBULANCE 000 and notify Manager on Duty and;  

�  Quickly get the Defibrillator and bring it to the victim’s side.   
Located, Ground Floor in the Open General Office next to Fire Door, in 
red hard shell case. 

�  If there is any delay in getting the defibrillator, check the patient and 
perform CPR if qualified to do so until the Defibrillator is available.  Check 
the immediate environment for flammable gases.  Do not use the 
defibrillator in the presence of flammable gases, such as an oxygen tent; 
however it is safe to use on someone wearing an oxygen mask. 

�  There are 3 basic steps to using the defibrillator to treat some who may 
be in sudden cardiac arrest: 

�  Press the green On/Off button. 
�  Follow the defibrillators voice instructions. 
�  Press the flashing orange Shock button if instructed. 
 

3 File Incident report. 
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REFER TO CLUBHOUSE GROUND FLOOR, FIRST FLOOR AND MARINA SITE PLANS 
WHICH INDICATES FIRST AID KIT AND DEFIBRILLATOR LOCATIONS 
 

Attachment 2 Site Plan – Clubhouse Ground Floor  Page 15    

Attachment 3 Site Plan – Clubhouse First Floor  Page 16   

Attachment 4 Site Plan – Marina     Page 17 
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EMERGENCY 

             PROCEDURE FOR SINKING BOAT 
       

 

 
 

1. Check if anybody on board. Contact Marina and Yard Manager, SYC reception and 
boat owner if possible. 

 
2. Ascertain possible cause of leak and attempt to stop leak. 
 
3. Turn on bilge pump, or use manual bilge pump to remove water. 
 
4. If required organize emergency pump from the yard. 
 
5. If own pump not successful, notify FIRE BRIGADE 000. 
 
6. Check if bilges are oily, if so collect soaker pads from spill kit and insert in bilges. 
 
7. Dispose of contaminated spill in appropriate receptacle. 

8. Only under the advice of the Marina and Yard Manager; move vessel to shallow water 
or slip vessel. 

9. File Incident report. 
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EMERGENCY PROCEDURE 

       FOR EVACUATION 
           OF CONCESSIONS AREA   

       
 

 
 

1. Tenants will be advised to evacuate the buildings by the Chief Fire Warden or CEO. 
 

2. The Chief Fire Warden to advise the FIRE DEPARTMENT 000.  
 

3. All Tenants should evacuate the Concession buildings and assemble where instructed 
and identify if people are missing and a possible location; notify Chief Fire Warden. 

 
4. On advice of the Chief Fire Warden or CEO; tenants may return to the buildings. 

 
5. If instructed by Chief Fire Warden, staff to assist Tenants in securing the site and 

determine extent of damage. Chief Fire Warden to initiate CLEAN UP. 
 

6. File Incident report. 
 
 

Concessions Building Tenants 
�
�
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LOCATION MAP 
SANDRINGHAM YACHT CLUB  

                     
 

 
 
 
The Sandringham yacht Club is located on Jetty Road in Sandringham 
Melway Reference 76, E8, and is approximately 15 Km South East of Melbourne.  
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