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How to provide assistance. 

Welcome to the Inprevo Emergency Response basic and refresher training. We appreciate the 

opportunity to provide you with these courses. As a significant player in the field of emergency 

response, we understand the importance of providing our clients with high-quality education. 

Together with other professionals in the field, we have made a manual focused on learning the 

practical skills necessary to provide assistance. “This is how to do it!” 

Knowledge and readiness to take action are vital. 

This book focusses specifically on the skills required to obtain the emergency response diploma 

and to anchor the acquired knowledge. This ER practical manual is in accordance with the 

requirements and guidelines of Dutch Labour Laws.

Each chapter presents the information, skills and knowledge associated to the relevant situations. 

This offers structure and speed in finding the required information. The Inprevo ER manual 

consists of the following sections:

• Firefighting   • Evacuation   • Communication   • First Aid 

Several sections in this book are clickable. From the main index you can click through to the 

different modules such as firefighting.  It is also possible to choose a chapter right away, such as; 

Emergency response in a company and the role of the emergency responder

At the beginning of each module you will find the table of contents. From here you can easily go 

to one of the topics/chapters. On each of these pages you will find a home button to return to the 

table of contents.  

If you are on one of the pages in a chapter, you will see a button with an arrow at the bottom.  

This will take you back to the table of contents of that specific module.

I am confident that this manual will find a prominent place in your home or workplace. It could 

even prompt others to join one of our ER basic or refresher courses. This manual fulfills Inprevo’s 

intention to deliver high-quality ER education. 

We wish you informative days!

Yours Sincerely



1 Emergency response in company and 

the role of the emergency responder  8

1.1 In-company emergency response 8

1.2 The emergency response officers 8

1.3 The creation of an in-company  

emergency response organisation 9

2 The most important issues in  

firefighting 10

2.1 General information 10

2.2 Six major issues 10

2.3 Safety 13

3 The combustion process 14

3.1 General information 14

3.2 Knowledge of the combustion  

process 14

3.3 The extinguishing principle 15

3.4 Fire development 17

4 The extinguishing agents 18

4.1 General information 18

4.2 Types of extinguishing equipment 18

4.3 The extinguishing factor of wet  

equipment 18

4.4 The extinguishing factor of dry  

equipment 19

4.5 The extinguishing factor of gas  

equipment 20

5 Small extinguishing equipment 21

5.1 General information 21

5.2 Small extinguishing equipment 21

5.3 The fire hose 21

5.4 The powder extinguisher 22

5.5 The carbon dioxide extinguisher 22

5.6 The foam extinguisher 23

5.7 The fire blanket 23

6 Fire categories 24

6.1 General information 24

6.2 General extinguishing principles 25

6.3 Solid on fire 26

6.4 Liquid on fire 27

6.5 Gas on fire 28

6.6 Metal on fire 29

6.7 Oil on fire 30

6.8 Fire indoors 31

6.9 Fire outdoors 32

6.10 The types of extinguishing  

agents: a compilation 33

7 Dangers in firefighting 35

7.1. General information 35

7.2 Dangerous substances 35

7.3 The dangers of electricity 37

7.4. The dangers of explosion 37

8 Preventative measures  

and facilities 38

8.1 General information 38

8.2 Fire risks 38

8.3 Fire prevention 38

8.4 Fire prevention measures 39

Firefighting contents

Emergency Response Manual   |   3



1 The most important issues in  

evacuation 41

1.1 General information 41

1.2 Six major issues 41

2 The evacuation plan 43

2.1 General information 43

2.2 Objective and purpose of the  

evacuation plan 43

2.3 The contents of the evacuation plan 45

3 The tasks of the emergency  

response officer in an evacuation 47

3.1 The emergency response officer  

and his/her tasks 47

3.2 Evacuation organisation 48

3.3 The evacuation 50

3.4 The questions that all emergency  

response officers need to ask 

themselves 51

4 Facilities for a safe evacuation 53

4.1.  General information 53

4.2 Escape routes 53

4.3 Emergency lighting 55

4.4 Emergency equipment 57

5 Drill and training 58

5.1 General information 58

5.2 The purpose of a drill 58

5.3 What to look for during a drill 58

6 Information 59

6.1 Information: target groups and  

contents  59

6.2 Examples 60

7 Guidelines for regular checks 62

Evacuation contents

Emergency Response Manual   |   4



1 The major communication issues 67

1.1 General information 67

1.2 Five issues 67

2 Communication in general 70

2.1 General information 70

2.2 Communication objective 70

2.3 Communication errors 71

3 Internal communication 72

3.1 General information 72

3.2 Preventative communication 72

3.3 Reporting procedures 73

3.4 Types of alarm 74

4 External communication 76

4.1 General information 76

4.2 Outpost role 76

5 Means of communication 78

5.1 General information 78

5.2 Public address system 78

5.3 Slow-whoop or evacuation system 78

5.4 Radio / mobile phone 78

5.5 Messaging system, radio pager,  

beeper 79

5.6 Telephone 79

5.7 Smoke detectors and fire alarms 80

Communication contents

Emergency Response Manual   |   5



1 Introduction 82

2 How to provide First Aid 83

2.1 The order of procedures whilst  

providing life-saving First Aid 85

2.2 Three vital signs 87

2.3 How to assess the casualty 89

2.4 Emotional reactions to an accident 90

3 How to assess a casualty 91

3.1 The order of assessment 91

3.2 The casualty is unresponsive 92

3.3 The chin lift method 92

3.4 Turn the casualty over from  

front to back 93

3.5 Recovery position 96

3.6 Algorithm 98

3.7 If the casualty does not breath  

normally 99

4 A.E.D. 102

4.1 How des the A.E.D. work? 102

4.2 Fainting 104

4.3  Airway obstruction (choking) 106

4.4 Pediatric C.P.R. with A.E.D. 111

5 Serious external blood loss 113

6 Shock 115

6.1 Anafylactische shock 117

7 Burns 118

7.1 Chemical burns 120

8 How to treat external wounds 120

8.1 Standard bandage 121

8.2 Rolled-up emergency bandage 121

9 Fracture, dislocation, bruises  

and sprains 122

9.1 Fractures 122

9.2 Dislocation 125

9.3 Bruises and sprains 126 

 

10 Eye injuries 129

11 Poisoning 130

11.1 First Aid for poisoning 131

11.2 First Aid for poisoning via  

digestive system 131

11.3 Poisoning via the respiratory  

system 131

11.4 Skin exposure to dangerous  

substances 132

12  Electrical injuries 132

13  Minor injuries 134

14 Summary 135

First Aid contents

Emergency Response Manual   |   6



 Emergency Response Manual  Firefighting   |   7

1	 Emergency	response	and	the	role	of	the	emergency	response	officer	 8

2	 The	most	important	issues	in	firefighting	 10

3 The combustion process 14

4	 The	extinguishing	agents	 18

5 Small extinguishing equipment 21

6 Fire categories 24

7	 Dangers	in	firefighting	 35

8	 Preventative	measures	and	facilities	 38

Firefighting



 Emergency Response Manual  Firefighting   |   8

1    Emergency response and the role of the 
emergency response officer

Labour Law obligates organisations to set up the In-company Emergency Response (ERT/BHV) in such 

a way that the emergency response officers can be in a position to provide adequate assistance within 

a couple of minutes of the alarm being raised. This chapter deals with the role of the emergency 

response officer.

1.1  In-company Emergency Response
In-company	emergency	response	means	that	people	can	intervene	internally	in	case	of	small	or	large	

calamity. In other words, this implies:

• To	provide	First	Aid	in	accidents;

• To	limit	and	fight	a	small	fire	and	the	consequences	thereof;

•  To	raise	the	alarm	and	evacuate	everybody	in	the	company	or	organisation	in	cases	of	emergency	 

(for	example	a	bomb	alert);

•  To	raise	the	alarm	and	cooperate	with	the	emergency	services	such	as	the	fire	brigade.

The	objective	of	Emergency	Response	is	to	limit	the	negative	consequences	of	accidents	and	unexpected	

situations	within	the	company.		In	addition,	Emergency	response	obviously	aims	at	protecting	as	much	as	

possible the continuity of the company processes. The employer and the in-company emergency response 

organisation	focus	on	this	target.	The	emergency	response	officers	form	part	of	this	In-company	emergency	

response organisation.

1.2  The most important issues in firefighting
The	employer	appoints	a	number	of	employees	as	ER	Officers.	Their	task	is	to	intervene	in	emergency	situations	

or	calamity,	such	as	fire	and	accident.	To	ensure	that	they	are	capable	of	fulfilling	their	task	of	providing	

assistance,	education,	training	and	practice	are	a	must.	Via	a	risk	assessment	procedure	(RI&E),	the	employer	

decides	on	the	level	of	knowledge	and	skills	necessary	to	their	situation.	In	some	cases,	a	basic	training	is	

sufficient.	However,	it	could	be	that	specific	risks	necessitate	a	more	advanced	training.		The	employer	must	

ensure	that	the	ERT	(Emergency	Response	Team)	are	in	possession	of	the	right	equipment,	are	well	trained	

and	practice	regularly	within	the	company	environment.	If	you	have	been	appointed	as	Emergency	Response	

Officer,	you	have		an	outpost	role.	You	intervene	immediately	in	an	incident	situation.	If	necessary,	the	

emergency	services	will	take	over.	These	are	the	fire	brigade,	the	ambulance	service	and	the	police.
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1.3  The creation of an in-company emergency response organisation
To	achieve	a	well-functioning	emergency	response	organisation,	the	employer	needs	to	take	a	number	of	

steps.	Here	are	the	most	essential:

•  A	risk	assessment	has	been	carried	out;

•  The	risks	are	evaluated;

•  The	employer	has	taken	measures	to	remove	the	risks	or	to	limit	them	as	much	as	possible;

•  An	emergency	response	organisation	has	been	set	up	(with	people,	equipment	and	procedures);

•  The	emergency	response	organisation	is	registered	in	an	emergency	response	plan;

•  The	employer	has	taken	measures	to	maintain	the	emergency	response	organisation	by	providing	regular	

practice/drills.

In	setting	up	the	emergency	response	organisation,	the	employer	takes	into	account	a		number	of	criteria.	

The most important are: 

•  The	potential	risks	within	the	company;

•  The	operational	accessibility,	availability	and	presence	of	the		emergency	response	organisation	 

(ERT/BHV);

•  A	sufficient	number	of	emergency	response	officers	need	to	be	present	in-company;

•  The	equipment,	tools	and	facilities	need	to	be	in	order;

•  Training, expertise and practice.
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2   the most important issues in firefighting

2.1  General information
All	fires,	however	large,	begin	small.	It	is	therefore	crucial	that	a	fire	be	addressed	at	the	earliest	stage		

possible.	The	fire	is	hopefully	still	relatively	small	and	can	be	fought	with	small	equipment.	

To	fight	a	fire	at	an	early	stage,	small	equipment	is	needed.	These	are	made	to	be	activated	with	simple	

manoeuvres.	

2.2  Six major issues
Before	actively	starting	to	fight	a	fire,	it	is	essential	and	of	life-saving	importance	for	your	own	safety	and	

that of your casualty that you carefully consider the following points: 

1.   Beware of danger

Danger for the emergency response officer
In	addressing	a	fire,	do	not	take	any	unnecessary	risks	and	always	chose	 

for	your	own	safety.	Smoke	and	heat	always	rise	upwards,	therefore	stay	 

as	low	to	the	ground	as	possible	and	keep	your	distance	from	the	source	of	 

fire	and	smoke.	

Be	careful	of	dangers	such	as:	

•	 The	gasses	in	smoke;

•	 The	presence	of	gas	and	oxygen	cylinders;

•	 The	presence	of	dangerous	substances;

•	 High-tension	cables;

•	 The	rapid	spread	of	the	fire.

Therefore, 
do not go

 anywhere close 
to smoke!!!

6.

1.

2.

3.

4.

5.

Beware of danger;

Raise the alarm or ask someone to do so;

Localise the place, type and scale of the incident (fire, dangerous substances,  

accident with injury);

Check if there are casualties;

Make sure that you do not get cut-off by the fire;

Prevent panic.
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Danger to others
Warn	others	over	potential	dangers	and	inform	them	of	the	route	to	follow	to	reach	a	safe	place.

2. Raise the alarm or ask someone to do so;

Before	starting	with	the	actual	firefighting,	it	is	crucial	to	alert	the	professional	emergency	services.	 

Do	not	waste	time.	It	could	be	that	it	is	impossible		fully	or	partially	to	get	the	fire	under	control.	It	is	

therefore	essential	that	the	emergency	services	get	to	the	location	as	quickly	as	possible.	A	clear	alarm	

message consists of:

•	 	The	exact	location	of	the	fire;

•	 	What	is	burning;

•	 	As	much	information	as	possible	over	the	scale	and	circumstances.

Inform	yourself	about	the	internal	and	external	alarm	procedures	within	your	organisation.	Always	follow	

the	internal	alarm	procedures,	so	that	the	other	emergency	response	officers	can	be	informed	by	the	main	

information point (usually reception). To report an external alarm, use the national alarm number 1-1-2.

How does 1-1-2 work?

•	 	Call	1-1-2;

•  The dispatcher responds: “1-1-2 emergency dispatch, who do you want to 

speak	to:	police,	fire	brigade	or	ambulance	and	at	which	location?”;

•	 	Explain	where	you	are	calling	from	and	whether	you	require	the	fire	brigade,	

the	police	or	the	ambulance;

•	 	Do	not	hang	up	the	phone.	You	will	be	connected	to	the	emergency	service	

that	you	have	required;
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•	 	The	second	dispatcher	will	ask	“	what	is	the	address	of	the	incident?”	Make	sure	that	you	can	tell	them	

where	the	situation	is	happening;

•	 	As	soon	as	you	have	given	the	address,	the	relevant	service	will	be	dispatched.	Other	questions	will	then	

be	asked	to	assess	what	other	assistance	may	be	needed.	Do	not	worry,	this	does	not	delay	the	arrival	of	

the	emergency	services.	In	fact,	it	helps	them	to	provide	better	assistance;

•	 	Answer	the	dispatchers’	questions	shortly	and	clearly.

3. Localise the place and scale of the incident

The	extinguishing	agent	must	be	aimed	directly	into	the	fire.	It	is	important	to	assess	the	scale	of	the	fire	

due to the quantity of extinguishing agent that is necessary.

4. Check if potential casualties are involved in the fire

Warn	everybody	around	you.	This	can	be	done	verbally,	by	phone	and/or	via	the	alarm	system.	Then	assess	

if	there	are	casualties	involved	in	the	fire.	Providing	assistance	to	casualties	always	is	priority	number	one.

•	 	Remove	the	casualty	as	quickly	as	possible	from	the	danger	zone;

•	 	Use	to	the	Rautek	technique	to	this	effect	(if	at	all	possible).

Extinguish	the	fire	on	a	casualty	on	fire	as	soon	as	possible.	Beware	of	the	following:

•	 	Use	the	fire	hose	or	a	fire	extinguisher;

•	 	Extinguish	from	the	head	down;

•	 	Protect	the	face	of	the	casualty	as	much	as	possible;

•	 	Cool	with	water	for	at	least	10	minutes.

Use	the	fire	hose	in	a	water	shield	setting	and	use	your	hand	to	direct	the	flow	to	the	casualty;	the	

objective	is	just	to	cool!

5. Make sure not to get cut-off by the fire

During	firefighting,	always	make	sure	of	a	retreat.	The	fire	can	spread	quickly	or	there	can	be	a	huge	smoke	

development.	If	this	happens,	immediately	leave	the	location	of	the	fire	via	the	escape	route.	If	possible,	

close	all	doors	and	windows	to	prevent	extra	oxygen	from	feeding	the	fire	and	smoke	from	contaminating	

the	emergency	escape	routes.	Remain	available	to	inform	the	fire	brigade	which	is	on	its	way	about	the	

cause	and	location	of	the	fire.	If	the	fire	brigade	is	informed	quickly,	the	firefighting	is	also	quicker.
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6. Prevent panic

One	of	the	biggest	dangers	by	fire	is	panic;	your	own	panic	and	that	of	your	colleagues.	As	emergency	

response	officer,	try	to	prevent	panic.	Use	your	knowledge	and	skills.	If	you	have	less	understanding	of	

certain	issues,	then	try	to	find	out:

•	 	Look,	think,	act	and	check:	do	not	rush	into	things	but	try	to	inspire	calm.	Practice	certain	scenarios	

regularly.

•	 	Know	your	limits.	Do	not	go	beyond.	You	are	a	trained	emergency	response	officer	and	your	colleagues	

expect concrete measures from you.

2.3  Safety
Dangers	in	fire	are	mostly	heat	and	smoke.	Smoke	causes	intoxication.	In	addition,	smoke	contains	many	

dangerous	substances	which	damage	the	lungs.	The	fire	heats	up	the	air.	Breathing	in	hot	air	makes	

the	mucous	membranes	swell	up	whereby	breathing	is	endangered.	Eventually,	breathing	is	no	longer	

possible.	To	escape	smoke	and	heat,	leave	the	fire	location	as	soon	as	possible.	And	stay	low	to	the	

ground while doing so.

Please note: in all cases, as emergency response officer, do not go where there is smoke!!!

Obviously,	external	burns	are	also	an	issue.	Cool	all	burns	immediately	for	at	least	10	minutes	with	

flowing	lukewarm	water.	Do	not	use	any	burn	ointment	or	any	such	things.
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3.   The combustion process

3.1.  General information
In	order	to	fight	a	fire	safely	and	effectively,	knowledge	of	the	principles	of	combustion	and	extinction	is	

necessary.

3.2.  Knowledge of the combustion process
To	create	and	maintain	fire,	three	factors	are	needed:

•	 Oxygen;

•	 Fuel;

• Ignition temperature.

Oxygen
Oxygen	is	available	in	sufficient	supply	in	the	air.	A	good	supply	of	oxygen	activates	a	fire.

Fuel
Fuel exits in three types of capacity. Namely:

•	 Solids	(paper,	wood,	fabric);

•	 Liquids	(petrol,	cooking	oil);

•	 Gasses	(butane,	propane,	LPG).

Ignition temperature
The temperature by which a certain fuel starts combusting due to its ignition temperature. This ignition 

temperature	defers	per	fuel	and	can	be	reached	in	various	ways.

Here	are	a	few	examples:

•	 Friction;

•	 Electricity;

•	 An	external	ignition	source;

• Sun energy, radiation.

The	finer	the	distribution	of	the	fuel,	the	faster	it	achieves	its	ignition	temperature.

•	 Woodwool	burns	faster	than	a	beam;

•	 Steel,	in	fine	enough	particles	(for	example	steel	wool)	is	combustible,	although	one	would	not	expect.

 

Remove 
one of these 

factors and the 
fire goes out
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3.3  The extinguishing principle
If	fuel,	oxygen	and	sufficiently	high	temperature	are	simultaneously	available,	fire	and	flames	happen.

A	good	representation	of	this	is	the	so-called	fire	triangle:

 

Every	extinguishing	method	is	based	on	the	removal	of	one	or	more	of	the	elements	of	the	fire	triangle.	

Here	is	how	to	extinguish	fire:

•	 By	lowering	the	temperature	to	below	the	ignition	point.	

For example: by spraying water onto a burning paper bin.

•	 By	preventing	the	supply	of	oxygen,	the	fire	suffocates. 

For example: Extinguishing a pan fire by putting the lid on the pan to make a closed seal.

•	 By	removing	the	fuel.. 

For example: by switching off the gas for a burning gas stove.

oxygen

ignition
temperature

�ammable substance

oxygen

ignition
temperature

�ammable substance

oxygen

�ammable substance

ignition
temperature
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Two other factors also play a role in the combustion process. These are:

•	 A	catalyst;

• The mix ratio.

Catalysts
Combustion	is	a	process	in	which	substances	react	to	each	other.	There	are	specific	substances	that	influ-

ence	this	process.	They	start	the	combustion	process	or	speed	it	up	or	slow	it	down	or	even	stop	it.

These	substances	are	called	catalysts.	A	catalyst	influences	a	reaction	in	a	positive	or	negative	manner,	

without	taking	part	in	the	combustion	process	itself.	

For example: a sugar cube itself does not burn, but does burn if put into cigarette ash.

The mix ratio

To	create	fire,	the	various	factors	have	to	come	into	a	certain	combination.	If	the	mix	ratio	is	disturbed,	

fire	is	impossible.	

For example: A combustion engine in which the oxygen/fuel combination is not correct does not function.

In	summary,	there	are	five	factors	that	can	be	influenced	to	extinguish	a	fire.	These	are:

•	 Catalyst;

•	 Mix	ratio;

•	 Oxygen;

•	 Fuel;

• Ignition temperature. 

oxygen

ignition
temperature

�ammable substance
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These	five	factors	form	the	so-called	fire	pentagon.	If	the	fire	pentagon	remains,	then	the	combustion	

process	continues.	However,	if	one	of	the	five	elements	is	removed,	then	fire	is	no	longer	possible.	

3.4  Fire development
All	fires	follow	a	number	of	steps	or	phases.	It	is	important	to	know	the	steps	and	their	stages.	They	tell	

you	about	the	development	of	the	fire.

Smoldering

Smoldering	is	the	beginning	of	the	fire.	The	ignition	temperature	has	not	been	reached	yet	and	there	is	

still too little oxygen. For example, a cigarette butt that has been thrown away in a bin can still cause a 

fire	after	quite	a	while.

Flames

If	you	see	flames,	the	fire	is	not	yet	too	long	on	the	go.	Where	there	are	flames,	there	is	oxygen.	Flames	

use	up	oxygen	and	cause	heat.	If	the	oxygen	has	been	used	up,	then	the	flames	disappear.	The	flame	

stage	lasts	ten	to	fifteen	minutes.	Be	careful:	liquids	and	gasses	exclusively	burn	with	flames.

Glowing

The	flammable	substances	are	hot:	they	glow.	A	glowing	fire	is	dangerous.	If	oxygen	is	added,	the	flames	

flare	up	immediately.

Be careful: this applies only to solid substances.

oxygen

mix
ratio

catalyst

ignition
temperature

�ammable substance
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4   The extinguishing agents

4.1  General information
Several	types	of	extinguishing	agents	are	available	to	combat	fire.	This	chapter	contains	the	relevant	

extinguishing agents and explains the process of each agent.

4.2  Types of extinguishing equipment 
Extinguishing	equipment	can	be	divided	into	three	categories:

1.	Wet	equipment:	water,	foam	or	AFF;

2.	Dry	equipment:	powder,	sand,	fire	blanket;

3.	Gas	substances:	carbon	dioxide	(carbon	dioxide	snow	or	CO2).

4.3  The extinguishing factor of wet equipment
Wet	substances	consist	mostly	of	water.	They	are	therefore	conductive	of	electricity	and	often	not		

appropriate	to	extinguish	objects	under	voltage.	

Water as extinguishing agent

Water	is	one	of	the	best	extinguishing	agent.	By	spraying	a	sufficient	amount	of	water	on	the	fire,	the	

temperature	of	the	flammable	substance	declines	to	the	ignition	level.	The	fire	is	then	extinguished	by	

reducing	the	combustion	temperature.	The	water	removes	the	heat	from	the	fire	due	to	evaporation.	 

This	is	most	efficient	by	spraying	the	water	onto	the	fire.	Here	are	some	characteristics:

•	 Great	cooling	capacity;

•	 Appropriate	for	many	types	of	fire;

•	 Conductive	of	electricity;

•	 Can	cause	collateral	damage;

•	 Mostly	available	in	large	quantity.

oxygen

ignition
temperature

�ammable substance



 Emergency Response Manual  Firefighting   |   19

Foam as extinguishing agent

Foam	covers	the	fire	thereby	removing	oxygen.	In	addition,	foam	prevents	the	production	of	 

flammable	gasses	and	vapours.	During	the	extinguishing	process,	foam	is	created	by	adding	a	 

foaming agent to water.

A	few	characteristics	are:

•	 Totally	appropriate	for	liquid	fires;

•	 Totally	appropriate	as	a	preventative	agent	for	non-flammable	liquids.

AFF	is	a	specific	type	of	foam	which	creates	a	kind	of	film	on	the	burning	substance.	In	contrast	to	water,	

AFF	foam	offers	the	added	bonus	of	being	virtually	not	conductive	of	electricity.	This	is	the	result	of	the	

addition	of	foam	and	the	way	the	foam	is	released	by	the	extinguisher.	However,	it	is	always	advisable	to	

remain careful. 

4.4  The extinguishing factor of dry equipment
Dry	substances	are	not	conductive	of	electricity.	Their	use	is	quite	appropriate	for	many	types	of	fires.

The powder extinguisher

Extinguishing	powders	have	a	negative	catalytic	effect.	This	means	that	the	powder	influences	the	

combustion	process	in	a	negative	way.	The	powder	destroys	the	flames.	A	powder	cloud	develops	by	

spraying powder with nitrogen.

A	few	characteristics	are:

•	 There	various	types	of	powders	for	various	types	of	fires;

•	 Powder	is	extremely	fine	and	permeates	everything;

• In an indoor situation, powder causes enormous collateral damage (especially to electronic 

equipment).

Sand as extinguishing agent

Sand	is	an	excellent	extinguishing	agent,	for	example	for	liquid	fires.	

A	few	characteristics	are:

•	 A	thick	layer	of	sand	stops	the	supply	of	oxygen;

•	 Sand	cools	off	the	flammable	substance;
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•	 On	a	liquid	fire,	sand	reduces	the	flammability	because	sand	absorbs	the	liquid	and	reduces	 

the	substance;

•	 Preventative	containment	and	covering	of	the	liquid;

•	 Not	conductive	of	electricity.

The fire blanket

The	fire	blanket	has	a	covering	effect	whereby	preventing	the	supply	of	oxygen.

It	is	not	appropriate	for	extinguishing	a	pan	fire	but	quite	adequate	for	a	paper	bin	on	fire.

4.5  The extinguishing factor of gas equipment
Carbon	dioxide	(carbon	dioxide	snow	or	CO2)

We	generally	speak	of	CO2.	This	extinguishing	agent	removes	the	oxygen.	

CO2	is	a	“clean”	extinguishing	agent	and	therefore	totally	appropriate	to	combat	fires	in	meter	

cupboards/switch boxes, computer rooms, transformers etc.

A	few	characteristics	are:

•	 The	CO2	extinguishing	agent	comes	out	of	the	extinguisher	as	carbon	dioxide	snow	and	gas;

•	 CO2	is	appropriate	to	extinguish	liquid	fires;

•	 The	risk	of	re-ignition	is	big	whilst	using	CO2	because	this	agent	does	not	have	a	cooling	effect.	.

oxygen

�ammable substance

ignition
temperature
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5   Small extinguishing equipment

5.1.  General information
An	emergency	response	officer	uses	small	equipment	to	extinguish	a	starting	

fire.	This	chapter	provides	information	on	the	most	common	small	types	of	

equipment.

5.2  Small extinguishing equipment
These	are	the	equipment	and	facilities	used	by	an	emergency	response	officer	to	extinguish	and	prevent	

the	spread	of	a	fire.	They	are	easy	to	use.	For	each	type	of	equipment,	the	following	are	provided:

•	 Instructions	for	use;

•	 Pictograms	of	the	various	fire	categories.

The most common kinds of small equipment are:

•	 The	fixed	fire	hose;

• The portable extinguishers

-	 Powder	extinguishers;

-	 Carbon	dioxide	extinguishers;

- Foam extinguishers.

5.3  The fixed fire hose
The	fixed	fire	hose	is	connected	to	the	mains.	The	most	important	advantage	of	

this equipment is the illimited supply of water at your disposal. 

The	hose	sits	on	a	rotating	wheel.	The	hose	itself	has	a	closing	nozzle.

Hoe	to	use	the	fire	hose

•	 Make	sure	you	know	the	exact	location	of	the	fire	hoses	in	the	company;

•	 Open	the	valve	and	check	if	you	get	water;

•	 Unroll	the	hose	fully	and	walk	in	the	required	direction;

•	 Aim	the	nozzle	onto	the	source	of	fire;

•	 	Open	the	nozzle	and	choose	the	required	position	 

(shield of droplets or jet of water).

•	 The	fire	blanket;

• Sand
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Be careful

•	 Water	is	conductive	of	electricity.	Do	not	use	the	fire	hose	on	electrical	fires;

•	 A	side	effect	of	evaporation	of	water	is	that	the	air	(oxygen)	is	reduced	as	a	result	of	the	huge	volume	

expansion	(volume	expansion	is	1700	x);

• Use as little water as necessary to limit water damage.

5.4.  The powder extinguisher
To	combat	a	starting	fire,	extinguishing	powder	is	contained	under	pressure	

in	a	cylinder.	The	most	common	types	are	6,9	or	12	kg	powder	extinguishers.	

Car	extinguishers	are	1	to	2	kg.	The	powder	comes	out	when	pressing	the	

nozzle.	There	are	powder	extinguishers	available	for	various	types	of	fires.

How to use a powder extinguisher

•	 Pull	the	pin;

•	 Use	the	nozzle	or	the	activation	mechanism;

•	 Aim	the	hose	at	the	source	of	the	flames;

•	 Keep	pressing	the	nozzle	and	extinguish	the	fire.

5.5  The carbon dioxide extinguisher
This extinguisher consists of a steel or aluminum pressure cylinder 

containing liquid carbon dioxide compressed into gas. The pressure in the 

cylinder	is	approximately	60	bar.	The	upper	part	of	the	extinguisher	contains	

a	rapid	closure	system.	A	short	high	pressure	hose	is	often	inserted	into	the	

outflow	opening	of	the	nozzle.	The	high	pressure	hose	ends	in	an	expansion	

funnel. The expansion funnel ensures that the carbon dioxide comes out 

as snow and gas not as liquid. The carbon dioxide extinguisher is therefore 

often called the snow carbon extinguisher.

How to use a carbon dioxide extinguisher

•	 Pull	the	pin;

•	 Hold	the	expansion	funnel	by	the	handle	and	aim	the	snow/gas	at	the	source	of	the	fire;

•	 Press	the	nozzle	and	extinguish	the	fire.
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Be careful

•	 Only	hold	the	insulated	handle;	the	expansion	funnel	itself	will	be	extremely	cold	in	use;

•	 The	closing	nozzle	on	the	extinguisher	has	to	be	opened	immediately	to	prevent	frostbite.	Carbon	

dioxide	is	1,5	times	heavier	than	air.	If	used	outdoors,	it	blows	away	quickly;

•	 Leave	an	enclosed	room	as	soon	as	possible.	Carbon	dioxide	also	removes	the	oxygen.

5.6.  The foam extinguisher
This	extinguisher	is	filled	with	water	to	which	an	agent	is	added	to	dilute	the	water.	Therefore,	it	inserts	

itself	quickly	into	burning	solids.	Because	the	added	agent	covers	the	burning	substance,	it	is	also	

appropriate	for	liquid	fires.	By	using	a	special	nozzle,	it	is	possible	to	use	this	extinguisher	for	electrical	

fires.	Avoid	standing	in	the	pool	of	liquid	whilst	extinguishing	due	to	the	electrical	conductivity	issue.		

How to use a foam extinguisher

•	 Pull	the	pin;

•	 Hold	the	hose	and	aim	at	the	source	of	the	fire;

•	 Press	the	nozzle	and	extinguish	the	fire.

5.7.  The fire blanket
The	fire	blanket	is	often	found	folded	up	in	a	holder	or	rolled	up	in	a	cylinder;	

mostly	in	workshops,	laboratories	and	kitchens.	It	is	possible	to	extinguish	

small	(liquid)	fires	or	person	on	fire	by	covering	the	flames	and	therefore	

removing	the	supply	of	oxygen.	

How to use a fire blanket

•	 Remove	the	fire	blanket	from	its	holder	or	cylinder	;

•	 Hold	it	in	such	a	way	that	your	hands	are	well	protected;

•	 	To	use	a	fire	blanket	on	a	person	on	fire,	make	sure	that	it	covers	the	 

neck	of	the	casualty	properly;

•	 	Make	sure	that	the	casualty	lies	down	quickly	to	avoid	creating	a	 

chimney	effect.

Make sure that 

the victim is 

cooled with 

water ASAP
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6   Fire categories

6.1  General information
An	emergency	response	officer	may	be	confronted	with	various	types	of	fires.	Each	type	necessitates	 

its	own	approach.	This	chapter	provides	information	on	the	following	types	of	fires:

Characteristics Category

Solids	 	 	The	flammable	substance	is	a	solid 

For example: wood, textile, paper

Liquids	 	 	The	flammable	substance	is	liquid	 

For example: oil, petrol, alcohol

Gas	 	 	The	flammable	substance	is	a	gas 

For example: natural gas, butane, propane

Metal   For example: magnesium, potassium, natrium 

zirconium	and	lithium

Fat	 	 	The	flammable	substance	is	liquid 

For	example:	frying	fat	or	cooking	oil

In	addition	to	these	five	fire	categories,	there	is	also	a	difference	between	an	indoor	and	an	outdoor	fire.	

These	types	of	fires	also	require	their	own	approaches.	But	first,	here	are	some	general	principles.

Type of fire  
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6.2.  General extinguishing principles
Should	you	try	to	extinguish	a	fire,	do	not	take	any	risks	that	could	put	your	life	in	danger.	

Consider	carefully	what	you	are	trying	to	do.	Most	of	the	time,	there	are	several	ways	of	combatting	fire.	

Preventative measures

•	 Think	about	prevention;

•	 Report	an	unsafe	situation;

•	 	Know	the	escape	routes	at	your	workplace.

The extinguishing equipment

•	 Prevention	is	better	than	fighting	fire;

•	 Make	sure	that	you	always	know	where	the	small	equipment	is	located	and	how	to	use	it;

•	 Always	replace	a	piece	of	equipment	that	has	been	used;

•	 Use	the	right	type	of	equipment	for	the	type	of	fire;

•	 	Always	attack	a	fire	as	low	as	possible	(at	floor	level):	the	temperature	is	the	lowest	at	that	level	and	

there	is	more	oxygen	available	in	the	room;

•	 	Always	fight	a	fire	immediately;	the	temperature	increases	dramatically	and	causes	the	spread	of	the	

fire;

•	 Do	not	spray	at	random	but	act	calmly	and	thoughtfully;

•	 Extinguish	an	outdoor	fire	in	the	direction	of	the	wind;

•	 Extinguish	a	surface	on	fire	from	front	to	back;

•	 Extinguish	flowing	liquids	from	up	down.

Safety

•	 Be	always	aware	of	re-ignition;

•	 Avoid	breathing	in	smoke,	that	is	always	toxic;

•	 Make	sure	that	you	do	not	incur	injury	due	to	fire.
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6.3  Solid on fire
Solids	such	as	wood	if	heated	up	will	break	up	into	gasses.	These	gasses	combine	with	oxygen	and	burn	

whilst	producing	flames.	The	released	heat	will	warm	up	what	is	left	of	the	carbonised	solid	to	the	point	

that	it	will	glow.	Solids	such	as	resin,	paraffin	and	tar	immediately	liquify	and	burst	into	flames,		thus	

releasing	gasses.	The	gasses	combine	with	oxygen	and	keep	combusting	into	flames.

Fire categories and extinguishing agents

Solid	fires	are	classified	as	category	A.

Extinguishing	agents	appropriate	to	these	fires	carry	the	following	

pictogram. 

To	extinguish	a	solid	fire,	use	the	following	agents:

1.			Water;

2.		(ABC)	powder	extinguisher;

3.		Foam	extinguisher;

4.		Fire	blanket	(for	a	fire	smaller	than	the	size	of	the	blanket)

Extinguishing with water

•	 	Keep	your	distance	(in	case	of	flames:	start	extinguishing	at	5	meters	with	a	shield	of	droplets	 

or	spray);

•	 	Start	extinguishing	with	a	shield	or	spray	to	prevent	the	solid	from	blowing	away	as	it	would	 

with	a	jet	of	water	and	to	avoid	spreading	the	fire;

•	 For	a	core	fire	use	a	jet	of	water	into	the	core;

•	 Once	the	flames	have	gone,	continue	extinguishing	what	is	left	to	smolder;

•	 	Check	that	what	is	left	is	totally	extinguished	by	pulling	the	remaining	pieces	apart.

Extinguishing with powder

•	 Keep	your	distance	(start	extinguishing	at	5	to	7	meters);

•	 Aim	low	for	the	source	of	the	flames;

•	 Extinguish	in	bursts;

•	 Check	that	what	is	left	is	totally	extinguished	by	pulling	the	remaining	pieces	apart.
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Extinguishing with spray foam

•	 Keep	your	distance	(start	extinguishing	at	5	meters);

•	 Aim	low	for	the	source	of	the	flames;

•	 Extinguish	in	a	continuous	manner;

•	 	Check	that	what	is	left	is	totally	extinguished	by	pulling	the	remaining	pieces	apart.

Extinguishing with the fire blanket

•	 Hold	the	blanket	in	such	a	way	that	your	hands	are	protected;

•	 Stretch	your	arms	and	protect	your	face	with	the	blanket;

•	 Cover	or	wrap	the	source	of	the	flames	to	stop	the	supply	of	oxygen;

•	 Wait	a	while	and	remove	the	blanket	from	the	source	of	fire	carefully	at	a	safe	distance;

•	 Be	aware	of	re-ignition	and	smoke	development.

6.4  Liquid on fire
For	a	liquid	fire,	the	liquid	cannot	immediately	bond	with	oxygen	but	will	

first	produce	gasses.	These	gasses	turn	to	vapours	which	then	combine	with	

oxygen	and	combust	into	flames.	The	resulting	heat	increases	the	evaporation	

process	which	then	combined	with	oxygen	activates	the	fire.

Liquid	fires	are	classified	as	category	B.

Extinguishing	agents	appropriate	to	these	fires	carry	the	following	pictogram.	

To extinguish a solid fire, use the following agents:

•	 Powder;

•	 Carbon	dioxide	(CO2);

•	 Spray	foam;

•	 Sand;

•	 Fire	blanket	(for	a	fire	smaller	than	the	size	of	the	blanket).
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Extinguishing with powder

•	 Keep	your	distance;

•	 For	outdoor	fires,	make	sure	to	have	the	wind	in	your	back;

•	 Aim	low	for	the	source	of	the	flames;	DO	NOT	spray	into	the	liquid!;

•	 Extinguish	continuously	from	front	to	back;

•	 Only	stop	extinguish	if	the	fire	has	gone	out.

Extinguishing with carbon dioxide (CO2)

•	 Keep	your	distance;

• Use the same method as extinguishing liquids with powder but beware of re-ignition.

Extinguishing with spray foam

•	 Keep	your	distance;

•	 Aim	low	for	the	source	of	the	flames;

•	 Extinguish	in	a	continuous	manner;

Extinguishing with sand

•	 Cover	the	fire	carefully	with	sand;

•	 Start	by	covering	a	liquid	that	seems	to	be	flowing.

Extinguishing with a fire blanket

•	 Hold	the	blanket	in	such	a	way	that	your	hands	are	protected;

•	 Stretch	your	arms	and	protect	your	face	with	the	blanket;

•	 Cover	or	wrap	the	source	of	the	flames	to	stop	the	supply	of	oxygen;

•	 Wait	a	while	and	remove	the	blanket	from	the	source	of	fire	carefully	at	a	safe	distance;

•	 Be	aware	of	re-ignition	and	smoke	development.

6.5  Gas on fire
If	gas	is	on	fire,	first	switch	off	the	gas.	Then	extinguish	the	fire.	If	it	is	impos-

sible	to	switch	off	the	gas,	it	is	also	impossible	to	extinguish	the	fire	because	

the	gas	supply	keeps	increasing.	This	implies	a	risk	of	explosion!
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Fires with gasses are classified	as	category	C.	Extinguishing	agents	appropriate	to	these	fires	carry	the	

following pictogram. 

To	extinguish	such	fires,	use	the	following	techniques/methods:

•	 Switch	off	at	the	mains;

•	 Powder.

To switch off the gas mains

•	 Think	of	your	own	safety	due	to	the	risk	of	explosion;

•	 Make	sure	you	have	a	safe	way	out;

•	 Switch	off	at	the	mains	(be	careful	the	switch	can	be	hot!).

Please	note:		If	it	is	impossible	to	switch	off	at	the	mains,	it	is	better	not	to	try	to	extinguish	the	fire.	 

If	possible	prevent	the	spread	of	the	fire	by	removing	flammable	substances	or	by	 

cooling them with water.

6.6  Metal on fire
The	flammable	substance	is	metal,	such	as	kalium	or	natrium.	Burning	 

metals are noticeable for their bright white burning type with extremely  

high temperatures.

Metals	count	as	solids.	However,	they	have	been	removed	from	this	category	and	have	acquired	a	specific	

one:	category	D.	This	has	been	done	because	for	a	solid	fire,	the	most	effective	extinguishing	agent	is	

water	but	water	on	a	metal	fire	will	cause	an	explosion.	Due	to	the	extremely	high	temperature,	water	will	

break	up	into	hydrogen	(explosive)	and	oxygen	(which	activates	fire).	

Extinguishing with powder

Drawing	of	gas	cylinder	on	fire

•	 Keep	you	distance;

•	 Aim	for	the	place	where	the	gas	is	coming	out;

•	 Make	sure	that	the	powder	goes	as	much	as	 

possible	in	the	same	direction	as	the	gas;

•	 Extinguish	continuously;

•	 Switch	off	the	valve.
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To extinguish a metal fire, use:

•	 D	Powder	extinguisher;

•	 Fine	dry	sand;

• Cement.

Extinguishing with powder

•	 Keep	your	distance;

•	 Aim	low	for	the	source	of	the	flames;

• Extinguish in bursts.

•	 Check	that	all	parts	are	extinguished.

6.7  Oil on fire
Research	has	shown	that	fires	in	professional	kitchens,	cantines	and	catering	

facilities	often	happen	due	to	the	high	temperature	of	frying	fat	and	baking	oil.	

If	the	temperature	rises	above	320	degrees	Celsius	spontaneous	combustion	

takes	place.	The	cause	of	such	fires	is	often	due	to	malfunctioning	security	systems	or	the	reuse	of	old	or	

contaminated fat. 

Classification and extinguishing agents

Frying	fat	and	baking	oil	belong	to	the	liquid	category.	Fat	fires	of	large	quantities	of	oil	(more	than	 

5	liters)	cannot	be	extinguished	with	normal	foam,	CO2	or	powder	extinguishers.	Covering	the	fire	with	

a	fire	blanket	is	also	not	sufficient	in	such	cases.	In	view	of	the	temperature	of	the	fat	or	oil,	there	is	a	

serious	risk	of	re-ignition	after	the	extinguishing	process.	Therefore,	these	fires	have	been	removed	 

from	the	B	category	and	placed	into	a	new one category F.

Characteristics of extinguishing fat fires

•	 Special	fat	mix;

•	 “Wet	chemical”	or	chemical	foam;

•	 Has	a	strong	cooling	effect;

•	 The	emulsifying	effect	forms	an	effective	covering	layer.
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6.8  Fire indoors
Indoors	fires	mean	fires	other	than	in	the	open	air.	The	temperature	of	indoor	fires	can	quickly	increase	

(the	heat	cannot	dissipate)	and	limit	visibility	due	to	smoke	development.	As	for	all	incidents,	in	addition	

to	your	own	safety,	the	first	priority	is	to	rescue	a	potential	casualty.	

Fire alarm

Should	you	be	sent	to	a	certain	room	due	to	a	fire	alarm,	it	is	maybe	possible	

to	see	from	the	light	above	the	door	that	the	alarm	relates	to	this	specific	

room.	Is	there	smoke	or	hot	air	coming	from	above	the	door	or	between	the	

door	and	the	door	jamb?

Keep the door closed. Call if anybody is in there. Ask a potential casualty to crawl in the direction of 

your call. Call the fire brigade (or ask someone to call).

How to open a door in case of fire

If	there	is	no	smoke,	test	the	door	with	the	back	of	your	hands	along	the	crack	of	the	door	frame.	If	there	

is	no		warmth	to	be	felt,	the	fire	may	just	has	started	and	it	may	be	possible	to	open	the	door	according	to	

the procedures.

Then act as follows:

•	 Keep	the	door	closed	(no	extra	oxygen	will	feed	the	fire);

•	 Warn	others	and	raise	the	alarm	according	to	the	agreed	procedures;
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•	 Take	the	first	extinguishing	agent	that	is	available;

•	 Go	to	the	door	and	look	in	which	direction	the	door	opens.

The opening direction of the door is of great importance for your own safety:

•	 For	a	door	that	opens	towards	you,	the	hinges	are	visible;

•	 Kneel	behind	the	door	on	the	side	of	the	hinges;

•	 Put	one	foot	across	the	door	in	such	a	way	that	the	door	can	still	open	a	couple	of	centimeters;

•	 Turn	your	head	away	by	opening	the	door	a	little;

•	 After	three	seconds,	it	is	possible	to	open	the	door	completely.

Entering a room where there is no to little smoke

•	 Keep	your	extinguisher	at	the	ready;

•	 Call	to	a	potential	casualty;

•	 Prevent	the	spread	of	smoke	and	close	the	door	behind	you	when	leaving;

•	 Use	the	Rautek	technique	to	remove	a	potential	casualty		from	the	danger	zone	but	 

keep	out	of	the	smoke;

•	 Never	go	past	a	fire,	you	may	get	cut	off;

•	 Extinguish	the	fire.

There	is	a	time	limit	to	the	use	of	an	extinguisher.	If	the	fire	is	out	of	control,	then	it	is	too	big	for	an	

emergency	response	officer.	Leave	the	room	and	press	the	fire	alarm.

6.9  Fire outdoors
The	temperature	of	an	outdoor	fire	does	not	climb	quickly;	mostly,	the	wind	carries	off	the	heat	and	

smoke	whereby	visibility	is	relatively	good.

How to deal with an outdoor fire

•	 Think	of	your	own	safety;

•	 Approach	an	outdoor	fire	with	the	wind	behind	your	back;

•	 Remove	a	potential	casualty	from	the	danger	zone;

•	 Chose	an	extinguishing	agent	appropriate	to	the	type	of	fire;

•	 Always	ensure	a	safe	way	back;

•	 Extinguish	the	fire.
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6.10  The Extinguishing agents: compiled overview

Extinguishing agent Method Effect Advantages Disadvantages

Fire hose • Cooling
• Suffocation

+ Large cooling effect

+ Unlimited supply 
with fire hose

+ Various  
techniques

- Less appropriate for 
liquid and electrical 
fires

- Limited mobility of 
the fire hose

- May freeze

Spray foam

Water

Various portable  
extinguishers

• Cooling
• Suffocation by  

covering 

+ Appropriate for 
solid and liquid fires

+ Depending on the 
type of hose: little 
electrical conduc-
tivity (remain care-
ful)

 

Powder Various portable  
extinguishers

• Negative catalyst
• Suffocation with  

D powder and  
covering 

+ Appropriate for 
many types of fires

+ Large extinguishing 
capacity

+ Not conductive of 
electricity

+ Does not freeze

- Limited supply

- No cooling effect
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Extinguishing agent Method Effect Advantages Disadvantages

Sand Sand pit

Bucket

• Suffocation by  
covering

+ Often available  
in large quantity

+ Covers the liquid

+ Absorbent

+ Dry and not 
conductive of 
electricity

- Only for small fires

Fire blanket Fire blanket

Various sizes 

• Suffocation  
by covering

+ Easy to use

+ To extinguish a  
person on fire

+ Appropriate for 
solid and liquid  
fires

- Only for fires 
smaller than the 
fire blanket itself 

Carbon dioxide Various portable 
extinguishers

• Suffocation + Appropriate for 
liquid and electrical 
fires

+  Little collateral 
damage

+ Does not freeze

- Less appropriate  
for outdoor use

- Risk of suffocation 
for people and 
animal in small 
rooms
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7   Dangers in firefighting

7.1  General information
An	emergency	response	officer	may	have	to	deal	with	various	dangers	in	firefighting.	It	is	necessary	

to	know	the	risks	in	order	to	take	the	appropriate	measures	which	preserve	the	own	safety	and	that	of	

others. This chapters deals with the most important dangers.

7.2  Dangerous substances
Dangerous	substances	exist	in	nearly	all	companies.	People	work	with	them	or	they	are	in	production.	

They	need	to	be	recognisable	on	the	packaging.

They	appear	under	the	name	of	CLP	label:

•	 Classification;

•	 Labelling;

•	 Packaging.
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The	nine	pictograms	are	subdivided	into	three	danger	categories:

1 Physical dangers

a. Flammable (GHS 02)

b.	Oxidising	 (GHS 03)

c.	 Explosive	 (GHS 01)

d. Gas (GHS 04)

e. Under pressure (GHS 04)

2 Danger to health

a.	 Poisonous	 (GHS 06)

b. Dangerous (GHS 08)

c.	 Corrosive	 (GHS 05)

d.	Harmful	 (GHS 07)

3 Hazardous to the environment

a.	 Environmentally	hazardous	 (GHS 09)

In	case	of	accidents	with	these	substances,	call	the	emergency	services.

Always	preserve	the	label,	full	packaging	or	safety	information	flyer.

GHS01
Explosive Substances

GHS06
Acute Toxicity (category 1)

GHS07
Acute Toxicity (category 4) 
Risk of irritation while 
breathing

GHS08
Carcinogenic Substances

GHS09
Harmful to the Aquatic 
enviroment

GHS02
Flammable Substances

GHS03
Oxidising Substances

GHS04
Gas under pressure

GHS05
Corrosive Substances
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7.3  The dangers of electricity
Electricity is deadly. Exposure to electricity can lead to serious injuries  

and death.

Beware of the following:

•	 	Fire	can	damage	the	isolation	cover	of	cables	and	equipment.	 

This	exposes	the	parts	that	carry	the	power;

•	 	Water	is	conductive	of	electricity.	If	you	extinguish	a	fire	with	a	 

water	jet,	then	the	jet	is	conductive	of	electricity;

•	 	High	tension	rooms	are	equipped	with	a	high	tension	power	line.	 

A	prohibition	sign	may	be	on	display.	This	shows	that	it	is	not	 

allowed	to	extinguish	a	fire	with	water	in	this	room.

7.4  The dangers of explosion
Various situations may lead to confrontation with the danger of explosion. For example, explosion with 

gasses	and	vapours,	flammable	liquids	and	gas	cylinders	(aerosols,	small	or	large	gas	cylinders).

Gas cylinders can explode if the pressure in the cylinder is too high.

•	 Cool	the	cylinder	from	a	place	where	you	run	the	minimum	of	danger.	Cool	under	cover	until	the	

cylinder	is	cold	(use	a	jet	of	water);

•	 Try	to	switch	off	the	valve	and	to	remove	the	cylinder	from	the	danger	zone.	Aerosols	can	come	apart.	

Even	with	non-flammable	products,	the	explosion	will	be	serious.

•	 Watch	out	for	the	presence	of	small	hobby	gas	cylinders;

•	 Acetylene	bottles	on	fire	are	extremely	dangerous.	Heat	makes	them	decompose.	Even	after	hours,	 

the bottle can still explode.
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8   Fire prevention measures and facilities

8.1  General information
The	chapter	provides	information	on	the	various	possibilities	to	prevent	the	advent	of	fire.

8.2  Fire risks
A	fire	always	has	a	cause.	It	is	always	possible	to	take	measures	to	reduce	the	risk	of	fire.	In	a	previous	

chapter,	we	mentioned	that	a	fire	starts	if	the	three	elements	of	the	fire	triangle	are	present	simultane-

ously	in	the	right	combination.	Fire	prevention	is	about	the	avoidance	that	the	three	elements	become	

present	simultaneously	by	taking	technical	and/or	organisational	measures.

8.3  Fire prevention
To	prevent	fire,	one	needs	to	know	how	fire	starts.	Here	are	some	examples	

of	possible	causes	of	fire.

Use of open fire

In	some	cases,	the	combustion	temperature	from	the	fire	triangle	creates	

dangerous situations:

•	 Central	heating	(heater,	boiler);

•	 Cooking	appliances	(gas	stove,	oven);

•	 Smoking;

•	 Work	activities	(welding,	roofing,	burning	paint).

Misuse of open fire

•	 Arson;

•	 Accidental	fire	setting	(playing	with	fire).

Malfunction

•	 Failure	in	(thermal)	security	system;

•	 Short	circuit;

•	 Installation	not	carried	out	by	professionals;

• No or too little maintenance of electrical equipment.
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Overheating without open fire

•	 Disposal	of	hot	smoke	gasses;

•	 Electrical	installations	which	produce	excessive	heat	development	(halogen	lamps	spots).

Problems with flammable substance

In	the	examples	below,	the	factor	“flammable	substance”	plays	a	significant	role:

•	 Storage	of	dangerous	substances;

•	 Storage	of	flammable	substances	(for	example	paper,	carboard);

•	 Use	of	flammable	liquid	substances	(for	example	cleaning	products);

•	 Leaks	from	pipes;

•	 Furnishing	of	offices	(curtains,	veils).

Problems with oxygen

The	oxygen	factor	is	difficult	to	control.	After	all,	an	oxygen	poor	environ-

ment is a bad place.

8.4  Fire prevention measures
The risk of fire can be decreased by for example:

•	 A	smoking	ban;

•	 Not	throwing	cigarette	butts	in	a	paper	bin;

•	 Using	enclosed	bins;

•	 Keeping	closed	the	doors	of	technical	rooms;

•	 Regular	maintenance	of	equipment	and	buildings;

•	 Regular	checks	in	buildings;

•	 Training	staff;

• Keeping things tidy and clean.

The effect of fire can be reduced by:

•	 Installing	fire	and	smoke	resistant	doors;

•	 Installing	the	appropriate	extinguishing	agents	and	by	using	them	competently;

•	 Good	and	sufficient	emergency	exits;

•	 Automatic	fire	and	alarm	installations;

•	 A	good	evacuation	plan;

•	 Closing	and	keeping	doors	closed.
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1   The most important issues in evacuation

Evacuation	is	necessary	if	in	a	building	people	are	in	danger	or	could	come	into	danger.	In	most	cases,	

evacuation	is	a	preventative	measure.	This	is	why	evacuation	often	encounters	resistance	from	the	

inhabitants	of	the	building.	They	do	not	want	to	get	out	because	“	there	is	nothing	going	on!”.

If	the	employer	decides	to	evacuate	the	building,	the	emergency	response	officers	ensure	that	it	takes	

place	efficiently.

1.1  General information
An	evacuation	needs	to	happen	quickly	and	safely.	Therefore,	it	is	important	to	keep	a	cool	head.	Here	

are	some	pointers	to	keep	in	mind.

1.2  Six major issues
1. Beware of danger

Never	take	unnecessary	risks	during	an	evacuation.	Always	use	the	prescribed	equipment	and	given	

procedures.	Only	make	an	exception	to	the	procedures	in	extreme	emergency	situations.	

2. Ensure good communication

Communication:	to	receive	and	give	information	is	of	crucial	importance	in	an	evacuation.	Emergency	

response	officers	need	to	communicate	with	each	other	and	they	need	to	be	able	to	receive	information	

from	the	coordinator	or	the	fire	brigade.

•	 The	evacuation	gives	guidelines	that	must	be	followed;

•	 Follows	the	instructions	of	the	evacuation	leader	or	coordinator;

•	 Immediately	report	specific	issues	to	the	relevant	contact	person.

3. Prevent panic

One	of	the	biggest	dangers	in	evacuation	is	panic,	for	yourself	and	your	colleagues.	An	emergency	

response	officer	needs	to	prevent	panic.	Use	your	knowledge	and	skills.	Look,	think,	act	and	check!	

Inspire	calm	by	giving	clear	instructions.	Practicing	certain	scenarios	regularly	give	knowledge	of	

situations.	Know	your	limits	and	do	not	go	beyond.	You	are	a	trained	emergency	response	officer	and	

your colleagues  expect concreate measures from you.
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4. Check all rooms

Within	the	calamity	evacuation	and	company	emergency	plan,	a	number	of	emergency	response	officers	

(for	example	evacuation	wardens)	are	appointed	to	check	all	rooms	and	systematically	patrol	the	building	

looking	for	employees	that	have	been	left	behind	maybe	because	they	have	not	heard	the	evacuation	

signal.

5. Keep people together

The	emergency	response	officers	ensure	that	everybody	leave	the	building.	

Try	as	much	as	possible	to	keep	people,	together	and	to	direct	them	to	the	

assembly	point.	After	the	evacuation,	it	is	actually	important	to	check	that	

everybody	has	left	the	building.

6. Give the “All Clear”

Check	at	the	assembly	point	that	everybody	is	present.	And	then	sound	the	“All	Clear”.
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2   The evacuation plan

2.1  General information
The	evacuation	of	a	building	always	needs	to	happen	quickly	and	systemically.	This	means	that	it	needs	

to	be	planned	beforehand:	there	must	be	a	plan.	An	organisation	needs	to	have	a	written	evacuation	

plan	which	is	part	of	the	calamity	or	company	emergency	plan.	This	chapter	provides	information	on	the	

evacuation	plan.

2.2  Objective and purpose of the evacuation plan
The	purpose	of	the	evacuation	plan	is	to	be	able	to	act	quickly	and	competently	in	case	of	calamity.	It	

describes	who	is	responsible	for	what	during	the	evacuation	and	how	to	intervene.

The plan is based on two central questions:

•	 Which	measures	does	an	organisation	take	beforehand?

•	 What	needs	to	happen	during	the	evacuation?

It	is	possible	to	prepare	an	evacuation.	The	organisation	needs	to	take	measures	to	ensure	efficiency	

during	a	potential	evacuation.		For	example,	communication	between	the	various	parties	is	planned.	An	

assembly	point	has	been	designated	for	the	people	who	come	out	of	the	evacuation.	There	is	also	a	plan	

for the use of the emergency exits.

Accurate evacuation floor plans are essential for both internal and external emergency response.
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The	whole	process	during	the	evacuation	is	established	in	the	plan.	It	also	records	which	employee	is	

responsible	for	what	and	which	procedures	are	valid	during	the	evacuation.

It	is	impossible	to	establish	a	standard	evacuation	plan	that	would	be	valid	in	all	situations.	All	buildings	

are	different,	all	organisations	are	specific	and	all	circumstances	vary.	Therefore,	the	evacuation	needs	to	

target	the	concrete	situation	of	the	company.	Of	course,	we	will	be	giving	examples	of	situations.

Here	are	the	factors	which	to	a	great	extent	paly	a	role	in	the	establishment	of	an	evacuation	plan:

•	 The	nature	of	the	company;

•	 The	type	of	building	(large,	layout,	maintenance	situation);

•	 The	number	od	people	present	in	the	building	(employees	and	visitors);

•	 The	number	of	non-self-reliant	people	present	and	which	equipment	needs	to	be	available 

for	assistance;

•	 The	communication	tools	available.
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2.3  The contents of the evacuation plan
The	essence	of	the	evacuation	plan	can	be	summed	up	in	three	points:

1.	 Which	organisational	measures	did	the	company	take?	Which	employees	are	involved?	 

What	are	their	responsibilities?	Which	communication	structure	has	been	set	up?

2.	 Which	technical	facilities	have	been	established?	Where	are	the	emergency	exits?	Where	are	the	

emergency	floor	plans?	Which	indications/symbols	are	being	used?	Is	there	emergency	lighting?

3.	 Who	does	what	during	an	evacuation?	What	are	the	tasks	of	the	emergency	response	officers?	 

What	should	people	do	who	leave	the	building?

There	exists	excellent	instructions	to	set	up	an	evacuation	plan.	We	restrict	ourselves	here	in	giving	the		

main	guidelines	of	an	evacuation	plan.

General data over the company

All	general	information	over	the	company	needs	to	be	registered	such	as	name,	address,	major	staff	

with	their	telephone	numbers	etc.	Should	there	be	changes	in	these	data,	they	have	to	be	immediately	

registered	in	the	plan.	Therefore,	somebody	within	the	organisation	has	to	be	appointed	to	this	task.

The alarm method

The	evacuation	plans	gives	information	on	how	the	alarm	can	be	raised.

Here	are	some	important	points:

•	 	The	signal	has	to	be	recognisable	as	alarm	and	has	to	be	audible	everywhere 

(for	example	a	spoken	message	or	alert	signal);

• In large buildings, it can be that the signal is only audible in the part of the building that needs  

to	be	evacuated;

•	 There	could	be	direct	alarm	links	with	the	professional	emergency	services.
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Procedures and tasks

An	organisation	always	has	specific	procedures	to	ensure	that	the	evacuation	is	efficient.	There	are	

differences	according	to	the	type	of	oragnisation	but	the	following	always	has	to	be	set	up:

•	 Who	gives	the	evacuation	order?

•	 What	does	the	evacuation	organisation	look	like?

•	 Who	is	the	evacuation	leader?

•	 What	are	the	tasks	of	the	employees	that	are	involved	in	the	evacuation?

•	 How	does	the	provision	of	information	take	place	before	and	during	the	evacuation?

•	 How	does	the	actual	evacuation	take	place?

•	 How	does	the	check	for	potential	stragglers	take	place?	

In	addition	to	the	general	procedures,	all	the	tasks	of	the	emergency	response	officers	involved	in	the	

evacuation	need	to	be	established.	The	next	chapter	deals	with	these	tasks.

Here	they	are:

•	 The	evacuation	leader	goes	to	his/her	allocated	place;

•	 The	evacuation	wardens	conduct	the	evacuation	according	to	their	instructions;

•	 They	start	immediately	to	evacuate;

•	 First	they	receive	instructions	from	the	evacuation	leader	and	then	start	immediately;

•	 Start	the	evacuation;

•	 Check	for	stragglers.
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3    The tasks of the emergency response officer  
in evacuation

3.1  The emergency response officer and his/her tasks
An	emergency	response	officer	makes	sure	that	people	leave	their	workplace	calmly	during	the	

evacuation.	Preventing	panic	is	of	the	greatest	importance.	Make	sure	that	nobody	remains	behind	at	his/

her	workstation.	In	addition,	make	sure	that	the	emergency	exits	are	always	safe	and	not	obstructed.	In	

most	cases,	you	are	not	alone	to	evacuate	the	building.	You	are	part	of	the	evacuation	organisation.	 

To	summarise,	here	are	the	tasks	of	the	emergency	response	officers	in	an	evacuation:

The tasks within the building (within the evacuation zone)

•	 	From	the	start	of	the	alarm	signal,	the	emergency	response	officer	is	 

on	stand	by	for	further	instructions;

•	 	After	the	evacuation	signal,	lead	the	evacuation	of	the	area	allocated	 

to	you;

•	 	Provide	assistance,	guide	non	self-reliant	people	and	make	sure	nobody	

stays	behind;

•	 	Check	for	stragglers.	Pay	attention	to	extra	rooms	such	as	toilets,	meeting	

rooms	and	technical	areas;
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•	 	Close	windows	and	doors;	except	in	case	of	a	bomb	alert;

•	 	Inform	the	coordinator	about	special	circumstances	such	as	stragglers	and	suspicious	objects;

•	 	Provide	first	aid	or	fight	a	fire;

•	 	Provide	assistance	to	casualties;

•	 	Offer	guidance	to	the	emergency	services	such	as	the	fire	brigade.

The tasks outside the building (outside the evacuation zone)

•	 	Make	sure	people	go	to	the	assembly	point	and	prevent	their	dispersal;

•	 	Make	sure	that	the	emergency	services	such	as	the	fire	brigade	can	get	direct	access	to	the	building;

•	 	Make	sure	that	nobody	gets	back	into	the	building	before	the	All	Clear	has	been	given.

Preventative tasks

•	 	Know	the	floor	plan	of	the	building,	the	location	of	the	exits	and	emergency	exits;

•	 	Learn	the	escape	routes;

•	 	Make	sure	that	no	obstacles	are	placed	in	the	escape	routes;

•	 	Check	regularly	that	the	escape	routes	are	equipped	with	the	required	indicators;

•	 	Make	sure	to	know	the	place	and	functioning	of	the	safety	facilities/equipment;

•	 	Practice	the	evacuation	regularly.

3.2  The evacuation organisation
A	variety	of	emergency	response	officers	together	form	the	evacuation	organisation:	they	all	ensure	the	

required	guidance.	Within	the	organisation,	they	have	different	roles	and	tasks.	Here	is	a	possible	type	of	

evacuation	organisation:

•	 	Head	of	evacuation	(evacuation	leader,	coordinator);

•	 	Floor	leader;

•	 	Members	of	the	evacuation	team/	emergency	response	officers;

•	 	Reception/centralist.
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Head of evacuation (Leader, coordinator, Head of Emergency Response)

An	organisation	needs	to	appoint	an	employee	who	takes	the	lead	in	an	evacuation.	This	can	be	the	

Director,	or	the	Head	of	Security	or	the	Head	of	Human	Resources.	The	head	of	evacuation	has	a	number	

of	important	tasks.	Here	are	a	few:

•	 Establish	if	an	evacuation	is	necessary	and	if	needed	give	the	order	to	evacuate	partially	or	fully;

•	 (Concretely)	lead	the	evacuation;

•	 Communicate	with	the	professional	emergency	services	or	delegate	this	task;

•	 Gather	information;

•	 Evaluate,	report	and	update	the	evacuation	plan	if	necessary;

Please	note:	the	person	giving	the	order	to	evacuate	does	not	necessarily	need	to	be	the	one	who	takes	

the	lead	of	the	evacuation.

Team leaders

A	team	leader	is	the	“head	of	evacuation”	for	his/her	floor,	building	or	part	of	the	building.	The	tasks	are:

•	 Call	all	employees	to	leave	the	building;

•	 Prevent	panic;

•	 Make	sure	that	nobody	uses	the	lifts;

•	 Check	that	everybody	leaves	the	building;

•	 Take	the	lead	of	the	emergency	response	officers	and	floor	wardens.

•	 Guide	the	non	self-reliant	people;

•	 	Take	measures	in	case	of	problems	 

Team leaders Team Leaders Team Leaders

Floor wardens
Emergency  

response officers

Reception/Centralist

Head of evacuation

Floor wardens
Emergency  

response officers

Floor wardens
Emergency  

response officers
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(for	example	a	blocked	escape	route);

•	 Inform	the	head	of	evacuation;

•	 Close	the	floor.

Members of the evacuation team

In	large	buildings,	a	number	of	emergency	response	officers	and	team	

leader(s)	form	the	evacuation	team.

Reception/centralist

The	reception	or	centralist	is	often	the	spin	in	the	web.	He/she		plays	a	central	role	in	terms	of	

communication,	care	and	information	provision.

The	tasks	can	be	described	as	such:

•	 An	access	procedure	is	needed.	This	means	rules	to	check	who	enters	or	leaves	the	building.	 

Reception	has	be	able	to	tell	how	many	people	are	in	the	building;

•	 Instruction	is	needed	to	inform	reception	about	what	to	do	in	case	of	calamity;

•	 In	case	of	an	actual	evacuation,	reception	makes	sure	that	nobody	re-enters	the	building.

3.3  The evacuation
An	evacuation	takes	place	in	phases.	Pay	attention	to	the	following	subdivision:

•	 First	the	immediate	area	(floor)	where	the	incident	is	taking	place	or	is	going	to	take	place;

•	 Then	the	floors	above	and	below	the	area	of	the	incident;

• Finally and if necessary, the rest of the building.

The immediate area

Always	follow	the	given	instructions:

•	 Start	at	the	place	of	the	incident;

•	 Then	the	opposite	rooms;

• Then the adjacent rooms.
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3.4   The questions that all emergency response officers need 
to ask themselves

Does an evacuation plan make sense in my situation?

If	there	is	a	fire	panel	in	the	building,	it	is	compulsory	to	establish	an	evacuation	plan.	This	is	also	the	

case for some buildings with a usage permit based on a municipal building code.

Companies that need a municipal usage permit are:

Buildings	which	offer	professional	care/nightly	accommodation	to	more	than	10	people	(such	as	

penitentiary institutions, hospitals, care homes, retirement homes, hotels and pensions/guesthouses).

Buildings	which	offer	day	care	to	more	than	10	people	younger	than	12	years	old	or	more	than	10	

physically or mentally disabled people (such as day care for the handicapped, child care and primary 

schools).

Who gives the order to evacuate?

Each	organisation	appoints	an	employee	responsible	for	the	order	to	evacuate.	He/she	is	known	to	the	

emergency	response	officers	and	is	mentioned	in	the	evacuation	plan.
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When is it needed to evacuate?

If	there	is	an	immediate	identifiable	cause	(a	spreading	fire),	it	is	necessary	to	evacuate	immediately.	 

If	possible,	an	employee	needs	to	be	asked	to	check	and	establish	if	an	evacuation	is	necessary.

What is an evacuation signal?

It	is	a	clearly	audible	signal	that	everybody	recognises	as	a	signal	to	evacuate.	The	functioning	of	the	

signal	has	to	be	checked	regularly.	

Where do people go?

Everybody	goes	to	a	designated	assembly	point.	This	can	be	in	the	building	itself	or	on	a	square,	in	a	

restaurant	in	the	area	etc.	Preference	goes	to	assembling	in	another	building.	

Which escape routes are there?

Use	the	designated	escape	routes	as	much	as	possible.	Nobody	may	leave	against	the	flow	of	the	escape	

routes.	Never	use	the	lifts.
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4   Facilities for a safe evacuation

4.1  General information
Buildings	are	generally	well	protected	against	fire.	However,	an	emergency	response	officer	must	know	

all the facilities that are necessary to bring people to safety out of the building in case of a threat or 

incident.	This	chapter	deals	with	various	facilities.	The	concrete	regulations	applicable	to	these	facilities	

are	to	be	found	in	Labour	Law	related	to	the	building	regulations	that	are	part	of	Housing	Law.

4.2  Escape routes
All	buildings	have	escape	facilities.	Escape	routes	are	part	of	the	evacuation	

plan.	They	are	needed	to	help	people	leave	calmly,	without	danger	and	panic.	

The	emergency	response	officer	knows	the	escapes	routes	and	guides	people	along	these	routes	to	the	

assembly	point.	Escape	routes	have	to	meet	the	following	requirements:

•	 They	are	equipped	with	indicators	or	signs;

•	 A	pictogram	symbolising	an	emergency	exit	hangs	on	the	inside	of	an	escape	door;

•	 On	the	outside,	there	must	be	a	sign	saying	Keep	emergency	exit	clear;

•	 The	width	and	height	of	the	emergency	exit	must	meet	the	minimum	requirement;

•	 One	must	be	able	to	use	escape	routes	in	both	directions;

•	 Building	materials	for	escape	routes	must	have	a	low	combustion	and	smoke	development	level;

•	 The	maximum	length	of	an	escape	route	is	30	meters.

Obstacles

An	evacuation	has	to	happen	quickly.	Make	sure	that	all	escape	routes	such	as	corridors,	emergency	

exits and emergency staircases are clear of obstacles. Vegetation, snow and ice can also form obstacles 

outdoors.
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Doors

In an escape route, the doors are called escape doors and emergency exits. They carry a pictogram. These 

door	always	need	to	be	accessible.	Everybody	must	be	able	to	open	these	doors	easily	from	inside	out	

without	keys	or	other	separate	objects.	Within	escape	routes,	door	open	in	the	direction	of	the	escape	

route	and	can	be	equipped	with	panic	closure	bars.	Escape	doors	are	very	often	connected	to	the	fire	

panel.	If	a	door	has	curtains,	these	have	to	hang	on	the	door	itself	and	must	open	with	the	door.	Access	

doors	to	halls	and	corridors	are	either	usually	closed	or	self-closing.	Self-closing	doors	must	not	be	kept	

open	or	blocked	in	an	open	position.	An	exception	to	this	rule	are	doors	that	are	kept	open	by	magnets.	 

A	regular	check	of	these	doors	is	essential.	

Panic closure bars

In principle, it is impossible to open an 

escape door from the outside as it is 

equipped with a panic closure bar on the 

inside.

Floors

The	floors	of	escape	routes	must	never	be	slippery.	Carpets	or	floor	mats	must	not	shift	to	avoid	slipping,	

tripping up or falling.

Lifts

High	buildings	are	usually	equipped	with	lifts.	Never	use	these	in	emergency	situations.	Lifts	must	carry	

a	sign	that	they	are	not	to	be	used	in	case	of	fire	and/or	evacuation.	If	there	is	a	power	cut,	one	could	be	

trapped.	An	exception	to	this	rule	is	the	so-called	fire	brigade	lift.	The	fire	brigade	can	use	this	lift	safely	

to	carry	equipment	upstairs	quickly	or	evacuate	potential	casualties.
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The	fire	brigade	lift	meets	the	following	requirements:

•	 It	works	on	a	separate	power	supply;

•	 Has	specific	measurements;

•	 Is	fast,	can	stop	at	each	floor	and	has	a	switch	for	the	fire	brigade.

Light

If	daylight	is	unavailable,	lamps	must	function	in	staircases,	corridors	and	portals.	The	purpose	of	the	

lights is to show the way in the escape routes.

Rooms

•	 Do	not	store	goods	in	staircases	and	corridors;

•	 Ensure	that	storerooms	are	always	in	good	order;

•	 Smoking	ban;

•	 Only	keep	flammable	substances	according	to	the	prescribed	rules;

• In and around the room of the central heating/boiler installation, nothing must be stored which does 

not	belong	to	the	installation;

•	 Airconditioning;

Various	buildings	are	equipped	with	smoke	and	heat	ventilation	installations.	These	remove	heat	and	

smoke.	In	principle,	there	remains	a	smoke-free	layer	on	the	floor.

4.3  Emergency lighting
Many	buildings	are	equipped	with	emergency	lighting.	Such	type	of	

lighting	always	switches	on	automatically	if	the	power	goes	out.	As	soon	

as the emergency lighting switches on, the people in the building can 

relatively	well	orientate	themselves.	There	is	enough	light	to	prevent	

panic	and	accidents.	A	safe	evacuation	remains	possible.

Emergency lighting has to meet the following requirements:

•	 Emergency	lighting	has	to	switch	on	by	70%	light	decline;

•	 Starts	within	15	seconds;

•	 Light	strength	of	1	lux	and	stays	on	for	1	hour;

• Fed by emergency power or battery.
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There are four categories of emergency lighting:

•	 General	emergency	lighting;

•	 Transparent	lighting;

•	 Stairs	or	slope	lighting;

• Night emergency lighting.

General emergency lighting

The general emergency lighting is installed in all the escape routes and emergency exits in the building. 

This	helps	people	find	their	way	out	if	the	power	goes	out.

Transparent lighting

Transparent	lighting	indicates	the	escape	routes,	the	exits	and	the	emergency	exits.	As	long	as	there	

are	people	in	the	building,	the	transparent	lighting	has	to	be	visible,	even	if	the	power	goes	out.	The	

installation of transparent lighting meets requirements.

A	few	requirements	are:

•	 The	background	colour	is	green;

•	 Regular	checks	are	compulsory.

Stairs or slope lighting

Slopes or a staircase can be part of an escape route. If the power goes out, they are lit up by stairs or 

slope lighting. 

Night emergency lighting

Night emergency lighting lights up the routes in a building if the normal lighting goes out. This type of 

lighting is mostly functional for example for the Security employees.
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4.4  Emergency Equipment
The types of equipment described below are always added to a building. They are at your disposal during 

an	evacuation.	Here	are	a	few	example.

EVAC-Chair

The	evacuation	chair	can	be	used	for	people	who	have	difficulty	walking.	 

The chair is a combination of a folded stretcher and a lightweight wheelchair. 

Colleagues	or	emergency	response	officers	who	use	the	chair	have	to	be	 

fully	trained!

Stretchers

Many	buildings	still	have	stretchers.	They	are	less	appropriate	for	a	quick	

evacuation.	It	takes	too	long	to	fasten	somebody	onto	a	stretcher	and	to	carry	the	person	away.	 

Here	too	the	emergency	response	officers	need	to	be	well	trained!

Evacuation mattress

Used	for	a	rapid	and	safe	evacuation	of	a	

non-mobile casualty. Easy to drag along 

by	a	caregiver.	The	evacuation	mattress	

is not a burden for the casualty or the 

rescuer due to its simple usability.

Sometimes, 

evacuation	

requires	extra	equipment.	To	evacuate	invalids	and	bedridden	patients	quickly	 

and	effectively,	one	can	use	an		evacuation	sheet.	
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5   Drill and training

5.1  General information
An	evacuation	plan	only	has	value	if	it	works	in	practice.	Therefore	it	is	an	

absolute	necessity	to	hold	a	regular	evacuation	drill.	This	is	the	only	way	

to	evaluate	the	safety	and	coordination	of	the	evacuation.

5.2  The purpose of a drill
An	evacuation	drill	has	two	main	objectives:

•	 To	establish	if	the	evacuation	plan	works.	Are	the	procedures	useful?	Does	each	and	every	 

emergency	response	officer	know	his/her	tasks?	Are	the	escape	routes	usable?	Etc.

•	 People	in	the	building	gain	confidence	in	the	evacuation,	know	the	escape	routes	and	get	to	 

know	the	procedures.

Every	drill	starts	with	a	thorough	preparation.	This	is	to	avoid	chaos.	In	the	preparation	phase,	beware	 

of the following points:

• Decide on the type of drill. There are three options:

•	 The	date	and	time	has	been	announced	to	all;

•	 Only	the	date	has	been	announced;

• Nothing has been announced.

•	 Instruct	each	emergency	response	officer	about	his/her	tasks;	

•	 Inform	the	external	emergency	services	who	may	be	involved	in	the	drill.

5.3  What to look for during the drill
Pay	attention	to	the	following	points	during	each	evacuation	drill:

•	 The	external	emergency	services	have	to	be	informed;

•	 Never	use	the	lifts;

•	 Make	sure	everybody	leaves	the	building,	check	this	carefully;

•	 Always	close	doors	and	windows	except	for	a	bomb	alert	(depending	on	the	type	of	drill);

•	 Make	sure	that	somebody	provides	clear	communication	with	the	external	emergency	services.
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6   Information

For	the	good	execution	of	an	evacuation,	timely	information	is	needed.	Often	information	takes	the	form	

of	instructions.	It	is	crucial	to	prevent	panic	by	knowledge	of	the	situation.	Therefore,	everybody	needs	

to	receive	information.	This	chapter	deals	with	the	various	types	of	information.

6.1  Information: target groups and contents
All	involved	have	to	be	informed.	This	means:

•	 The	company	employees;

•	 Potential	visitors;

•	 Emergency	response	officers;

•	 External	emergency	services	such	as	the	fire	brigade	and	ambulance.

Information for the employees

Employees must be informed:

•	 When	they	start	their	job;

•	 Via	memos	on	notice	boards	and	intranet;

•	 Continuously	via	the	instructions	that	hang	in	the	building;

•	 Regularly	via	company	meetings.

Information for visitors

Make	sure	that	visitors	are	made	aware	of	the	valid	procedures	via	special	instructions	(for	example	

when	they	sign	in).	Check	regularly	that	these	instructions	are	still	available	and	up	to	date.

Information for the emergency response officers and the external emergency services

Emergency	response	officers	and	the	external	emergency	services	know	the	evacuation	plan.	In	addition,	

the	emergency	response	officers	need	to	have	regular	meetings	about	the	implementation	of	the	

evacuation	plan.
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6.2  Examples

In case of fire

•	 Stay	calm	and	think	about	your	own	safety;

•	 Report	the	fire	on	number	…;

•	 Communicate	the	type	of	fire	and	the	exact	location;

•	 Warn	people	around	you;

•	 Try	to	extinguish	the	fire	with	the	available	equipment;

•	 Follow	the	instructions	of	the	emergency	response	officers.	

If it is impossible to extinguish the fire

•	 Close	windows	and	doors;

•	 Ensure	your	safety	and	that	of	others	by	leaving	the	danger	zone.

When the evacuation signal goes off, people need to leave the building immediately:

•	 The	emergency	response	officers	take	the	lead	in	the	evacuation;

•	 Close	windows	and	doors.	If	possible	take	your	personal	property	with	you;
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•	 Leave	the	building	via	the	emergency	exists;

•  Go the assembly point outside the building. The emergency response 

officers	will	show	you	the	way.	Make	sure	you	are	registered	at	the	 

assembly point.

•	 	During	the	evacuation,	you	are	guided	by	members	of	the	company	

emergency response.

Evacuation text

•	 Attention;

•	 This	is	a	drill;

•	 You	are	requested	to	leave	the	building	immediately;

•	 Do	not	use	the	lift;

•	 Avoid	panic;

•	 Follow	the	instructions	of	the	emergency	response	officers.

Tip: 
Never use 

the lift

and/or>CALL
>  inform 

reception

When you hear  
the sirene

MAIN
EXIT

Report
>name
>place

Do not use 
Elevator

Extinguish

> fire	if 
possible

Close
> all doors  

and windows
>what happened 
>casualties

IN CASE OF INCIDENT/ACCIDENT

> Go to assemble point and  wait for instructions

EMERGENCY
EXIT
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7   Guidelines for regular checks

An	efficient	evacuation	depends	on	a	number	of	factors.	Therefore,	check	regularly.

The emergency lighting

•	 Does	it	work	properly?

•	 Does	the	emergency	lighting	switch	on	automatically	after	15	seconds?

•	 Are	the	batteries	in	functioning	order?

•	 Are	there	defective	lamps?

The transparent lighting

•	 Does	it	work	properly?

The escape routes

•	 Are	they	fully	accessible?

•	 Are	the	emergency	doors	fully	visible?

•	 Are	the	doors	that	give	access	to	the	escape	routes	self-closing?

•	 Are	the	escape	routes	free	of	obstacles?

Instructions and escape route maps

•	 Is	there	an	escape	route	map	of	the	whole	building	at	reception	and	on	each	floor?

•	 Is	the	escape	route	map	up	to	date?

•	 Is	the	escape	route	map	that	is	hung	up	conform	to	its	location	in	the	building?

Communication and raising the alarm

•	 Does	the	public	address	system	or	acoustic	signal	work?

•	 Does	the	general	communication	equipment	work?
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The purpose of the drill

•	 To	maximise	the	skills	and	gain	practical	experience	for	the	evacuation	team;

•	 To	train	the	head	of	emergency	response	in	handling	the	evacuation	procedures	which	can	be	divided	

into the following steps:

-	 To	prepare	the	floor/division	for	the	evacuation	with	the	help	of	the	members	of	the	 

evacuation	team;

-	 To	discuss	with	the	director	over:

-	 The	time	and	scale	of	the	evacuation;

-	 The	escape	routes	that	need	to	be	used;

-	 To	coordinate	the	evacuation	and	inspect	the	floor/division;

-	 To	provide	a	registration	system	for	the	assembly	point	and	give	feedback	to	the	head	of	evacuation	

or head of emergency response.

•	 To	train	the	members	of	the	evacuation	team	which	can	be	subdivided	into	the	following	steps:

-	 To	prepare	the	floor/division	for	the	evacuation;

-	 To	communicate	with	the	head	of	emergency	response	or	head	of	evacuation;

-	 After	permission	from	the	head	of	emergency	response,	to	lead	the	evacuation;

-	 Together	with	the	head	of	emergency	response,	to	carry	out	a	registration	check	at	the	 

assembly point.

Target groups and initial situation

•  Team leader 

The	team	leader	knows	the	evacuation	plan	and	the	functioning	of	the	calamity	organisation.

•	 	Members 

The	members	know	the	evacuation	plan	and	the	functioning	of	the	calamity	organisation.

Type and scale of the drill

The	actual	practice	of	an	evacuation	at	location	during	the	normal	working	hours.

Elements that play a part

•	 To	be	competent	in	the	knowledge	of	the	evacuation	plan;

•	 To	be	competent	in	communication	techniques;
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Sketch of the situation

•	 Weather	conditions:	during	the	drill;

•	 Terrain:	normal	working	conditions;

•	 Time:	still	to	be	agreed;

•	 Event:	fire	in	an	archive	room,	full	evacuation	is	needed.

Assignments

•	 Prepare	floor/division	for	evacuation;

•	 Start	evacuation;

•	 Give	instructions	on	which	escape	routes	to	be	used.

Work method

•	 Practical	simulation.

Drill location

•	 Work	space	in	company.

Equipment

•	 Availability	of	report	forms	and	writing	material.

Staff

•	 2	trainers;

•	 1	evacuation	team;

• 1 command team (director + head of emergency response).

Communication equipment

•	 Telephone	for	the	head	of	emergency	response;

•	 Radios/walky-talkies	for	the	head	of	emergency	response	and	the	members	of	the	evacuation	team.	
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Drill scenario

•	 Staging;

•	 	Staging	of	a	fire	in	archive	room	via	sound	equipment	and	smoke	machine	(for	example).

Leading the drill

•	 The	trainers	are	the	leaders	of	the	drill;

•	 This	drill	for	the	evacuation	team	will	be	held	together	with:

-	 The	emergency	response	officers;

-	 The	evacuation	team.

•	 The		drill	needs	to	serve	the	following	purpose:

-	 The	staging	has	to	be	credible;

-	 Professional	casualties	need	to	be	at	the	right	location;

-	 The	building	or	inventory	will	incur	no	damage;

-	 The	people	present	will	be	asked	for	feedback;

-	 Equipment	will	be	used	in	the	appropriate	manner;

-	 The	duration	will	be	as	short	as	possible;

-	 The	drill	will	be	evaluated.	

Timetable

Agree	on	time	for	briefing,	start	drill,	end	and	evaluation.

Updating the evacuation plan 

As	a	result	of	the	evaluation,	there	may	be	necessary	to	update	the	evacuation	plan,	recruit	more	

emergency	response	officers,	purchase	radios	etc.
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1   The major communication issues

1.1  General information
Emergency	response	officers	intervene	during	incidents.	They	often	need	to	provide	assistance	in	

case	of	fire	or	accident.	Part	of	the	job	is	always	communication	with	colleagues	in	company	or	with	

the	external	emergency	services	such	as	the	fire	brigade	and	the	ambulance.	For	example,	asking	for	

assistance,	giving	information	or	showing	the	way.	This	means	meeting	the	emergency	services	to	guide	

them to the location of the incident. The company emergency plan or assistance plan indicates how 

to	ask	for	assistance,	who	to	inform	and	guide	to	the	location	of	the	incident.	These	rules	can	vary.	As	

emergency	response	officer	and	others	involved	in	the	incident,	it	is	understandable	that	the	exchange	of	

information	is	of	crucial	importance.	This	chapter	provides	a	few	pointers	for	good	communication.

1.2  Five issues
  The five issues are:

	 Speak	clearly,	listen	to	the	“sender”	and	repeat	the	message;

	 Give	short	and	relevant	information	in	simple	language;

	 Check	that	the	message	has	been	received;

	 Know	all	the	communication	procedures	within	your	organisation;

 Keep to the reporting rules.

1. Speak clearly, listen to the “sender” and repeat the message;

In	informing	others	before	or	during	the	intervention,	whether	as	coordinator	or	emergency	response	

officer	in	an	incident,	it	is	necessary	to	speak	clearly.	Chewing	gum	or	putting	your	hand	in	front	of	your	

face	whilst	speaking	hinders	intelligibility.	To	listen	carefully	is	an	art.	Pay	attention	to	the	locations	that	

are	given	and	repeat	these	to	check	if	the	information	has	been	received	correctly.	

1.

2.

3.

4.

5.
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2. Give short and relevant information in simple language;

In	an	incident,	intervene	quickly	in	a	short	response	time.	The	information	that	needs	to	be	put	across	

must be concise and carefully thought out.

Give orders, do not express wishes.

The direct method (do this, go there) is often the best way to communicate during an incident. Use simple 

language.	Take	into	account	potential	differences	in	interpretation	and	avoid	difficult	or	unusual	words.		

3. Check that the message has been received;

Of	course,	it	is	not	possible	during	an	incident	to	repeat	everything	that	is	being	said.	However,	if	

someone	is	being	sent	to	the	tenth	floor	and	he/she	understands	the	fourth,	then	something	is	going	

wrong.	Therefore,	always	check	that	the	most	important	piece	of	information	has	been	understood	

correctly. 

4. Know all the communication procedures within your organisation;

To	communicate	efficiently	in	your	area,	you	need	to	know	how	to	use	the	communication	equipment,	

where	they	are	or	who	has	them.	In	addition,	knowing	the	communication	procedures	is	essential.	They	

are always listed in the company emergency response plan or assistance plan and are always company 

specific.	Communication	can	go	via	a	centralist	or	via	a	specifically	appointed	employee	(for	example	the	

head	of	evacuation).
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5. Keep to the reporting rules.

Give	a	number	of	pieces	of	information.	What	to	communicate	depends	on	the	situation.

In any case, pay attention to:

•	 The	address:	the	name	of	the	division	or	building,	the	room	number,	the	floor,	etc;

•	 The	nature	of	the	incident:	fire,	bomb	alert,	an	accident	with	an	employee,	the	status	of	potential	

casualties,	etc;

•	 The	time	of	the	incident;

•	 The	type	of	assistance	that	has	been	or	is	being	provided;

•	 Your	personal	information:	name,	telephone	number,	etc;

• The assistance that is required.

A	radio	is	an	appropriate	means	of	communication
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2   Communication in general

2.1  General information
Communication	always	means	sending	and	receiving.	This	refers	to	the	exchange	of	messages	with	the	

allocated means at disposal. During the exchange of information, nothing may go wrong. Therefore, this 

chapter	pays	close	attention	to	a	few	background	issues	related	to	communication.

2.2  Communication objective
Communication	is	essential	to	our	daily	life.	We	want	to	know	what	happens	around	us.	Information	

comes	to	us	via	the	newspapers,	radio,	television,	telephone,	internet	or	via	conversations	with	

colleagues	or	neighbours.	Communication	is	transferring	messages;	with	or	without	a	purpose,	

consciously	or	unconsciously.	Communication	also	means	a	continuous	process	of	sending	and	receiving.	

The	sender	and	the	receiver	exchange	messages.	In	our	situations,	the	sender	is	often	someone	who	

reports	an	accident	and	the	receiver	the	one	who	will	react	to	the	message.	The	purpose	for	both	parties	

is	to	deal	with	the	situation	as	efficiently	as	possible.

We distinguish:

•	 Verbal	communication;

•	 Non-verbal	communication.

On	the	one	hand,	verbal	communication	means	the	use	of	our	capabilities.	To	scream	“Fire,	Fire”	can	be	

very	practical	and	conclusive.	On	the	other	hand,	one	can	use	other	means	to	communicate	information	

over	a	long	distance.	It	is	then	no	longer	necessary	for	the	sender	and	receiver	to	be	in	the	same	room.	

An	emergency	response	officer	also	encounters	non-verbal	communication.	An	accident	casualty	often	

makes	his/her	feelings	known		via	gestures	or	facial	expressions.	In	all	cases,	it	is	necessary	to	pay	close	

attention	to	signs	of	non-verbal	communication.
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 Good communication is essential to the company emergency response.

	 The	success	or	failure	of	assistance	depends	on	clear	transfer	of	information;

 Uncertainties can lead to drama.

2.3  Communication errors
It	is	extremely	difficult	to	exchange	information	without	problems.	Nowhere	do	things	go	wrong	so	as	 

by exchanging information. This is because the choice of words of the one who has something to tell  

(the sender),	is	influenced	by	his/her	background	and	prior	knowledge	of	what	has	to	be	communicated.	

The	one	who	receives	the	information	(the	receiver) listens to or reads the message also with his/her own 

background	and	prior	knowledge	of	the	subject	and	interprets	the	information	in	his	or	her	own	way.	

An	emergency	response	officer	intervenes	immediately	in	an	incident.	The	quicker	the	action,	the	better	

it	is.	The	longer	it	takes	because	the	communication	is	troublesome,	the	more	the	value	of	a	speedy	

assistance	will	be	compromised.	One	may	experience	this	regularly		in	practice.	Something	can	go	wrong	

either	from	the	sender	or	from	the	receiver.	By	reporting	an	incident,	one	can	be	so	stressed	that	the	

thoughts	are	not	well	structured	before	speaking.	It	is	also	possible	to	be	too	vague	or	to	say	too	much	

in	one	go.	It	can	also	go	wrong	form	the	side	of	the	receiver.	Reacting	too	fast,	not	waiting	that	someone	

has	finished	speaking	or	drawing	conclusions	in	advance	can	cause	mistakes.	Be	aware	as	emergency	

response	officer	that	something	can	always	go	wrong	in	the	communication	process.	

Instructions for effective communication

Effective	communication	is	quite	essential	in	providing	assistance.

The following instructions should be of help:

•	 Do	not	use	vague	explanations,	always	be	concrete;

•	 Make	sure	that	the	information	is	as	complete	as	possible	and	if	necessary	explain;

•	 Make	sure	that	the	verbal	and	non-verbal	communication	are	as	parallel	as	possible;

•	 Check	that	the	person	who	received	the	information	has	understood	it	well.

1.

2.

3.
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3   Internal communication

3.1  General Information
An	important	part	of	the	communication	about	an	accident	takes	place	within	the	company	itself.	This	is	

where	the	communication	starts	and	where	assistance	has	to	be	provided.	Sometimes,	one	can	deal	with	

the	accident	on	one’s	own;	however,	the	accident	still	has	to	be	reported	to	the	employee	responsible	

for	the	emergency	response	in	organisation.	In	other	cases,	the	emergency	response	officer	is		called	

to	intervene	and	needs	more	help.		One	needs	to	know	the	procedures	well.	These	procedures	are	to	

be found in the company emergency plan. This chapter deals with general issues that the emergency 

response	officer	has	to	know.

3.2  Preventative communication
Before	an	incident	happens,	information	has	to	be	provided	over	the	prevention	of	accidents	and	the	way	

to	provide	assistance	in	case	of	an	incident.

Keep in mind that 

an emergency 

response officer 

may know the 

terminology but 

that the receiver 

may not

Preventative communication focusses on 
the following subjects:
• Policy 

Which	policy	does	the	company	have	to	prevent	accidents?

• Prevention and preparedness 

Think	for	example	about	patrols	or	the	installation	of	technical	

facilities	as	prevention	methods;

• Operational preparedness 

All	new	employees	need	information	about	the	emergency	response	

organisation	and	what	to	do	in	case	of	fire,	accident	or	evacuation;

• Safety 

Respect	the	company	safety	rules;

• Equipment 

Which equipment does the organisation possess, which are still 

needed,	how	do	they	need	to	be	implemented?
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3.3  Reporting procedures
Every	emergency	response	officer	must	be	able	to	intervene	in	small	and	large	incidents	in	the	company.	

This	can	be	a	small	accident	but	also	a	fire	or	a	bomb	alert.

Whatever happens, always report it.

The report

The	internal	reporting	of	a	fire	usually	happens	via	the	automatic	fire	alarm.	It	can	also	happen	via	a	

telephone	call	or	verbal	communication.	In	the	last	two	cases,	it	is	important	to	note	who	reports	what,	

the location of the incident and/or if there are casualties.

•	 How	does	reporting	happen	in	the	company	where	you	work	and	who	receives	the	report?

Calling the emergency response officers to attention

This	can	happen	via	the	attention	or	evacuation	signal	or	the	public	address	system,	via	telephone,	a	

verbal	order	or	a	pager.	In	all	cases,	the	emergency	response	officer	needs	to	know	where	to	go.	Is	there	

an	assembly	point	for	the	emergency	response	officers,	for	example	at	reception	or	at	the	fire	panel	or	

directly	at	the	location	of	the	incident?

Alerting the staff

Please	refer	to	the	Evacuation	module.

Communication during the incident

Communication	between	the	emergency	response	officers	happens	verbally,	via	telephone	and/or	

via	radios.	Communication	also	needs	to	take	place	with	the	emergency	services	as	soon	as	they	have	

arrived.	Make	sure	that	you	have	all	relevant	information	at	your	disposal	and	inform	the	emergency	

services	in	a	short	and	professional	manner.	At	this	point,	the	coordinator	hands	over	the	command.
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Providing assistance (on your own) as emergency response officer

Inform the employee responsible for the emergency response organisation, for example the head of 

emergency	response.	Do	this	in	writing.	Be	informed	of	the	procedures	necessary	to	do	so.

Communication after an incident

Always	inform	the	employees	in	case	of	false	alarm.	Let	them	know	if	it	is	a	drill.	Always	communicate	

the	findings.	In	case	of	a	real	incident,	communicate	the	whole	process	of	what	happened.	All	incidents	

have	to	be	reported	via	a	incident	registration	form.	The	purpose	is	to	avoid	a	repeat	of	the	incident	or	a	

similar incident.

The actual report

Every	incident	report	must	contain	a	number	of	data.	Think	of	the	following	points:

• Address:	number	or	name	of	the	building,	floor,	room	number,	etc;

• Type of incident:	is	it	a	fire?	A	cardiac	arrest?	Is	somebody	feeling	unwell?	Etc;

• Time: when	did	it	actually	happen?

• Status: What	is	the	status	of	the	casualty?

• Action:	which	assistance	has	already	been	provided	and	what	still	needs	to	happen?

• Assistance:	what	help	do	you	need	and	at	which	scale?

• Personal	information: your name, telephone number and location.

3.4.  Types of alarm
The	organisation	may	have	various	types	of	alarm	systems.

The	alarm	signals	in	use	and	the	spoken	messages	are	far	from	being	 

the	same	everywhere.	Within	the	company,	they	need	to	be	described	 

in the emergency response plan.
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Her	are	a	few	example:

•	 Fire	alarm;

•	 Evacuation	alarm;

•	 Bomb	alert;

•	 End	of	alarm	signal;

•	 Order	to	assemble	alarm.

Fire alarm

You	may	have	come	across	them.	The	manual	fire	alarm	with	the	small	window	and	press	button.	The	

alarm	is	sounded	by	breaking	the	glass	panel	and	pressing	the	button.	It	is	often	visible	at	reception	

where	the	alarm	has	been	activated	from,	if	the	button	has	been	pressed.	

Many	buildings	have	an	automatic	fire	panel.	If		a	fire	or	smoke	detector	is	activated,	this	is	registered	by	

the	fire	panel.	A	signal	goes	to	the	fire	brigade	immediately	or	with	a	short	delay.

Evacuation alarm (slow-whoop)

An	evacuation	alarm	indicates	that	the	building	needs	to	be	

evacuated	immediately	fully	or	partially.

Bomb alert

Some	buildings	have	a	specific	bomb	alert	signal.

Order to assemble alarm

This	is	a	specific	alarm	or	coded	message	to	order	the	emergency	response	officers	to	assemble	at	a	

certain	location	in	order	to	receive	information.
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4   External communication

4.1  General information
Sometimes,	external	assistance	is	needed;	for	example	from	the	fire	brigade	and	the	ambulance.	Mostly	

in	large	companies,	the	call	for	assistance	from	the	emergency	services	always	goes	via	a	centralist.	This	

is also the person to whom you report an incident. This chapter focusses on the external communication 

with	the	professional	emergency	services.

4.2  Outpost role
The	outpost	role	relates	to	the	tasks	that	need	to	be	carried	out	until	the	professional	emergency	services	

are	at	location.	For	example:	start	evacuation	or	C.P.R.

The	meeting	of	the	external	emergency	services	has	to	be	organised	in	order	to	get	them	quickly	into	the	

building and to the location of the incident. It has to be clear within the company whose role this is. It 

can	be	the	tasks	of	the	head/coordinator	of	emergency	response	or	a	specifically	appointed	emergency	

response	officer.	Of	course,	assistance	to	the	emergency	services	always	depends	on	the	safety	measures	

and	what	they	allow	(for	example:	the	availability	of	protective	clothing).	

Meeting the external emergency services

The	company	emergency	response	organisation	meets	the	external	emergency	services.	In	addition,	 

it ensures:

•	 The	provision	of	information	over	the	incident;

• The accessibility of the buildings and rooms.

The	emergency	response	officers	are	nearly	always	in	action	before	the	arrival	of	the	emergency	services.	

Therefore,	the	extra	task	of	meeting	them	at	arrival.	They	require	information	about	the	accident.

Think	of	the	following	questions:	

•	 Who	reported	the	incident?

•	 What	happened	and	where?

•	 Has	assistance	already	been	provided	and	which	type?	

•	 Are	there	any	casualties	and	have	they	been	helped	already?

•	 Are	there	still	people	in	danger	and	how	many?

•	 Are	there	dangers	that	could	compromise	the	assistance?
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The	emergency	services	want	to	be	at	location	quickly.	The	emergency	response	officer	knows	the	

building.	In	addition,	floor	plans	are	excellent	tools	which	hang	in	the	building.	In	any	case,	they	are	

registered in the company emergency response plan.  

Guide role

The	emergency	response	officers	know	their	company.	This	means	they	know:

•	 The	layout	of	the	building	or	buildings;

•	 The	specific	dangers	that	could	happen;

•	 The	internal	structure	and	who	is	responsible	for	what	and	which	expertise;

•	 The	company	procedures	and	their	specific	implementation.

It	is	important	that	the	emergency	response	officer	knows	the	company	business	interests	because	 

safety	and	assistance	to	people	always	take	priority;	the	economic	interest	of	the	company	is	third	

priority.	To	provide	assistance	in	an	expert	way	can	even	prevent	a	lot	of	damage.

The	guide	role	implies	bringing	the	external	emernegcy	services	to	the	location	of	the	accident	and	

helping	them	if	needed.	Obviously,	the	assistance	that	you	may	actually	provide	depends	on	the	

situation.	To	implement	the	guide	role,	in	some	companies,	the	emergency	response	officers	are	

provided	with	special	clothing	and/or	safety	equipment.	Always	keep	in	mind	that	your	safety	and	that	 

of	your	colleagues/visitors	always	has	priority.

Communication with the press

As	soon	as	an	incident	is	of	a	certain	importance,	the	press	may	pay	a	visit.	Within	the	organisation,	there	

must	be	one	person	who	is	accredited	to	receive	the	press	and	provide	them	with	information.	There	

must	be	agreements	in	advance	to	prevent	the	emergency	response	officers	from	being	harassed	by	a	

nosy journalist. 
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5   Means of communication

5.1  General information
In	many	cases,	the	emergency	response	officers	and	the	organisation	for	which	they	work	have	

communication equipment. Their usage depends on certain rules. This chapter deals with a number of 

communication tools which you may use in practice.

5.2  Public address system
The public address system informs all people present simultaneously. It can for example be operated 

from	reception.	The	person	who	operates	it	has	received	instructions.

•	 If	your	company	is	equipped	with	a	public	address	system,	ask	which	instructions	are	valid;

• The organisation has a number of standard messages at its disposal.

5.3  Slow-whoop or evacuation system
The	purpose	of	a	slow-whoop	or	evacuation	signal	is	to	warn	everybody	in	

the	building	that	something	is	happening	and	that	some	kind	of	action	will	

follow.	The	slow-whoop	gives	a	very	loud	signal	audible	by	all	present.	If	

only	a	specific	group	needs	to	be	warned,	this	will	happen	via	a	code	word	

via	the	public	address	system	or	a	silent	alarm	or	a	pager.

5.4  Radio/ mobile phone unit
A	radio	is	a	portable	sender/receiver.	A	mobile	phone	unit	is	a	sender/re-

ceiver	which	is	installed	in	a	vehicle.	With	a	telephone,	one	can	immediately	

give	an	answer.	For	both	the	radio	and	the	mobile	phone	unit,	wait	before	

you	speak	until	you	get	the	go	ahead.	

This	happens	via	the	word	“over”.	So	only	once	the	other	person	has	said	

“over”	are	you	allowed	to	react.	Also	end	your	message	with	the	word	

“over”.	It	is	necessary	to	practice	this	often.

The is the only 
way to have clear 

communication
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Communication discipline

Radios	and	mobile	phone	units	are	only	efficient	if	used	within	a	clear	communication	discipline.	

Always	pay	attention	to	the	following	points:

•	 The	leadership	of	a	radio	or	mobile	phone	unit	network	belongs	to	a	coordinator	 

(emergency response or centralist);

•	 Speak	slowly	and	clearly;

•	 Keep	the	messages	short	and	professional;

•	 Only	start	your	report	when	the	message	of	the	previous	person	is	finished;

•	 Only	start	to	speak	when	you	have	pressed	the	send	button	for	1	second.

5.5  Messaging system, radio pager or beeper
All	of	these	pieces	of	equipment	are	a	form	of	still	alarm.	If	the	messaging	system,	radio	pager	or	beeper	

goes	off,	know	what	action	to	undertake.	Go	to	the	specific	location,	or	call	a	specific	number	or…?	 

For	example,	you	may	be	required	to	assist	in	an	evacuation.	

5.6  Telephone
The	telephone	is	always	important.	A	company	always	provides	important	numbers	to	be	called	in	case	

of an accident. To raise the alarm externally, The Netherlands uses the 1-1-2 alarm number.

How does 1-1-2 work?

• Call 1-1-2.

•	 	The	dispatcher	answers:	“1-1-2	central	dispatch.	Who	do	you	want	to	speak 

to:	police,	fire	brigade	or	ambulance	and	at	which	location?”;

•	 	Explain	where	you	are	calling	from	and	whether	you	need	the	police,	fire	

brigade	or	ambulance;

•	 	Never	hang	up	the	phone.	You	will	be	connected	to	the	emergency	service	

that	you	have	required;

•	 The	new	dispatcher	answers:	”what	is	the	address	of	the	emergency	situation?”	Make	sure	you	can	

explain	the	location;

•	 As	soon	as	you	have	given	the	location,	the	emergency	service	is	dispatched!	Other	questions	will	be	

asked	to	evaluate	if	extra	assistance	is	needed.	Do	not	worry,	this	does	not	delay	the	arrival	of	the	

emergency	service.	On	the	contrary,	it	helps	them	provide	even	better	assistance.	

•	 Answer	the	questions	of	the	dispatcher	shortly	and	clearly.
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5.7  Smoke detectors and fire alarms
Smoke	detectors	and	fire	alarms	exist	in	many	shapes	and	sizes.	The	detectors	that	are	

linked	to	the	automatic	fire	panels	are	very	sensitive.	It	sometimes	happens	that	they	

go	off	if	they	detect	a	little	bit	of	smoke	or	steam	and	react	as	by	fire.	However,	this	

is	a	false	alarm.	An	emergency	response	may	be	asked	to	go	and	check.	If	nothing	is	

going	on,	immediately	report	it.	Such	a	check	avoids	an	unnecessary	intervention	from	the	fire	brigade.	

Potential	delay	in	the	installation	can	always	be	superseded	by	a	manual	fire	alarm.

Fire	alarms	are	to	be	found	in	more	or	less	all	buildings.	They	are	the	well-known	red	boxes	with	a	

window	and	a	button	to	press.	Once	the	glass	panel	has	been	broken	and	the	button	has	been	pressed,	

the	alarm	is	sent	to	the	fire	panel.	The	delay	is	then	cancelled.	

Do	not	forget	that	the	centralist	has	to	be	informed	about	what	is	happening	even	after	an	automatic	

alarm	has	been	activated.



Emergency Response Manual  Life-saving first aid   |   81

Life-saving 
first aid

1	 Introduction	 82

2	 How	to	provide	First	Aid	 83

3 Communication with casualty 91

4	 A.E.D.	 102

5 Serious external blood loss 113

6	 Shock	 115

7		 Burns	 118

8	 How	to	treat	external	wounds	 120

9 Fracture, dislocation,  

bruise and sprain 122

10	 Eye	injury	 129

11	 Poisoning	 130

12 Electrical injuries 132

13	 Minor	injuries	 134

14 Summary 135



Emergency Response Manual  Life-saving first aid   |   82

1   Introduction

Emergency	response	officers	are	the	outpost	of	the	professional	emergency	services.	They	bridge	the	gap	

until	the	professional	emergency	services	are	at	location.	The	intervention	of	the	emergency	response	

officers	is	foremost	focused	on	providing	First	Aid	and	stabilising	the	casualty.

The	emergency	response	officer	works	according	to	a	fixed	protocol:	first	evaluate	the	status	of	the	

casualty	and	the	acute	situation	or	illness,	then	draw	a	conclusion	on	what	is	happening	and	then	take	the	

appropriate measures. This module expands on this protocol. 

The basic skills in First Aid are described as such:

•	 How	to	provide	First	Aid	to	an	unconscious	casualty?

•	 How	to	assess	and	stabilise	the	vital	signs?

•	 Hoe	to	provide	C.P.R.	(Cardio	Pulmonary	Resuscitation)	to	a	casualty	(who	is	not	breathing)?

•	 How	to	use	an	A.E.D.	(automatic	external	defibrillator)?

•	 How	to	stop	an	(serious)	external	bleed?

•	 How	to	deal	with	a	casualty	in	shock?

•	 How	to	treat	burns	and	other	local	injuries?
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2   How to provide First Aid?

In	order	to	provide	First	Aid	well	and	competently,	the	emergency	response	officer	needs	first	of	all	to	

prepare	correctly;

•	 Where	to	find	the	A.E.D.?

•	 Where	is/are	the	First	Aid	kits?

•	 What	is	the	company	protocol?

•	 How	is	psychological	after-care	organised?

In	addition,	the	emergency	response	officer	needs	to	follow	a	number	of	general	rules.

2.1  The order of procedures whilst providing life-saving First Aid
The	emergency	response	officer	provides	First	Aid	in	the	following	order:

1.	 Beware	of	danger;

2.	 Check	what	has	happened	and	the	status	of	the	casualty;

3.	 Keep	the	casualty	calm	and	deal	with	exposure;

4.	 Call	the	emergency	services;

5.	 Help	the	casualty	at	the	place	where	you	find	him/her	(lying	down	or	sitting).

2.1.1  Beware of danger

Danger to the emergency response officer

Do	not	take	unnecessary	risks.	Remove	what	causes	danger	or	take	protective	measures.	Protect	yourself	

in	terms	of	hygiene,	provide	assistance	in	a	careful	and	safe	manner	during	all	interventions.

Danger to the bystanders

Warn	bystanders	of	possible	dangers.	Mark	the	place	of	the	accident.	Make	sure	that	the	accident	situation	

is	visible	and	does	not	cause	danger	to	others.

Danger to the casualty

If	the	casualty	is	in	a	dangerous	situation,	try	to	move	him/her	from	that	location	as	quickly	as	possible	

and	within	the	shortest	possible	distance.	Think	for	example	about:	fire	hazards,	approaching	traffic,	

poisonous	gasses	and	danger	of	explosion.	One	way	to	move	a	casualty	is	via	the	Rautek	technique.



Emergency Response Manual  Life-saving first aid   |   84

2.1.2  Check what has happened and the status of the casualty;

Check what has happened

•	 Ask	the	casualty	what	has	happened;

•	 Or	ask	the	bystanders;

•	 Evaluate	the	accident	mechanism	(silent	witnesses/objects).

Your	first	impression	of	the	casualty	has	now	been	confirmed.	On	this	basis,	decide	which	assistance	is	

needed. To decide on the seriousness of the situation and the status of the casualty, rely on your senses. 

Therefore:

Look

•	 How	is	the	casualty	lying?

•	 Is	the	casualty	calm	or	agitated?

•	 Is	the	colour	of	his/her	face	other	than	expected?

•	 Is	there	an	abnormal	position	of	the	limbs?

•	 Are	there	liquid	or	blood	stains	to	be	seen?

•	 Did	the	casualty	vomit?

•	 Is	the	casualty	responsive	to	your	commands?

Listen

•	 Does	the	casualty	react	adequately	to	your	questions?

•	 Do	you	hear	normal	breathing?

Feel

•	 Does	the	casualty	breathe	efficiently	and	in	a	normal	way?

Smell

Sometimes,	one	may	smell	that	the	casualty	has	ingested	dangerous	substances.	Be	very	careful!	Work	

according to the protocol that is in state in your company. 

All	the	information	that	has	been	gathered	is	important	and	needs	to	be	reported	to	the	professional	

emergency	services.
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2.1.3  Keep the casualty calm

Casualties	are	often	anxious,	shocked	or	agitated.	The	positive	effect	of	calming	someone	down	is	often	

underestimated.	Always	deal	with	the	casualty	with	as	much	tact	and	personal	care	as	possible.	Competent	

Fist	Aid	also	depends	on	the	bond	of	trust	that	has	been	built	within	a	short	period	of	time.

• Introduce yourself and explain that you are ready to help;

• Talk to the casualty; ask his/her name, what has happened and where he/she lives;

• If at all possible, never leave a casualty alone, unless there are no other options;

• If necessary, protect the casualty from the cold, rain or heat.

2.1.4  Call the emergency services

Call a doctor or the ambulance immediately if the casualty needs to be transferred to the professional 

emergency	services.	If	possible,	stay	with	the	casualty	and	ask	somebody	else	to	make	the	call.

If reception or Security are the ones to call 1-1-2, make sure that the report contains the 

following information:

•	 The	name	of	the	person	who	makes	the	report;

•	 The	exact	location	of	the	accident;

•	 The	cause	of	the	accident;

•	 The	number	of	casualties	and	their	approximate	ages;

• The nature of the injuries.

If	you	call	1-1-2	yourself,	put	your	mobile	phone	on	speaker	mode

Make	sure	to	know	the	internal	and	external	alarm	procedures	of	your	company	or	organisation.	It	is	

important to follow these procedures. This will be explained in the section on how to raise the alarm. It is 

also	important	to	know	how	to	use	the	communication	tools.	To	call	the	external	emergency	services	use	

the 1-1-2 alarm number.
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How does 1-1-2 work? 

• Call 1-1-2.

•	 	The	dispatcher	answers:	“1-1-2	central	dispatch.	Who	do	you	want	to	speak	to:	

police,	fire	brigade	or	ambulance	and	at	which	location?”;

•	 	Explain	where	you	are	calling	from	and	whether	you	need	the	police,	fire	

brigade	or	ambulance;

•	 	Never	hang	up	the	phone.	You	will	be	connected	to	the	emergency	serviced	

that	you	have	required;

•	 The	new	dispatcher	answers:	”what	is	the	address	of	the	emergency	situation?”	Make	sure	you	can	

explain	the	location;

•	 As	soon	as	you	have	given	the	location,	the	emergency	service	is	dispatched!	The	other	questions	will	

be	asked	to	evaluate	if	extra	assistance	is	needed.	Do	not	worry,	this	does	not	delay	the	arrival	of	the	

emergency	service.	On	the	contrary,	it	helps	them	provide	even	better	assistance.	

•	 Answer	the	questions	of	the	dispatcher	shortly	and	clearly.

2.1.5  Help the casualty at the place where you find him/her (lying down or sitting).

If	the	casualty	is	responsive	and	breathes	normally,	let	him/her	lie	down	in	his/her	chosen	position.	

Unnecessary	movement	can	aggravate	certain	injuries.	Therefore,	it	is	important	to	help	the	casualty	at	

the place of the accident. To change the body position of the casualty can be life-threatening because of 

an injury. If the casualty does not react when his/her shoulders are slightly pushed down and when being 

spoken	to	loudly,	it	is	often	necessary	to	move	him/her	into	another	body	position.

Due	to	certain	circumstances,	the	emergency	response	officer	is	obligated	to	move	the	casualty.	Causalities	

who	with	assistance	are	capable	of	moving	by	themselves	can	be	brought	to	safety	easily.	

If	the	casualty	is	not	capable	of	moving	by	himself/herself,	then	the	Rautek	technique	is	an	option.
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2.1.6  The Rautek technique

Follow	the	instructions	below	to	implement	the	Rautek	technique:

•	 Place	yourself	behind	the	casualty;

•	 Bring	the	casualty	up	in	a	sitting	position	in	a	fluid	motion	and	place	yourself	behind	him/her;

•	 Slide	your	arms	under	the	armpits,	grab	and	place	one	arm	in	the	horizontal	position	on	the	front	 

of the casualty.

Place your hand with fingers and thumbs together over the lower arm  

of the casualty

•  Crouch as close as possible to the casualty with your feet on both sides and 

lift	him/her	carefully	whilst	stretching	your	legs.	Keep	your	back	straight	

whilst	doing	this;

•	 	Pull	the	casualty	backwards	away	from	the	danger	zone	and	let	him/her	lie	

down	again	carefully;

•	 Provide	the	necessary	First	Aid.

It is important to support the head in this technique, especially if the casualty is unconscious. If one leg of 

the	casualty	is	injured,	place	this	leg	on	the	other	one	before	starting	performing	the	Rautek	technique.	

If	the	casualty	cannot	be	removed	quickly	with	the	Rautek	technique,	then	pull	the	casualty	away	the	best	

way	possible	(grab	the	clothes	or	the	ankles,	arms	and	legs	and	pull).

The	quickest	way	is	to	stand	between	the	legs	of	the	casualty,	to	grab	hold	of	the	ankles	and	to	walk	

forward	dragging	the	casualty	behind	you	(like	a	wheelbarrow).	Walking	forward	is	also	safe	for	the	First	

Aider.

2.2  Three vital signs

B

A C
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Three	elements	are	of	vital	importance	to	a	person’s	life.	They	are:

• (A) Breathing 

The	intake	of	oxygen,	the	exhalation	of	carbon	dioxide	and	vapour.

• (B) Consciousness 

The	brain,	spinal	cord	and	nervous	system	control	the	functioning	of	the	organs	in	the	body.

• (C) Circulation 

The transport of oxygen, nutrients and waste material in the blood.

Life	is	immediately	endangered	by	a	malfunction	of	one	or	more	of	the	vital	signs.	The	good	functioning	of	

the	brain	and	therefore	the	consciousness	depends	on	the	sufficient	supply	of	oxygen	and	glucose.	 

The	brain	function,	the	circulation	and	breathing	are	closely	linked:	they	form	the	vital	signs	chain.	

Because	a	malfunction	of	one	of	the	vital	signs	can	be	immediately	life-threatening,	they	must	be	checked	

and stabilised as a matter of priority.

2.2.1  The vital signs in case of accidents

To	avoid	missing	a	malfunction	of	one	or	more	of	the	vital	signs,	always	work	according	to	a	fixed	protocol	

in case of accident.

Most	of	the	time,	this	happens	automatically	without	being	aware	of	it.	If	the	casualty	reacts	when	carefully	

shaken	and	spoken	to	in	a	loud	voice	and	when	asked	what	is	happening,	unconsciously	you	have	already	

checked	the	vital	signs.	

In	all	other	situations,	the	First	Aider	must	immediately	call	the	emergency	services	and	check	if	he/she	is	

breathing	normally.	Only	after	this	is	it	clear	whether	there	are	local	issues	or	injuries.

Malfunctions	in	the	vital	signs	can	also	start	after	a	while.	Therefore,	always	check	regularly	if	there	any	

changes	in	the	vitals	signs.	To	check	once	is	not	enough!	Keep	checking	the	vital	signs.
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2.3  How to assess the casualty
Always	follow	the	order	below	to	assess	the	casualty:

1.	 First	evaluate	the	following	vital	signs,	consciousness	and	breathing,	and	stabilise	them;

2.	 In	case	of	serious	blood	loss,	stop	the	bleeding	before	checking	the	vital	signs;

3.	 Then	check	if	the	casualty	has	external	injuries,	evaluate	them	and	provide	the	necessary	First	Aid.

This	order	of	intervention	depends	on	whether	the	casualty	is	responsive	or	not.	A	malfunction	in	the	one	

of	the	vital	signs	can	lead	to	death	quicker	than	a	serious	blood	loss	or	shock.	Local	injuries	are	rarely	life-

threatening.

An	organ	needs	blood	to	receive	oxygen.	If	an	organ	does	not	get	oxygen	or	not	enough,	it	suffers	damage	

or	dies	out.	How	long	it	takes	for	an	organ	to	die	out	depends	on	the	organ	itself.	The	brain	is	the	most	

sensitive:	after	10	to	15	seconds	without	oxygen	to	the	brain,	the	person	starts	feeling	unwell.	After	

approximately 4 to 6 minutes (in normal circumstances), the brain cells die out. This often means that 

functioning normally is no longer possible. If within 4 to 6 minutes the blood and therefore the oxygen 

supply	is	restored,	then	there	is	usually	no	permanent	damage.	Therefore,	it	is	clear	that	providing	

assistance	quickly	is	of	the	utmost	importance.	

The	transport	of	oxygen	can	be	disturbed	by	an	acute	malfunction	in	one	of	the	vital	signs.	Here	are	a	few	

examples:

•	 Blow	to	the	head	or	fall;

•	 Acute	illnesses;

•	 Heart	disease;

•	 Stroke;

•	 Drowning;

•	 Choking	or	suffocation;

•	 Exposure	to	dangerous	substances	via	the	 

mouth	and/or	inhalation	of	poisonous	gasses;

•	 Various	local	injuries;

•	 Injuries	related	to	the	cold	or	heat;

•	 Electrical	accidents;

•	 Acute	allergic	reaction.

In	assessing	the	casualty,	evaluate	if	he/she	is	responsive	or	not.	To	check	and	stabilise	the	vital	signs,	

work	according	to	the	2021	guidelines	of	the	Dutch	Resuscitation	Council	(NRR).
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2.4  Emotional reactions to an accident
When	witnessing	an	accident,	everybody	experiences	psychological	and	physical	reactions.	Normal	

reaction	to	an	accident	are:	being	startled,	stressed,	sweating	and	passivity.	For	some	people,	the	sight	of	

an	accident	leads	to	hyperactivity	such	as:	getting	in	the	way,	stirring	up	unrest,	swearing	and	ranting	and	

raving.	Some	people	start	panicking	or	become	apathetic.

In	addition	to	his/her	own	reactions,	the	emergency	response	officer	is	confronted	to	the	reactions	of	the	

bystanders. It is necessary to deal with reactions to ensure that they do not interfere with the assistance.  

A	calm	behaviour	seems	to	be	the	best	choice	in	such	situations.	However,	there	are	no	specific	guidelines.	

At	times,	the	emotions	emerge	days	or	even	weeks	after	the	accident.	This	is	a	normal	reaction	which	is	to	

be	expected	after	an	unusual	(traumatic)	event.	It	is	important	not	to	repress	or	deny	one’s	feelings.	Make	

sure	to	speak	with	people	that	you	trust,	for	example	a	partner	or	colleague.	Some	companies	also	often	

have	a	social	worker.	Large	companies	and	emergency	services	have	one	or	more	psychologists	at	their	

disposal or on duty.

Should	you	be	involved	in	an	accident	yourself,	then	the	first	port	of	contact	could	be	the	Dutch	Casualty	

Help	organisation	(Slachtofferhulp).	If	after	a	few	weeks	the	emotions	have	not	decreased	or	lead	to	

insomnia	or	nightmares,	it	is	essential	to	look	for	professional	assistance.	This	can	be	the	G.P.,	a	social	

worker	or	the	occupational	physician.	
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3   How to assess a casualty

3.1  The order of assessment

3.1.1  Ensure the safety of the casualty, the bystanders and yourself

•	 	Approach	the	casualty	on	the	side	

where his/her head is facing you to 

prevent	him/her	from	turning	his/her	

head;

•	 	Ask	loudly	and	clearly:	“Are	you	all	

right?”	and	simultaneously	shake	the	

casualty slightly at the shoulders. If 

you	suspect	a	potential	neck	injury,	 

do	not	shake;

•	 	Ask	the	casualty	to	open	his/her	eyes	if	the	eyes	are	closed;

•	 	Should	there	be	no	obvious	reaction,	immediately	call	the	emergency	services.

3.1.3  The casualty is responsive

•	 	Let	the	casualty	lie	in	the	position	you	found	him/her,	unless	there	are	dangers;

•	 	Mostly,	the	casualty	finds	a	position	or	situation	in	which	the	pain	is	less.	Support	the	casualty	in	that	

position and do not force him/her into another position. 

•	 	Try	to	find	out	what	has	happened	and	call	for	help	if	needed.

•	 	Keep	evaluating	the	situation.

The	casualty	reacts	coherently.	He/she	is	conscious.	Keep	contact	and	keep	the	casualty	calm.	Keep	

evaluating	the	casualty.	Explore	which	injury	he/she	has	by	asking	questions	and	provide	the	necessary	

First	Aid.	Chapters	4	to	12	deal	with	local	injuries.

Check if the casualty 
is responsive. Shale 

slightly at the 
shoulders and ask: 

“Are you all right?”
Photo shaking the 

casualty
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OR:

The	casualty	does	react	but	is	not	fully	conscious	and	makes	a	bad	impression.	He/she	can	sometimes	

react	aggressively.	He/she	experiences	a	“reduced”	consciousness	level.	Keep	contact	with	the	casualty	as	

much	as	possible	and	check	constantly	for	regular	breathing	and	consciousness.	Try	to	figure	out	what	has	

happened	by	asking	questions	and	provide	the	necessary	First	Aid.	If	needed,	call	1-1-2.

3.2  The casualty is unresponsive
•	 Call	1-1-2	(or	ask	someone	to	call)	and	order	someone	to	get	the	A.E.D.	Put	your	mobile	phone	on	

speaker	mode.	

•	 Follow	the	instructions	of	the	dispatcher;

 

3.3  The chin lift method
•	 Place	your	hand	on	the	forehead	and	carefully	tilt	the	head	back;

•	 Place	two	fingers	(index	and	middle	finger)	from	your	other	hand	just	under	the	chin;

•	 Tilt	the	chin	of	the	casualty	upwards	with	your	index	and	middle	finger.	The	jaw	comes	up.	 

This	is	called	the	chin	lift;

•	 Do	not	press	the	soft	tissue	under	the	chin	because	this	could	close	the	airway;

•	 The	airway	is	now	open;

•	 Look,	listen	and	feel	for	a	maximum	of	10	seconds	for	normal	breathing;

•	 Report	to	1-1-2	and	start	C.P.R.	if	the	breathing	is	not	normal.

Keep the airway 

open: look, listen and 

feel for a maximum 

of 10 seconds for 

normal breathing.

For an unconscious casualty, the tongue can obstruct the airway.
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3.4  Turn the casualty over from front to back
Sometimes,	the	casualty	is	not	lying	on	his/her	back	and	needs	to	be	turned	over.	Lying	on	his/her	front	

makes	it	impossible	to	check	the	breathing	and	to	provide	appropriate	assistance.

Therefore,	even	if	the	casualty	could	have	spinal	injury,	he/she	must	be	turned	over	onto	his/het	back.	

Without	breathing	is	the	casualty	in	a	life-threatening	situation!

Objective:			Should	the	casualty	be	lying	on	his/her	back,	turn	him/her	over	to	check	the	breathing	or	

to	keep	him/her	breathing.	Should	the	casualty	be	unresponsive,	implement	the	following	

instructions:

1.	 Kneel	next	to	the	casualty	on	the	side	where	his/her	face	is	turned	towards	you.	Place	his/her	legs	 

next to each other.

2.	 Bring	down	the	casualty’s	arm	which	is	closest	to	you	carefully	along	the	body.	Make	sure	that	the	

hand	lays	flat	on	the	ground	palm	up.

3.	 Bring	the	casualty’s	arm	which	is	further	away	from	you	carefully	upwards.	Make	sure	that	the	hand	

lays	flat	on	the	ground	palm	down.

Turning	the	casualty	over	from	front	to	back
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4. Grab the shoulder closer to you with both your hands and roll the casualty onto his/her side. For 

heavier	casualties,	place	one	hand	on	the	shoulder	and	the	other	on	the	hip.	

5.	 Support	the	head	with	one	hand.	Push	the	shoulder	with	the	other	to	roll	the	casualty	onto	his/her	

back.	

6.	 Settle	the	head	so	that	it	does	not	roll	over	and	remove	your	hand	from	under	the	head.

What is normal breathing?

•	 The	chest	comes	up	and	down	regularly;

•	 The	casualty	inhales	and	exhales	regularly	without	making	strange	noises;

•	 The	casualty’s	complexion	is	normal;

•	 The	casualty	can	breathe	normally	without	making	uncontrolled	movements.
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Algorithm for an unresponsive casualty with  normal breathing

Casualty is unresponsive

Call 1-1-2 (or ask someone to do so) and get an A.E.D. if available

Open the airway

Check the breathing

Normal breathing

Place the casualty in the recovery position

What is normal breathing?

• The	chest	comes	up	and	down	regularly;

• The	casualty	inhales	and	exhales	regularly	without	making	strange	noises;

•	 The	casualty’s	complexion	is	normal;

•	 The	casualty	can	breathe	normally	without	making	uncontrolled	movements.
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3.5  Recovery position
Placing	an	unresponsive	casualty	who	breathes	normally	in	the	recovery	position	can	be	life-saving.	If	you	

know	for	sure	that	the	casualty	is	breathing	normally,	keep	the	airway	open	by	turning	him/her	over	from	

back	to	recovery	position.	The	casualty	must	lie	on	the	side	in	a	stable	way	without	any	pressure	on	the	 

chest that could endanger the breathing.

This is how to place a casualty in the recovery position:

•	 Kneel	next	to	the	casualty	on	the	side	of	his/her	face	and	make	sure	that	 

the	legs	are	next	to	each	other;

•	 If	the	casualty	is	wearing	a	pair	of	glasses,	remove	them;

•	 Grab	the	casualty’s	arm	that	is	closest	to	you	by	the	elbow	and	wrist	and	 

bring	it	up	along	the	ground;

•	 Place	the	arm	at	90	degrees	angle	to	the	body.	The	arm	needs	to	be	stretched	and	the	palm	upwards;

•	 Grab	the	other	arm	and	place	the	back	of	the	hand	against	the	cheek	and	hold	it	tight.;
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•	 	Tilt	the	head	back	gently	and	if	needed	adjust	the	hand	under	the	cheek	to	

keep	the	airway	open;

•	 Keep	checking	the	breathing;

•	 	Place	your	hand	with	open	fingers	pointing	towards	the	head	on	the	

casualty’s	front	between	abdomen	and	chest;

•	 	Place	your	other	hand	on	the	casualty’s	back	with	open	fingers	pointing	

towards	the	head	opposite	the	other	hand;

•	 Check	the	breathing	by	looking,	feeling	and	listening	for	breath.

If	the	casualty	is	unresponsive	but	breathing	normally,	always	place	him/

her	in	the	recovery	position.	Should	there	be	spinal	injury,	for	example	after	

a fall from height, the casualty may stay lying in the present position. Should the breathing become 

endangered,	then	place	him/her	in	the	recovery	position	to	make	sure	that	he/she	keeps	breathing.	

Small children can just be turned onto their side with the mouth pointing downwards. If need be, place 

a	small	cushion	or	rolled	up	blanket	behind	the	child’s	

back	for	support.	Always	place	a	pregnant	lady	in	the	

recovery	position	on	her	left	side.	In	the	last	months	

of	pregnancy,	the	womb	is	so	large	that	on	her	back	

or	right	hand	side,	the	vena	cava	(large	vein)	would	be	

compressed	and	endanger	the	flow	of	blood	back	to	the	heart.

•	 Grab	the	leg	further	away	from	you	by	the	back	of	the	knee	and	

lift	the	leg	upwards.	The	foot	needs	to	stay	flat	on	the	ground;

•	 Turn	the	casualty	towards	you	into	the	recovery	position	via	the	

bended	knee	whilst	you	keep	hold	of	the	hand	against	the	cheek;

•	 Make	sure	that	the	elbow	of	the	upper	arm	comes	to	lie	on	the	

ground;

•	 Place	the	bended	leg	so	that	the	hip	and	knee	form	a	square.
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3.6  Algorithm 

Unresponsive casualty

Call 1-1-2 (or ask someone to do so) and get an A.E.D. if available

Open the airway

Check the breathing

Abnormal breathing

Start C.P.R.: 30 chest compressions & 2 rescue breaths

A.E.D. is available, follow its instructions
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3.7  If the casualty does not breathe normally (or you are not sure)
•	 If	alone,	call	1-1-2	preferably	with	your	mobile	phone.	Only	get	the	A.E.D.	if	it	is	within	a	short	

distance.	If	need	be,	leave	the	casualty	alone	shortly	to	do	so;	

• Start the compressions as follows:

•	 Kneel	next	to	the	casualty’s	upper	arm;

•	 Place	the	heel	of	one	hand	on	the	middle	of	the	casualty’s	chest;

•	 Place	the	heel	of	the	other	hand	on	top	of	the	first	hand;

•	 	Interlock	the	fingers	of	both	hands	and	make	sure	you	do	not	apply	

pressure to the ribs. Do not compress the upper abdomen or the lower  

part	of	the	breastbone;

•	 	Position	your	body	directly	above	the	hands	on	the	chest	and	with	

outstretched arms press the breastbone at least 5 centimeters down  

(but	no	more	than	6	centimeters);

•	 	After	each	chest	compression,	let	the	chest	go	back	up	fully	but	always	

keep	contact	with	the		body.	Repeat	the	procedure	at	a	frequency	(tempo)	

of	100	to	120	chest	compressions	per	minute;

•	 	The	compression	and	depression	of	the	chest	cavity	need	to	be	of	equal	

length.

The	casualty	needs	to	be	flat	on	his/her	back	onto	a	hard	surface.	The	floor	is	the	best	option.	

Never	give	compressions	on	resilient	surface	such	as	a	mattress.	Kneel	as	close	as	possible	to	the	

upper	arm	of	the	casualty.	This	is	the	most	efficient	position	to	provide	the	necessary	force	for	the	

heart	massage	and	to	be	able	to	do	so	for	the	longest	possible	time.	Do	not	remove	the	casualty’s	

clothes as it would be a complete waste of time.
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3.7.1  Alternate chest compression and rescue breaths

After 30 chest compressions, open the airway with the head tilt 

method called the chin lift.

•	 Open	the	airway	with	the	chin	lift;

•	 Close	the	casualty’s	nose	with	your	index	and	thumb	with	the	hand	

resting	on	his/her	forehead;

•	 Let	the	mouth	open	up	but	hold	the	chin	upwards;

•	 Take	a	normal	breath	and	place	your	lips	over	the	casualty’s	mouth	so	

that	no	air	can	escape;

•	 Blow	for	1	second	whilst	looking	if	the	chest	comes	up;	if	so,	the	rescue	

breath	was	effective;

•	 Lift	your	mouth	away	from	the	casualty’s	and	look	if	the	chest	goes	

down	whilst	he/she	exhales;

•	 Give	the	second	rescue	breath	in	the	same	way.	Stop	the	chest	

compressions	for	a	maximum	of	10	seconds	to	give	the	2	rescue	breaths.	

Immediately	reset	your	hands	on	the	middle	of	the	casualty’s	chest	to	

give	the	30	compressions;

•	 Continue	giving	the	30	chest	compressions	and	the	2	rescue	breaths	in	a	

ratio	of	30:2.

Check	the	following	issues	if	the	chest	does	not	rise	after	rescue	breathing:

•	 Inspect	the	casualty’s	mouth	and	remove	visible	obstructions;

•	 Check	that	you	perform	the	chin	lift	competently.

Give	a	total	of	2	rescue	breaths.	Then	start	the	chest	compressions	

immediately.	If	a	second	First	Aider	is	available,	switch	over	every	2	minutes	

to	prevent	exhaustion.	Make	sure	that	the	switch	is	as	short	as	possible.
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Stop C.P.R. when:

•	 The	professional	emergency	services	take	over	or	tell	you	to	stop;

•	 The	casualty	regains	consciousness,	start	moving,	opens	his/her	eyes	and	starts	breathing	normally;

•	 You	are	exhausted;

•	 You	find	a	“Do	not	resuscitate”	pendant	which	belongs	to	the	casualty.	

•	 Should	this	be	known	before	the	C.P.R.	,	respect	the	casualty’s	wish.

Please note again

In	the	first	couple	of	minutes	of	a	circulation	arrest,	the	casualty	can	barely	breathe,	or	breathe	irregularly	

and/or is gasping for air: this is not normal breathing. This is called gasping. Such a casualty may also 

present	with	seizures	similar	to	epilepsy	which	can	unsettle	the	first	aider.	Start	C.P.R.	immediately	if	you	

see this.

As	non-professional,	it	is	difficult	to	come	to	the	right	diagnosis	quickly.	Therefore,	the	new	guidelines	

give	the	following	definition	of	circulation	arrest:	“the	casualty	is	unresponsive	to	being	shaken	slightly	

and	spoken	to	in	a	loud	voice	and	does	not	breathe	normally”.	The	circulation	will	only	be	checked	by	the	

professional	emergency	services	as	part	of	the	resuscitation	process.

Please note

Should	you	not	want	to	give	rescue	breaths,	then	only	provide	the	chest	compressions.	In	that	

case,	provide	the	chest	compressions	continuously	at	a	tempo	of	100/120	per	minute.
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4   The Automatic External Defibrillator

The use of an Automatic External defibrillator (A.E.D.) started in 1999 in The Netherlands. After all the 

commotion it created at the beginning, defibrillation by non-professionals is now part of the standard 

daily practice.

The	A.E.D.	gives	a	shock	to	someone	who	experiences	a	heart	rhythm	disorder	which,	in	80%	of	cases,	

leads	to	circulation	arrest.	The	A.E.D.	is	a	complementary	tool	to	the	basic	resuscitation	protocol.	The	

machine	does	not	replace	the	basic	resuscitation.	Anybody	who	can	provide	C.P.R.	can	quickly	learn	how	

to	use	and	A..E.D.	

An	A.E.D.	can	be	found	at	locations	such	as	a	workplace,	a	sport	complex,	a	shopping	mall	or	an	airport.	 

It	can	also	be	that	the	A.E.D.	will	be	brought	and	used	by	the	police,	the	fire	brigade	or		civilian	first	aiders.	

4.1  How does the A.E.D. work?
The A.E.D. can:

•	 Check	if	there	is	heart	rhythm	and/or	if	defibrillation	is	necessary;

•	 Provide	support	during	resuscitation;

•	 Only	gives	a	shock	if	the	heart	fibrillates;	in	all	other	situations,	keep	providing	C.P.R.

As	soon	as	the	A.E.D.	is	available,	switch	it	on	immediately;	the	first	aiders	listen	for	the	instructions	of	 

the	A.E.D.	

The	following	accessories	are	delivered	with	the	A.ED.:

•	 Nitrile	gloves;

•	 Breathing	masks	or	Kiss	of	Life;

•	 A	pair	of	scissors	to	cut	the	clothes;

•	 A	portable	razor	to	shave	excessive	chest	hair;

•	 A	cloth	to	dry	the	chest	in	order	to	be	able	to	apply	the	electrodes.	
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4.1.2  Raising the alarm and getting the A.E.D.

Should	the	casualty	not	react	to	being	spoken	to	and	shaken	slightly,	immediate	sound	the	alarm	

according to the internal procedures.

Preferably,	call	1-1-2	yourself	and	get	the	A.E.D.	or	ask	someone	to	do	so	and	to	bring	the	A.E.D.	

Only	get	the	A.E.D.	yourself	if	you	are	alone	with	the	casualty	and	the	A.E.D.	is	within	reach.	Should	other	

people	be	available,	let	them	get	the	A.E.D.	and	start	C.P.R.	immediately.		

4.1.3  Switching on the A.E.D.

Place	the	A.E.D.	close	to	the	casualty’s	head,	preferably	on	the	left	hand	side.	Switch	it	on	and	follow	the	

instructions. 

4.1.4  Expose the chest and apply the electrodes

•	 Cut	the	clothes	to	expose	the	chest;

•	 If	needed	shave	the	excessive	chest	hair	at	the	location	of	the	electrodes;

•	 Dry	the	chest	at	the	location	of	the	electrodes;

•	 Do	not	place	the	electrodes	where	there	may	be	a	pacemaker	or	I.C.D.;

•	 Place	the	electrodes	as	shown	on	the	pictures;

•	 One	electrode	under	the	right	clavicle	and	the	other	10	cm	under	the	left	armpit.
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4.1.5  Keep your distance, the A.E.D. analyses the heart rhythm

•	 Sweep	with	your	hand	above	the	casualty	and	say:	“all	clear”!

•	 Keep	your	arms	stretched	at	shoulder	level;

•	 The	A.E.D.	analyses	the	heart	rhythm.	

Advice:

•	 Shock	advised;

•	 No	shock	advised;

•	 Continue	C.P.R.	and	switch	over	if	someone	else	is	available.

4.1.6  Shock advised

Before	pressing	the	shock	button	the	first	aider	calls:	“all	clear”	to	make	sure	

that	nobody	touches	the	casualty.	The	fully	automated	A.E.D.	delivers	the	

shock	itself;	with	a	semi-automatic	A.E.D.	,	the	first	aider	needs	to	press	the	

button	after	the	A.E.D.	had	charged.	The	fully	automatic	A.E.D.	gives	warning	

instructions itself.

4.1.7  The casualty starts breathing again

•	 The	casualty	breathes	normally;

•	 Stop	resuscitation;

•	 Place	the	(unconscious)	casualty	in	the	recovery	position;

•	 Do	not	switch	off	the	A.E.D.;

•	 Keep	the	electrodes	on	the	casualty’s	chest;

•	 Keep	checking	the	breathing.

4.2  Fainting
Fainting is a short disorder of the consciousness as a result of a temporary decline in blood supply to  

the brain. Fainting can happen without or with loss of consciousness. The casualty often feels the fainting 

fit	coming.

Fainting can be caused by:

•	 Exhaustion	due	to	tiredness,	not	eating	or	not	enough	or	weakness	after	illness;

•	 Psychological	causes	such	as	fright,	emotions	or	the	sight	of	blood;
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•	 Oppressive	environment;

•	 Anemia;

•	 Standing	up	too	quickly;

•	 Dehydration;

•	 Use	of	medication;

•	 Staying	(too)	long	in	a	warm	environment.

Fainting is characterised by a pale or tarnished complexion, sweating, feeling sleepy, nauseous, light in 

the	head,	seeing	black	dots	and	experiencing	tinnitus	or	yawing.	After	a	while,	the	casualty	barely	reacts	

when	spoken	to	or	even	not	at	all.	This	is	then	a	fainting	fit.	There	may	also	be	seizures	similar	to	epilepsy	

whereby the casualty can let go of urine and/or can bite his/her tongue.

4.2.1  How to intervene?

Call 1-1-2 for:

•	 Fainting	or	feeling	unwell	without	fainting,	call	the	doctor	(G.P.)	or	medical	centre;

•	 Fainting	accompanied	by	serious	pain	in	the	abdomen	or	back;

•	 Fainting	accompanied	by	chest	pain	and	palpitations;

Pay attention

Somebody	experiencing	a	fainting	fit	usually	comes	back	within	

one minute: the dispatcher who is following the situation can then 

decide not to send the ambulance. If it is clear that the casualty has 

just fainted, for example due to standing a long time in the heat or 

during a pop concert, then wait for 2 minutes. If the casualty has 

not	recovered	yet,	then	call	1-1-2.	There	is	probably	something	

else	going	on	such	as	heart	rhythm	disorder	or	shock.	For	children	

under	6	years	old	and	people	above	40,	always	call	1-1-2.	The	

same	applies	for	fainting	due	to	sport	or	an	intensive	effort.
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•	 Put	the	phone	on	speaker	mode	whilst	calling;

•	 Help	the	casualty	lie	down	to	avoid	a	full	fainting	fit	and	to	prevent	a	fall;

•	 Loosen	the	clothes;

•	 Provide	fresh	air;

•	 Place	a	wet	cloth	on	his/her	forehead;

•	 Only	give	something	to	eat	or	drink	if	the	casualty	is	fully	alert	and	not	nauseous;

•	 Keep	the	casualty	lying	down	for	10	minutes;

•	 Lift	the	legs	to	increase	the	blood	supply	to	the	brain.	This	can	promote	a	quicker	recovery.	

•	 Let	him/her	come	back	up	on	his/her	own.	Should	here	still	be	issues,	keep	him/her	lying	down	 

for	another	10	minutes.

Providing	fresh	air	helps	preventing	loss	of	consciousness,	but	also	keeping	the	casualty	calm,	asking	

him/her	to	lie	down	and	loosening	clothes.	Should	the	casualty	still	faint,	he/she	normally	recovers	

consciousness	on	his/her	own	within	one	minute.	Keep	him/her	lying	down	for	another	10	minutes.	

After	that,	ask	the	casualty	to	slowly	sit	up	first	and	then	stand	up.	If	the	recovery	takes	longer,	there	is	

something else going on. Then treat as reduced consciousness. 

4.3  Airway obstruction (choking)

4.3.1  Recognition 

Recognising	that	the	airway	is	obstructed	by	a	foreign	object	is	key	to	a	successful	outcome.	Do	not	

confuse	this	with	a	heart	attack,	epilepsy,	fainting	or	any	other	situations	which	could	be	associated	with	

distorted or reduced breathing, turning blue or loss of consciousness.

There	could	be	an	external	or	internal	cause	to	the	airway	obstruction.	An	airway	obstruction	caused	by	an	

external source often happens to children such as for example being buried in sand, placing a rope or cord 

around	the	neck,	getting	stuck	in	a	harness	or	sleeping	bag	or	placing	a	plastic	bag	over	the	head.	These	

obstacles	need	to	be	removed	as	a	matter	of	urgency.	A	doctor	can	evaluate	the	potential	damage	to	the	

neck.	If	it	is	safe,	get	the	casualty	out	that	is	buried	in	sand;	if	not	call	1-1-2	for	the	fire	brigade.
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Internal airway obstruction 

A	foreign	object	or	choking	on	food	can	obstruct	the	airway	partially	or	fully.	Small	children	put	all	sorts	of	

things	in	their	mouths:	buttons,	pieces	of	Lego,	small	cell	batteries.	Always	look	first	in	the	mouth	to	see	

if	it	is	possible	to	remove	the	object.	If	the	airway	is	partially	blocked,	the	casualty	can	still	audibly	cough	

and breathe. In a full closure of the airway, the casualty may cough silently, cannot or  barely not breathe, 

turn	blue	and	eventually	will	lose	consciousness.

4.3.2  How to intervene

•  If the casualty is still breathing and coughing, encourage him/her to do so 

but	do	nothing	else	at	this	stage;

•	 	Should	other	people	be	present,	ask	one	of	them	to	call	1-1-2.	Should	

you	be	alone,	first	give	5	back	slaps	and	5	times	the	Heimlich	technique	

(abdominal	thrusts).Then	call	1-1-2	and	set	the	telephone	on	speaker	

mode;

•  Stand behind and slightly sideways of the casualty and support the chest 

with	one	hand;

•	 Let	the	casualty	bend	forward	a	little;

•	 	Use	the	heel	of	your	hand	to	give	maximum	5	slaps	between	the	shoulder	

blades	quickly	one	after	the	other.

Check	if	the	slaps	have	solved	the	airway	obstruction	issue.	If	not,	alternate	

with	5	abdominal	thrusts	(Heimlich	technique).

Stand behind the casualty, also if he/she is sitting down.

•	 Make	sure	that	the	casualty	is	slightly	bent	forward	so	that	the	foreign	object	can	shoot	out	of	 

his/her	mouth;

•	 Place	your	arms	around	the	casualty	on	the	upper	part	of	the	belly;
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•	 Make	a	fist	and	place	it	between	under	the	breastbone	and	the	navel;

•	 	Place	your	other	hand	on	the	fist	and	pull	both	hands	in	one	go	in	and	

upwards	towards	you.	Repeat	maximum	5	times;

•	 	Alternate	5	back	slaps	and	5	abdominal	thrusts	as	long	as	the	foreign	

object	has	not	come	out;

•	 Stop	immediately	if	the	obstruction	has	been	resolved;

•	 	If	the	obstruction	is	still	in	place,	continue	alternating	the	5	back	slaps	and	

5	belly	compressions;

•	 	Give	chest	compressions	if	abdominal	thrusts	are	impossible	for	example	

due to pregnancy or obesity.

If the casualty loses consciousness:

•	 Help	the	casualty	carefully	to	the	ground;

•	 Check	if	1-1-2	has	been	called	or	ask	someone	to	do	so.	Should	you	be	alone,	then	call	1-1-2	and	 

set	the	phone	on	speaker	mode;

•	 Look	immediately	in	the	casualty’s	mouth.	Is	there	an	object	or	dirt	in	the	mouth?	Try	only	once	to	

remove	it.

•	 Start	the	basic	C.P.R.	and	alternate	30	compressions	and	2	rescue	breaths;

•	 Check	if	the	chest	rises	after	each	compression.	If	not,	try	to	tilt	the	head	in	a	better	position	with	the	

next rescue breath. 

For children up to puberty, alternate 15 compressions and 2 rescue breaths and start with 5 rescue 

breaths. 

Due to muscle relaxation in unconsciousness, it is possible that the object still comes loose during the 

chest compressions. Therefore, after each group of chest compression and before doing the rescue 

breaths,	look	in	the	mouth	if	it	is	possible	to	remove	the	object.	Make	one	attempt.	If	the	casualty	starts	

breathing	normally,	place	him/her	in	the	recovery	position.

After	the	successful	removal	of	the	object,	a	small	piece	can	still	remain	in	the	airway	and	cause	

complications.	The	casualty	should	be	checked	by	a	doctor	if	he/she	keeps	coughing,	experiences	

difficulty	swallowing	or	feels	that	there	is	still	something	in	the	throat.
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After	the	abdominal	thrusts,	children	must	always	be	examined	by	a	doctor.	Never	give	belly	

compressions	to	babies	(up	to	1	year	of	age).	Give	babies	chest	compressions.

The	provision	of	abdominal	thrusts	can	cause	internal	damage	to	organs.	The	casualty	always	needs	to	be	

checked	up	by	a	doctor.

4.3.3  Basic resuscitation of children and drowning casualties

Without	specific	training,	First	Aiders	often	hesitate	to	provide	C.P.R.	to	children	because	of	the	anxiety	

to	cause	further	damage.	This	anxiety	is	unfounded;	it	is	better	to	use	the	adult	C.P.R.	protocol	than	to	do	

nothing	at	all	for	children.	Doing	nothing	causes	even	more	damage!

Algorithm for an adult casualty with an airway obstructed by a foreign object

Check for the severity

Effective coughing Ineffective coughing

Encourage to 

cough and keep 

checking:

If the obstruction 

has cleared If 

the coughing is 

ineffective

Conscious:
Call 1-1-2 
 5 slaps between  
shoulder blades
5 abdominal thrusts

if alone:
 5 slaps between  
shoulder blades 
5 abdominal thrusts 
Then call 1-1-2

Unconscious:

Call 1-1-2

Start C.P.R.



Emergency Response Manual  Life-saving first aid   |   110

There	are	special	training	programmes	for	those	who	are	interested	in	pediatric	C.P.R.	or	for	those	who	

work	with	children.

There	are	also	specific	guidelines	for	the	resuscitation	of	casualties	of	drowning.	These	can	be	learnt	in	

training	for	people	with	special	interest	in	this	group	of	casualties.	More	information	is	to	be	found	on:	

www.inprevo.nl

Approach	the	casualty	as	such:

•	 Mouth-to-mouth	resuscitation;

•	 Rescue	breathing	via	a	Kiss	of	Life;

•	 Rescue	breathing	via	a	breathing	mask.

4.3.4  Rescue breathing with a breathing mask

To	use	a	breathing	mask,	practice	thoroughly	on	a	C.P.R.	dummy.	Make	 

sure	that	the	mask	is	always	at	your	disposal	and	that	you	need	not	go	 

looking	for	it.

•	 	Prepare	the	mask	for	use	and	first	place	the	larger	part	on	the	chin	of	the	

casualty;

•	 	Then	place	the	rest	of	the	mask	over	the	mouth	and	nose	and	press	the	

mask	down	with	the	hand;

•	 	Open	you	hand	and	spread	it	over	the	smaller	side	of	the	mask	so	that	the	

point	of	the	mask	lies	between	your	thumb	and	index	finger	on	side	of	the	

casualty’s	nose;

•	 Place	the	index	finger	and	middle	finger	of	your	other	hand	under	the	chin	and	perform	the	chin	lift;

•	 With	your	thumb	press	fully	the	lower	part	of	the	mask	onto	the	chin	whilst	performing	the	chin	lift;

•	 Take	a	breath,	breathe	out	into	the	filter	and	check	that	the	chest	rises;

•	 Look	if	the	chest	goes	down	again	as	the	casualty	exhales;

•	 Take	another	breath	and	repeat	the	procedure	above	to	provide	2	effective	rescue	breaths.
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4.3.5  Turning the casualty quickly onto his/her side

On	the	back,	the	casualty	can	choke	on	his/her	vomit	or	if	there	is	blood	in	the	mouth.	To	avoid	that,	turn	

the	casualty	quickly	onto	his/her	side.

•	 Turn	the	casualty	immediately	towards	you	onto	his/her	side	via	hip	and	shoulder.	The	casualty	then	

comes	against	your	thighs;

•	 Tilt	the	head	back	a	little	bit	and	clear	the	airway;

•	 Afterwards,	turn	the	casualty	back	onto	his/her	back	and	continue	checking	the	breathing	and	providing	

C.P.R.

Should there be no normal breathing or you are not sure, always start the basic resuscitation of the 

casualty. 

4.4  Pediatric C.P.R. with A.E.D.
Children	may	be	resuscitated	in	the	same	way	as	adults.	First	Aiders	who	have	learnt	to	resuscitate	

children according to that protocol can still use the adult protocol instead. The most important thing is 

that	the	C.P.R.	is	started	as	soon	as	possible.	Anybody	can	use	the	Automatic	External	Defibrillator	(A.E.D.).	

Preferably	use	child	electrodes	for	the	age	group	between	0	to	8	years.	Some	A.E.D.s	have	specific	modes	

for	children.	If	the	modifications	are	not	available,	then	use	the	adult	electrodes.	



Emergency Response Manual  Life-saving first aid   |   112

Children protocol

The	child	is	unresponsive	to	being	spoken	to	and	shaken	slightly.

There is no normal breathing and no signs of life or you are not at all sure.

As	First	Aider,	coming	to	a	situation	with	a	child,	first	provide	5	rescue	breaths	and	call	1-1-2	(or	

ask	someone	to	do	so).	

Then alternate 15 chest compressions and 5 rescue breaths.

As	soon	as	the	A.E.D.	is	at	disposal,	start	using	is.	Use	the	visual	and	spoken	instructions.	(For	many	

A.E.D.,	this	means	a	protocol	of	30	compressions	and	2	rescue	breaths).

If there are no bystanders and no telephone within reach: call 1-1-2 yourself after the initial 5 

rescue	breaths.	Only	use	the	A.E.D.	if	it	is	within	reach.
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5   Serious external blood loss

After	stabilising	the	vital	signs,	check	the	casualty	for	serious	external	blood	loss.

A	serious	external	blood	loss	means	that	within	a	short	time	a	lot	of	blood	comes	from	a	wound	(pulsating	

out	or	as	a	regular	flow).	These	are	mostly	wounds	to	the	limbs,	head	or	neck.

•	 Call	1-1-2	and	keep	the	casualty	lying	down	as	a	matter	of	preference.	

•	 Apply	as	much	pressure	to	the	wound	as	possible	to	close	it.	Preferably	ask	a	bystander	to	do	so	or	the	

casualty	himself/herself	to	enable	you	to	go	further	with	providing	assistance.	

•	 Apply	pressure	to	the	wound	as	long	as	it	takes	to	stop	the	bleeding,	or	until	the	professional	

emergency	services	take	over	or	until	a	compression	bandage	can	be	applied.	

•	 Evaluate	the	casualty	for	shock.

To	apply	pressure	at	the	location	of	the	bleeding,	use	a	folded	emergency	bandage.	Place	it	on	the	wound	

and	apply	pressure	with	both	hands	onto	the	wound	itself	to	close	it.	If	no	bandages	are	available,	use	a	

tea towel, a towel, a piece of clothing or your bare hands. 

Never	remove	objects	that	could	stick	out	of	the	wound,	such	as	a	piece	of	glass	or	a	knife.	Apply	pressure	

on	both	sides	of	the	object.	It	may	be	necessary	to	accompany	the	casualty	to	the	hospital	in	order	to	keep	

applying pressure to the wound.

Serious	blood	loss,	whether	internal	or	external	can	lead	to	shock.	Therefore,	external	bleeding	

has	to	be	stopped	quickly.	If	the	blood	loss	is	extensive,	first	apply	pressure	to	the	wound.	Then	

evaluate	the	vital	signs	continuously.	The	casualty	can	experience	problems	even	after	a	long	

period of time.
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Apply	a	compression	bandage	to	a	seriously	bleeding	wound	to	an	arm	or	a	leg.	To	do	so,	use	the	following	

bandages and equipment:

•	 An	emergency	bandage	roll;

•	 A	compression	bandage	in	the	size	matching	the	body	part;

•	 Tape;

•	 A	pair	of	first	aid	scissors.

Here is how to provide assistance:

•	 Explain	to	the	casualty	what	you	are	going	to	do	and	ask	him/her	to	lie	down;

•	 Apply	an	emergency	bandage	as	tightly	as	possible	onto	the	wound;

•	 Do	one	round	with	the	compression	bandage;

•	 Apply	this	bandage	going	upwards	whereby	each	round	overlaps	the	previous	one	by	two	thirds;

•	 Apply	each	round	by	pulling	it	tight	to	apply	enough	pressure	without	cutting	the	blood	circulation;

• Fasten the end of the bandage with a piece of tape.

A	bleeding	can	be	stopped	by	applying	strong	pressure	to	the	wound.	There	is	no	longer	any	

difference	between	a	bleeding	from	an	vein	and	an	arterial	bleeding.	Both	are	now	called	a	

seriously bleeding wound.

A	bandage	roll	can	also	be	applied	to	the	wound	before	the	actual	bandaging	in	order	to	give	

extra pressure.
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6   Shock
There is a blood shortage in the circulation when not enough blood is being pumped through the veins. 

As result, there is a shortage of oxygen in the blood. This situation is called shock. Shock is a serious 

life-threatening situation. 

The major causes of shock are:

•	 Serious	internal	or	external	blood	loss;

•	 Serious	burns;

•	 Being	trapped	in	something	or	crush	injury;

•	 Large	loss	of	body	fluid	(for	example	due	to	diarrhea	or	vomiting);

•	 Allergic	reaction;

•	 Malfunction	of	the	heart;

•	 Overheating	or	hypothermia;

•	 Sometimes	serious	chest	injury;

•	 Extreme	fluid	loss	due	to	physical	effort;

• Serious infections.

Shock can be recognised by the following symptoms:

•	 The	casualty’s	complexion	is	grey/pale,	the	eyes	are	set	in	deeply	and	the	facial	muscles	are	drawn;

•	 The	casualty	sweats	a	lot	and	feel	cold	and	damp	to	the	touch;

•	 He/she	is	limp	and	weak;

•	 The	breathing	is	rapid,	irregular	and	superficial;

•	 The	casualty	complains	of	a	dry	mouth	and	being	thirsty;

•	 He/she	is	restless,	confused	and	anxious;

•	 After	a	while,	the	casualty	is	dazed	and	absent;

•	 There	may	also	be	severe	pain	the	back	or	abdomen	which	does	not	decline	or	increase	when	moving	

or staying calm.
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The shock circle

There	is	nothing	much	to	do	about	shock	for	a	First	Aider.	In	any	case,	provide	the	following	assistance	 

to	prevent	the	shock	from	worsening:

•	 Call	1-1-2	or	ask	someone	to	do	so,	explain	that	the	casualty	is	in	shock	and	put	the	phone	on	 

speaker	mode.

•	 Let	the	casualty	lie	down	in	his/her	chosen	position;

•	 Close	the	wound	by	applying	pressure	in	life-threatening	blood	loss	or	apply	a	compression	bandage;

•	 Keep	the	casualty	calm	and	do	not	leave	him/her	alone;

•	 Cover	the	casualty	with	a	blanket	but	do	not	provide	extra	warmth;

•	 Do	not	give	the	casualty	anything	to	drink;

•	 Keep	the	airway	open;

•	 Check	the	casualty	for	local	injuries	or	ask	someone	else	to	do	so.

• Yawning;
• Nauseous;
• Sometimes vomiting.

• Tired;
• Weak;
• Damp skin;
• Sweaty 
   forehead.

• Unhealthy looking;
• Pale;
• Pointy and cold nose;
• Deep-set eyes;
• Thirsty.

• Slow 
  poisoning;
• Anxious;
• Confused.

• Consciousness;
• Breathing;
• Circulation.

Breathing:
• Rapid;
• Superficial;
• Sometimes irregular;
• Weak or rapid pulse.
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6.1  Anafylactische shock
Somebody	who	is	allergic	to	something	can	experience	a	serious	allergic	reaction;	for	example	due	to	

some	kind	of	food	(peanuts),	medication	or	an	insect	bite	or	sting.

A	casualty	who	is	known	to	have	a	certain	allergy	may	be	in	possession	of	an	Epipen	(autoinjector).	 

This can only be administered by the casualty itself or a carer.

The	casualty’s	neck,	face	or	eyes	lids	can	swell	up.	In	addition,	red	itchy	patches	can	appear	on	the	skin	

and	he/she	can	feel	nauseous.	The	instructions	are	the	same	as	for	shock.
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7  Burns

A casualty can experience burns if he/she has been in contact with high temperatures as a result 

of:

•	 Fire;

•	 Hot	(boiling)	fluids	or	gasses;

•	 Radiation;

•	 Hot	objects;

•	 Chemical	(corrosive)	substances;

• Electricity or lightning.

The	majority	of	burns	happen	with	hot	fluids	and	gasses.	For	example	a	pan	of	hot	water	and	potatoes	or	

hot chip pan oil, a cup of tea or steam. 

Burns	are	characterised	by:

•	 Superficial	burns;

• Serious burns.

For	example,	a	superficial	burn	can	occur	due	to	the	sun.

When	to	call	the	G.P.	or	the	emergency	doctor:

•	 If	a	large	part	of	the	skin	is	swollen	due	to	the	burn;

•	 If	there	are	many	blisters;

• In case of illness due to burns such as:

-			A	chill	

-			Fever;

-			Nausea;

-			Vomiting;

-			Headache;

-			Heart	palpitation.

•	 Call	1-1-2	in	case	of	serious	and/or	large	burns	and	breathing	difficulty	after	a	fire.
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Burns, The first Aider needs to:

•	 Call	1-1-2	in	case	of	serious	and/or	large	burns	and	breathing	difficulty	after	a	fire.	Do	not	call	1-1-2	

for	superficial	burns,	for	example	due	to	the	sun.

•	 Call	the	G.P.	or	the	emergency	doctor	for	other	partial	or	full	skin	burns.

• Discuss with the doctor who has to be called if the casualty needs further professional assistance (or if 

you	have	the	feeling	that	something	is	wrong).

•	 Call	yourself	whilst	cooling	or	ask	somebody	else	to	do	so.	

•	 Make	sure	to	remove	the	clothes	immediately	if	they	are	in	the	way	of	cooling.	Removing	the	clothes	

can also happen under the shower/emergency shower.

•	 Cut	the	clothes	around	the	area	of	the	wound	if	they	have	melted	onto	the	skin.

•	 Remove	potential	jewelry	from	the	affected	body	part.

•	 Immediately	cool	the	burns	with	preferably	lukewarm	flowing	tap	water;

•	 Prevent	hypothermia.	Match	the	temperature	to	what	the	casualty	feels	is	best.	Cool	the	burn	and	not	

the	casualty	to	prevent	hypothermia;

•	 Cool	for	10	to	20	minutes;

•	 Do	not	direct	the	jet	of	water	onto	the	wound	but	above	so	that	the	water	flows	onto	the	wound.	If	

flowing	water	is	not	available,	the	First	Aider	can	use	hydrogel	to	cool	the	wound.	If	the	wound	has	

been	cooled	sufficiently	with	water,	do	not	use	hydrogel;

•	 Remove	diapers	and	incontinence	pads	immediately.

•	 Never	burst	the	blisters;

•	 Cover	the	burns	partially	or	fully	with	a	sterile	bandage,	cling	film	or	a	clean	tea	towel;

•	 Preferably	use	non-stick	sterile	bandages;

•	 To	cover	large	burns,	use	a	large	sterile	bandage	or	a	clean	sheet.

•	 Keep	the	casualty	warm	with	for	example	a	blanket;

•	 For	superficial	burns,	advise	the	casualty	to	contact	the	G.P.	or	the	emergency	doctor	immediately

-			If	a	large	section	of	the	skin	is	swollen	due	to	the	burn;

-			If	there	are	many	blisters;

-			If	he/she	experiences	cold	sweats,	fever,	nausea,	vomiting,	headache	or	heart	palpitation.
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8   How to treat external wounds

External	sounds	cause	pain,	the	skin	is	damaged	and	there	is	often	blood.	A	simple	wound	can	be	dealt	

with	yourself.	First	clean	the	wound	with	water	and	disinfect	it.	Then	cover	the	wound	with	a	standard	

bandage	or	emergency	bandage.	Remove	rings	and	other	jewelry	in	case	of	wounds	to	the	fingers,	

hand	and	arm.	Preferably	ask	the	casualty	to	do	so	himself/herself.	This	is	to	prevent	cutting	the	blood	

circulation.	Large	wounds	needs	to	be	treated	by	a	doctor	within	6	hours;	after	that,	the	wound	can	no	

longer closed up properly.

7.1.  Chemical burns
•	 If	the	burn	has	been	caused	by	a	chemical	substance,	remove	the	clothes	that	are	impregnated	with	

the	chemicals	(preferably	let	the	casualty	do	this	himself/herself).	Use	thick	gloves	to	do	so;

•	 Rinse	the	skin	to	dilute	the	chemical	for	at	least	45	minutes	with	a	lot	of	lukewarm	water	and	make	

sure	that	the	chemical	does	not	contaminate	the	rest	of	the	body.	Try	to	find	out	what	type	of	chemical	

it is. 

•	 First	brush	off	dangerous	powders	from	the	skin!	When	dealing	with	volatile	substances,	avoid	

breathing them in as this is dangerous.



Emergency Response Manual  Life-saving first aid   |   121

8.1.  Standard bandage
Use a standard bandage for a small, non-serious wound. This is how to apply a standard bandage:

•	 Open	the	sterile	package	on	one	side	and	take	the	bandage	out	without	unfolding	it;

•	 Remove	the	cover	of	the	tape	on	the	shorter	side	of	the	bandage;

•	 Take	the	shorter	side	in	one	hand	and	the	unfolded	section	in	the	other	hand;

•	 Open	up	the	bandage	and	apply	the	wound	pad	to	the	wound;

•	 Stick	the	tape	of	the	shorter	side	onto	the	skin;

•	 Roll	the	long	side	of	the	bandage	around	the	wound	and	affected	body	part	so	that	the	wound	pad	 

is	covered	on	all	sides;

•	 Remove	the	cover	of	the	tape	at	the	other	end	and	stick	it	onto	the	bandage	to	close	it.

 

8.2  Rolled-up emergency bandage
A	rolled-up	emergency	bandage	exists	in	several	sizes.	Before	opening	the	

package,	look	at	the	size	which	can	vary	between	6	x	8	cm	to	10	x	12	cm.

The	sizes	6	x	8	cm	and	8	x	10	cm	are	the	most	often	used	and	can	be	found	in	

all	company	first	aid	kits.

This is how to apply a rolled-up emergency bandage:

•	 Ask	the	casualty	to	sit	or	lie	down	and	explain	what	you	are	going	to	do;

•	 Chose	a	bandage	that	matches	the	size	of	the	wound;

•	 Open	the	package	and	take	out	the	bandage	roll;

•	 Unroll	a	section	of	the	bandage	until	the	wound	pad	is	visible;

•	 Apply	the	wound	pad	onto	the	wound	in	one	go;

•	 Roll	the	bandage	around	the	wound	going	upwards	direction	the	heart;

•	 Cover	the	skin	and	wound	pad	with	the	first	layer;

•	 Make	sure	that	all	sides	of	the	wound	pad	are	covered	by	the	bandage;

• Use a piece of tape to fasten the bandage. 

For an active bleed, a support or compression bandage can be applied on top of the rolled-up 

emergency bandage. It then becomes a compression emergency bandage.
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9   Fracture, dislocation, bruise and sprain

Fractures	and	dislocations	(joint	out	of	socket)	are	accompanied	by	damage	to	the	surrounding	tissue,	

for	examples	tendons,	but	also	often	nerves,	blood	vessels	and	the	skin.	Therefore,	professional	medical	

assistance	is	always	needed.	First	Aid	focusses	on	avoiding	movement	and	the	worsening	of	the	injury;	

and in the case of open fractures and open dislocations, contamination and infection.

9.1  Fractures
Bones	in	our	body	have	an	important	function.	This	means:

•	 To	support	and	provide	form	to	the	body;

•	 To	protect	internal	organs;

•	 To	provide	attachment	to	the	muscles;

• To produce blood cells.

Symptoms of fractures are:

•	 Pain	at	the	location	of	the	fracture	(very	often,	the	casualty	can	precisely	locate	the	pain);

•	 Swelling	at	the	location	of	the	fracture;

•	 The	virtual	or	complete	impossibility	to	use	the	affected	body	part;

• Sometimes, there is a wound at the place of the fracture, or an abnormal position or abnormal 

movement	of	the	affected	body	part.

If	one	or	more	of	these	symptoms	can	be	observed,	then	this	always	means	that	there	is	a	fracture.

In	as	much	as	fractures	count	as	serious	injuries,	their	treatment	takes	second	place	to	dealing	with	 

the	vital	signs.	

Always	assess	the	seriousness	of	the	situation	visually	and	by	asking	questions	to	the	casualty.
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9.1.1  First Aid for a closed or open fracture

A	closed	fracture	means	that	the	skin	is	still	intact.	If	this	is	not	the	case,	then	we	have	an	open	fracture.	

An	open	fracture	provides	a	serious	infection	risk.

•	 Call	1-1-2	for	an	open	fracture	to	the	leg,	hip	or	pelvis;

•	 To	avoid	worsening	the	injury,	let	the	casualty	lie	down	in	his/her	chosen	position;

•	 Should	there	be	a	wound	at	the	location	of	the	fracture,	carefully	cover	it	with	a	sterile	gauze	 

(see 9.1.3).

Make	sure	that	the	bleeding	wound	is	well	visible.	Cut	the	clothes	out	if	the	casualty	experiences	too	

much pain when lifting the clothes.

9.1.2  Use a blanket roll, bag or coat to stabilise and support

Sometimes,	tools	are	not	at	hand;	therefore	improvisation	is	necessary.	Afterwards,	always	consult		

professional	medical	assistance.	If	the	emergency	services	have	been	called,	do	nothing	other	than	

keeping	the	body	part	immobile	in	its	present	position.

9.1.3  How to cover an open fracture in a sterile manner

To	cover	an	open	fracture	is	necessary	if	the	casualty	happens	to	be	outside	on	the	street,	in	a	dusty	

environment	or	if	waiting	for	the	ambulance	will	take	time.	If	possible,	apply	a	sterile	non-stick		

compress to the wound and tape it on all four sides. 
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Follow these instructions:

•	 Remove	or	cut	the	clothes;

•	 Place	the	sterile	non-stick	compress	carefully	on	the	wound;

•	 Tape	the	compress	on	all	4	sides	with	a	2,5	cm	tape;

•	 The	tapes	needs	to	be	stuck	half	onto	the	compress	and	half	on	the	skin.	

9.1.4  Ribs or breastbone fracture

A	casualty	with	ribs	or	breastbone	fracture	will	be	breathing	differently	than	normal.	It	is	impossible	to	

keep	broken	rigs	or	breastbone	immobile.	The	casualty	breathes	rapidly	and	superficially	to	keep	the	

chest	as	immobile	as	possible.	Every	movement	is	painful	anyway.	Some	relief	can	be	obtained	if	the	

casualty	sits	bend	forward	a	little	and	by	offering	support.	This	way,	the	chest	is	in	the	best	position	to	

move.	As	a	result,	the	breathing	will	be	less	painful.	Let	the	casualty	decide	on	the	best	position.	

Symptoms of breathing for ribs and breastbone fracture:

•	 Pain;

•	 Restricted;

•	 Superficial.

9.1.5  Fracture of the vertebrae

A	casualty	runs	the	risk	of	vertebrae	fracture	in:

•	 A	fall	from	height;

•	 A	collision;

•	 A	dive	in	shallow	waters.

Symptoms	that	are	apparent	by	a	fracture	of	the	vertebrae	are:

•	 Pain	in	the	neck	and/or	back;

•	 Reduced	function	of	the	neck	and/or	back;

•	 Lack	of	feeling	or	tingling	in	the	arms	and	legs;

•	 Lack	of	movement	in	arms	and	legs.
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Here	is	the	First	Aid	to	be	provided	for	such	a	casualty:

•	 Call	1-1-2	or	ask	someone	to	do	so	and	set	the	telephone	on	speaker	mode;

•	 Ask	the	casualty	to	stay	in	his	present	position;	do	not	set	the	head	straight!

•	 Prevent	any	kind	of	movement;

•	 Ensure	rest	and	support;

•	 In	order	to	prevent	further	injury,	do	not	stabilise	the	casualty’s	head	if	he/she	is	conscious	and	

restless or agitated.

If	the	casualty	is	unconscious,	it	is	difficult	for	the	First	Aider	to	assess	if	he/she	has	potentially	broken	

some	verterbraes.	The	cause	of	the	accident	and	the	position	of	the	casualty	can	give	some	kind	of	

certainty. In doubt, always act according to the worst case scenario.

9.2  Dislocation (always at a joint)
Symptoms of a dislocation are:

•	 Pain	(also	in	rest);

•	 The	affected	joint	cannot	or	barely	move;

•	 An	abnormal	position	of	the	joint	and	swelling.

The	type	of	First	Aid	for	a	dislocation	is	to	a	great	extent	similar	to	that	of	fractures.

Call	1-1-2	for	a	dislocation	of	a	leg,	hip	or	pelvis,	by	disturbed	blood	flow	or	serious	pain.

Contact	the	G.P.	for	dislocations	of	shoulder,	arm,	elbow,	wrist,	knee,	foot	or	ankle.	

Remove	jewelry	on	the	affected	body	part.

With	fractures	of	the	vertebrae,	it	is	crucial	to	make	sure	that	the	casualty	moves	as	little	as	

possible.	However,	stabilising	the	breathing	always	has	priority.	If	this	necessary,	then	the	

casualty	may	be	moved.
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9.3  Bruises and sprains
Bruises	and	sprains	are	a	form	of	damage	to	the	soft	tissue	between	skin	and	bone	due	to	a	blow	or	a	

bump	or	the	forced	movement	of	a	joint.

A	sprain	can	happen	if	the	casualty	has	twisted	something.	The	normal	capacity	to	move	of	a	joint	has	

been	exceeded.	As	a	result,	the	tendons	of	the	joint	have	been	stretched	and	can	even	tear	to	the	point	

that it also results in a dislocation. 

Under	the	skin	of	the	affected	body	part,	there	is	bruising,	fluid	retention	(oedema)	and	tissue	damage.	

This causes swelling, whereby the bruising also results in discolouration. The swelling delays the healing 

process	of	the	injury.	Therefore,	the	First	Aid	intervention	focusses	on	the	reducing	the	swelling.	

Symptoms of bruising and sprains are:

•	 Pain;

•	 Swelling	after	a	short	while;

•	 Discolouration;

•	 At	times,	reduced	movement	capacity	of	the	affected	body	part.

This is how to act for a bruise or sprain:

•	 Cool	the	affected	body	part	for	10	to	20	minutes;

•	 Elevate	the	affected	body	part	during	and	after	the	cooling	process	(30	minutes	in	total:	cooling	+	

elevation).	

Use the following tools:

•	 (Cold)	water;

•	 Cold	packs;

•	 Ice	cubes;

• Ice cubes in water.
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Beware: when	using	cold	packs	or	ice	cubes,	always	place	a	tea	towel	or	something	similar	onto	the	skin	

to	avoid	a	risk	of	localised	frostbite.	

Contact	the	G.P.:

•	 If	the	casualty	cannot	walk	4	steps	without	assistance,	immediately	after	the	sprain	incident;

•	 If	the	pain	and	the	swelling	have	not	declined	after	four	or	five	days;

• If the pain is only getting worse (fracture/compartment syndrome). 

Provide	rest	and	support	to	the	affected	body	part.	If	necessary,	contact	the	professional	medical	services.

How	to	bandage	a	joint

Ask	the	casualty	to	hold	the	joint	in	the	position	that	he/she	finds	the	least	painful.	This	is	mostly:

•	 Holding	the	wrist	in	a	horizontal	position;

•	 A	knee	slightly	bent;

•	 An	elbow	and	a	foot	at	a	90	degrees	angle.

And	then	apply	the	bandage	in	this	position.

How	to	bandage	a	wrist	and	hand

•	 Apply	the	first	layer	around	the	hand	just	below	the	finger	tops;

•	 Then	apply	two	or	three	rounds	direction	the	wrist.	Make	sure	that	each	round	covers	the	previous	one	

for two thirds and pull the bandage tight for each round.

•	 If	support	to	the	wrist	is	needed,	apply	two	layers	one	above	and	one	below	the	thumb.

• Finish with a few rounds on the underarm and apply tape to fasten the bandage.

In doubt, always act according to the worst case scenario (fracture).
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How	to	bandage	an	ankle	or	foot

•	 Apply	the	first	layer	below	the	toes	and	pull	the	bandage	slightly.	Make	sure	that	the	toes	are	still	

visible;

•	 Then	apply	two	or	three	rounds	direction	the	ankle.	Make	sure	that	each	round	covers	the	previous	one	

for	two	thirds.	Apply	a	layer	to	the	middle	of	the	heel;

•	 If	support	to	the	ankle	is	needed,	apply	two	layers	one	under	the	foot	and	the	other	above	the	heel;

• Finish with a few rounds on the lower leg and apply tape to fasten the bandage.

Remove the bandage if the casualty experiences more pain or if the fingers or toes turn pale 

or blue!
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10   Eye Injuries

An	eye	injury	can	happen	because	of:

•	 Dirt	in	the	eye;

•	 A	corrosive	substance	in	the	eye;

•	 A	sharp	object	in	the	eye;

•	 A	burn	to	the	eye;

•	 A	welding	burn	to	the	eyes	or	a	blow	to	the	eye;

One	or	more	of	the	following	symptoms	can	happen:

•	 Red	eye;

•	 Teary	eyes	and	shut	eyelids;

•	 Pain	in	one	or	both	eyes;

•	 A	bleeding	in	the	eye	and/or	a	distorted	pupil.

Prevent	the	casualty	from	rubbing	his/her	eye.	To	remove	dirt	in	the	eye,	the	best	solution	is	to	use	the	

corner	of	a	handkerchief.	Sweep	the	dirt	to	the	corner	of	the	eye	close	to	the	nose.	Only	remove	dirt	if	it	 

is located on the white part of the eye. 

If	the	casualty	has	got	a	corrosive	substance	in	the	eye,	rinse	with	lukewarm	water	for	15	minutes.	 

Make	sure	that	the	rinse	water	does	not	come	into	the	unaffected	eye.	

If	a	sharp	object	has	impacted	the	eye,	for	example	a	metal	or	glass	splinter,	do	not	remove	it.	

Immediately	go	the	G.P.	or	the	emergency	doctor.

For	a	welding	burn	to	the	eye	or	snow	blindness,	advise	the	casualty	to	wear	a	pair	of	sunglasses	for	a	

couple of days and not to rub his eyes.
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11   Poisoning

Poisonous	substances	can	enter	the	body	in	three	ways:

•	 Via	the	digestive	system	(	solids	or	fluids);

•	 Via	the	respiratory	system	(gas	or	vapour);

•	 Via	the	skin	(fluids).

The	difficulty	with	poisoning	is	that	the	symptoms	are	very	varied	and	not	always	recognisable.	In	practice,	

the	First	Aider	most	often	encounters	substances	to	be	found	in-house,	kitchen	or	garden	and	which	ae	

poisonous	if	used	improperly.	Examples	are	corrosive	substances	such	as	dishwasher	products,	chemicals	

to	unblock	sinks,	toilet	cleaners,	soldering	fluid,	ammonia,	rust	remover,	petroleum	products	such	lamp	oil,	

terpentine,	furniture	polish,	and	various	other	poisonous	substances	such	as	an	overdose	of	medication,	

poisonous plants and mushrooms.

In addition, there are many other chemical substances which each require their own treatment. Should 

you	work	with	such	products	in	your	company,	it	is	essential	to	be	well	informed	about	the	procedures.	

Chemical products can also cause burns.

Call 1-1-2 in case of consciousness disorder or serious malaise by ingestion of dangerous 

substances, including if this has happened on purpose. In all cases, call the emergency number 

of	the	G.P.	or	emergency	doctor.	In	case	of	ingestion,	ask	the	casualty	to	rinse	his/her	mouth	

with water and to spit it out.
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11.1  First Aid for poisoning
If	the	casualty	is	unconscious,	try	to	find	out	the	nature	of	the	poisonous	substance;	for	example	look	

if	you	can	find	the	rest	of	the	poisonous	substance	or	the	packaging.	Always	call	1-1-2	first	in	case	of	

unconsciousness. 

If	the	casualty	is	conscious,	ask	him/her	what	the	substance	is	and	in	which	way	he/she	has	come	into	

contact with it.  

•	 Try	to	reduce	the	effect	of	the	poison;

•	 Assess	and	stabilise	the	vital	signs;

•	 Call	the	emergency	services;

•	 Report	with	which	substance	the	incident	took	place	and	give	them	the	rest	of	the	poison	or	the	

packaging.

11.2  First Aid for poisoning via the digestive system
The casualty is conscious and the nature of the poison is known.

• 	 Always	call	1-1-2	if	the	ingestion	has	been	on	purpose;

•	 Contact	the	G.P.	or	the	emergency	doctor.	They	will	provide	you	with	the	appropriate	advice	for	the	

type	of	First	Aid	in	that	particular	case	of	poisoning;

•	 Only	give	the	casualty	something	to	drink	following	the	instruction	of	the	dispatcher:	water,	milk	or	

active	carbon	(Norit);

•	 Give	the	packaging	to	the	emergency	services.

11.3  Poisoning via the respiratory system
The casualty is conscious and the nature of the poison is known.

Follow these instructions:

•	 Beware	of	your	own	safety	whilst	providing	rescue	and	rescue	breathing;

•	 Stabilise	the	vital	signs;

•	 If	it	is	safely	possible,	bring	the	casualty	into	the	fresh	air;

•	 If	impossible,	air	the	room;

•	 Call	1-1-2	immediately	for	the	professional	emergency	services.
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11.4  Skin exposure to dangerous substances
The	casualty	is	conscious	and	the	nature	of	the	poison	is	known.

Follow these instructions:

•	 Call	1-1-2	if	the	casualty	has	serious	and/or	extensive	chemical	burns	and	by	inhalation	of	dangerous	

substances	due	to	exposure	to	these	substances;

•	 Treat	according	to	the	instructions	or	safety	information	book	specific	to	these	dangerous	substances;

•	 Put	on	thick	gloves	and	boots	to	remove	the	clothes	that	have	been	contaminated	by	the	poisonous	

substance.	The	remove	gloves	and	boots	to	continue	treatment;

•	 Rinse	the	naked	skin	for	at	least	45	minutes	with	flowing	water;

•	 First	brush	off	powders	carefully	from	the	skin.	However,	some	powders	can	be	activated	by	water.

12   Electrical injuries

If	someone	handles	an	exposed	electrical	cable	or	defective	device,	or	is	struck	by	lightning,	the	

electricity	flows	to	the	earth	through	the	body,	unless	the	person	is	well	isolated	from	the	earth.

Be very careful about your own safety!
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The	damage	caused	to	the	body	depends	on	the	voltage,	the	amperage	and	the	way	that	the	electricity	

flows	through	the	body.	Electricity	that	goes	through	the	brain	causes	unconsciousness	and	at	times	

breathing	and/or	circulation	arrest.	Electrical	burns	seem	at	first	to	be	better	than	expected;	however,	the	

damage	to	the	underlying	muscles	and	tissue	is	(very)	extensive.

Special	equipment	and	measures	are	required	to	switch	off	the	power	to	a	broken	high	tension	cable	or	

to	the	overhead	lines	of	the	tram.	The	fire	brigade	and	the	police	need	to	be	called	immediately;	After	

that do nothing.

Call	1-1-2.	Report	that	the	high	tension	system	needs	to	be	switched	off.	Do	not	approach	the	casualty.

Low voltage

Make	sure	that	you	do	not	come	into	contact	with	the	electricity.	Unplug	the	device	or	press	the	

emergency	stop	button	of	the	machine	(for	in-company	accidents).	If	it	is	not	possible	to	switch	off	the	

power,	try	to	pull	the	casualty	by	his/her	dry	clothes	without	making	contact	with	the	body	itself..

Be very careful about your own safety!
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13   Minor injuries

Allergic reaction

Call	1-1-2	in	case	of	serious	breathing	difficulty,	shock	symptoms	and/or	swelling	in	the	neck	or	throat	

area.	In	case	of	long-lasting	rashes	or	swelling,	call	the	G.P.	for	advice.

Following	the	instructions	and	responsibility	of	a	G.P.	or	specialist,	carers	can	administer	an	adrenaline	

autoinjector	(Epipen)	to	someone	they	know.	The	administration	of	adrenaline	does	not	fall	under	the	

standard	First	Aid.

Insect bites and stings

First cool the area/wound in case of pain, irritation or itch in case of an insect bite or sting. If the stinger is 

still	in	the	skin,	remove	it	with	your	nails,	the	blunt	side	of	a	knife	or	with	a	pair	of	tweezers.	First	remove	

a	ring,	if	present,	for	an	insect	bite	or	sting	to	the	finger.

Tick 

Remove	the	tick	as	soon	as	possible,	preferably	with	a	tick	tweezer.	Remove	it	vertically	from	the	skin.	

Ask	the	casualty	to	make	a	note	of	the	date	of	the	removal.

Contact	the	G.P.	if	the	casualty	experiences:

•	 Itching	over	the	whole	body;

•	 If	it	is	impossible	to	remove	the	tick;

•	 If	the	tick	has	probably	been	into	the	skin	for	more	than	24	hours;

•	 If	the	casualty	sees	double	or	his	face	is	lopsided;

•	 By	pain,	tingling	or	loss	of	strength	in	arm	or	leg;

•	 By	skin,	heart	or	joint	complaints;

•	 Note	the	date	of	the	bite.	If	after	three	months,	a	red	or	red/blue	rash	or	ring	appears	onto	the	skin,	

contact	the	G.P.	Als	do	this	if	some	flu	symptoms	develop	there	months	after	the	tick	bite:	fever,	

headache and exhaustion.
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14   Summary

The	Emergency	Response	officer	always	follow	this	order	of	procedure:

1.	 Beware	of	danger;

2.	 Check	what	has	happened	and	the	status	of	the	casualty;

3.	 Keep	the	casualty	calm	and	deal	with	exposure;

4.	 Call	the	emergency	services;

5.	 Help	the	casualty	at	location	where	he/she	is	lying	or	sitting	down.

This	is	the	order	of	the	First	Aid	protocol:

1.	 First	assess	the	vital	signs:	consciousness,	breathing	and	stabilise	them;

2.	 Then	check	for	external	blood	loss	and/or	shock	and	stop	the	bleeding;

3.	 And	then	look	if	the	casualty	has	external	injuries,	assess	and	treat	them.

This order of procedure is based on the fact that the wounds which are the most life-threatening need 

first	to	be	addressed:	Treat	first	what	kills	first.

In	assessing	and	stabilising	the	vital	signs,	follow	these	steps:

Step 1

- Ensure your own safety and that of the casualty

-	 The	Rautek	technique.

Step 2

-	 Check	if	the	casualty	is	responsive.

-	 Talk	to	him/her	and	shake	slightly	by	the	shoulders,	if	no	reaction	call	1-1-2	or	ask	someone	to	so	do;

-	 Ask	for	help;

-	 Place	the	casualty	on	his/her	back.

Step 3

-	 Open	the	airway.

-	 Tilt	the	head;

-	 Use	the	chin	lift	method;

-	 Give	abdominal	thrusts.
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Step 4

-	 Check	the	breathing.

-	 Look,	listen	and	feel.

Step 5

-	 Alert	the	emergency	services.

-	 Who,	what,	where;	be	aware	of	exceptions;

-	 Recovery	position	(in	case	of	normal	breathing).

Step 6 

- No breathing.

-	 Start	C.P.R.;

-	 Use	the	A.E.D.;

-	 Quickly	turn	the	casualty	on	his/her	side	by	vomiting.

After	stabilising	the	vital	signs,	treat	the	potential	wounds	or	injuries	the	casualty	may	have:

•	 Serious	external	bleeding;

•	 Shock;

•	 Burns;

•	 External	wounds;

•	 Fractures,	dislocations,	bruising	and	sprains;

•	 Eye	injuries;

•	 Poisoning;

• Electrical injuries.

How	to	deal	with	these	issue	is	to	be	found	in	the	relevant	chapters	above.
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