Fire and Emergency Evacuation Procedures
Emergency Overview and Procedures

An emergency is an abnormal and dangerous circumstance needing prompt action to control, correct and return it to a safe condition. These circumstances include:
· Any situation that cannot be contained by the available internal resources.
· Where persons are injured or in danger of injury. 

· Where property damage has occurred or is likely.  

· Where the environment is seriously threatened.

The aim of emergency procedures is to:

· Minimise the level of risk to life, property and the environment.
· Control and minimise the effects of any incident. 

· Provide the basis for training of all employees, patrons and guests who may be involved in any emergency in the workplace.

Emergencies that are pertinent to the workplace include:

· Fire

· Bomb threat
· Medical
· Natural disasters – cyclone, earthquake, flood etc
Emergency and evacuation procedures should be followed by all persons at the workplace, who should be made aware of their contents. 

Each employee should be given instructions as to the location of emergency equipment, exits and evacuation assembly area/s. Emergency procedures should be reviewed after each emergency or evacuation drill (annually) and updated where necessary. 

Emergency Control Organisation (ECO)

For larger properties, an Emergency Control Organisation could be set up comprised of the Chief Warden, Deputy Warden and Evacuation Coordinators, and First Aid personnel drawn from the workplace. The responsibility of the Emergency Control Organisation (ECO) during an emergency is to:

· Conduct an orderly evacuation of the building’s/workplace’s occupants, including members of the public who may be in the building/workplace at the time, to a safe place of assembly.
· Assist the emergency services.
· Operate portable fire fighting equipment in the building/workplace, if it is safe to do so.

The emergency personnel in a workplace would generally be:

· Chief Warden
· Deputy Wardens/Evacuation Coordinators
· First Aid trained personnel
Chief Warden
The Chief Warden is the person selected to head the ECO. This person must have a good knowledge of the building, structure and workplace and ideally be Fire safety Adviser trained (must be for High Occupancy Buildings). On becoming aware of an emergency, the Chief Warden should take the following actions:

· Ascertain the nature of the emergency and determine appropriate action.

· Ensure that the appropriate emergency service(s) has been notified.

· Ensure that area wardens are advised of the situation.

· If necessary, initiate evacuation and control entry to affected areas.

· Ensure the progress of the evacuation and any action taken is recorded in an incident log.

· Brief emergency services personnel upon arrival on type, scope and location of the emergency and the status of the evacuation and, thereafter, act on the senior officer’s instructions.

Duties
The duties of the Chief Warden once an alarm has been raised are (in the case of fire): 

· Establish communications with the fire area and assess the nature and extent of the fire.
· Ensure the fire brigade has been contacted.
· Have a person meet the fire brigade at the agreed emergency entrance.
· Coordinate evacuation if this is necessary, and sound evacuation alarm to the relevant areas.
· Stop movement of vehicles in the car park.
· Remain in charge until the fire brigade’s senior officer takes control. Remain as a liaison with the fire brigade until emergency is under control.

In the case of a bomb threat,

· Notify the police and fire brigade.
· Coordinate any search of the centre.
· Remain in contact with the search party.
· Ensure the appropriate alarms are activated.
· Coordinate an evacuation of the area if a suspicious object is found.
· Remain in command until an external emergency authority takes charge. 
· Remain as a liaison with the emergency authority until the emergency is under control.

· In all other emergency situations, the Chief Warden should:

· Establish contact with the security officer at the scene of the emergency and assess the nature and extent of the emergency.
· Ensure the appropriate external emergency authority has been notified.
· Organise for a person to meet the emergency authority at the arranged emergency entrance.
· Liaise between the emergency authority and the emergency personnel.
· Coordinate evacuations if these are necessary and activate the evacuation alarm.

Deputy Chief Warden/Evacuation Coordinator
The Deputy Chief Warden (or Evacuation Coordinator) shall assume the responsibilities normally carried out by the Chief Warden if the Chief Warden is unavailable, and otherwise assist as required. It is therefore most important that the Deputy Chief Warden (or Evacuation Coordinator) is fully conversant with the Chief Warden’s role.

The duties of the Deputy Chief Warden (or Evacuation Coordinator) in an emergency situation are:
· Proceed to the emergency control centre once contacted by the Chief Warden.
· Assume control of the emergency situation if the Chief Warden is not present until the authorities arrive.
· If the Chief Warden is not on the premises, carry out the Chief Warden’s duties as listed above.
· If the Chief Warden is in command, the Deputy Chief Warden (or Evacuation Coordinator) should assist as requested.

First Aid Personnel

Trained First Aid personnel on duty should be notified of any emergency where there is the risk of casualties or in any life threatening emergency. They should proceed to the scene of the emergency, if safe to do so. They should liaise with the ambulance service.

External Emergency Services

The emergency authorities that should be utilised by the workplace include:

· Fire and Rescue Service.
· Ambulance.
· Police.
· Local Council.
Each of these authorities will assume control of the emergency once they arrive at the premises. The Chief Warden or Deputy Chief Warden (or Evacuation Coordinator) should remain as a liaison to the authority and the emergency personnel.

When a Fire Starts
1. Don’t Panic.
2. Raise alarm.
3. Phone the Queensland Fire and Emergency Service.
4. Fight fire if safe to do so, otherwise evacuate the workplace.
5. Select the proper fire extinguisher.

Fire Extinguishers
All employees should be familiar with the location and type of extinguishers available, and fire hoses in the workplace. The location should be marked on your fire evacuation plans/signage in each area.

Which Fire Extinguisher?
The six classes of fire in Australia are:
· Class A – Ordinary combustibles.
· Class B – Flammable liquids.
· Class C – Flammable gases.
· Class D – Combustible metals.
· Class E – Electrical equipment.
· Class F – Cooking oils and fats.
The types of fire extinguishers used are as follows:
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Never use water or foam extinguishers on electrical fires unless the power is turned off.
Triangle of Combustion

Fire is usually depicted by the ‘triangle of combustion’. These combustion elements such as air, heat or fuel needs to be removed in order to extinguish the fire. The task of fire extinguishers is to remove one or more of these elements i.e. remove air by smothering, remove heat by cooling or remove fuel by starving.
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Fighting Fire with an Extinguisher

Method of Operation:
· Do not panic – try to remain calm and think.
· Determine type of fire and exact location.
· Select right type of extinguisher.
· Where possible, keep the doorway or evacuation route at your back or behind you.

· Keep low to avoid smoke.

· Initial operation should be conducted not closer than two metres from the fire.

· Direct extinguisher agent at seat of the fire, not at the smoke.
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PULL the pin, AIM at the base of the fire, SQUEEZE the handle/lever and SWEEP from side to side until the fire is extinguished.

Fire Hose
There will generally be fire hose(s) in addition to extinguishers at a workplace. They are also marked on the fire and evacuation signage. Staff should know their position and method of operation.

· A fire hose should only be used on CLASS A fire (e.g. paper, wood, textiles).
· Do not use a fire hose on CLASS E or F fires (e.g. electrical or fat).

Method of Operation:

Turn the water supply on at the reel. The water supply can be regulated at the nozzle.

· If possible, two persons should operate the hose – one to ensure the hose runs off the reel freely and does not get caught on any obstacles and the other to run the hose out and direct the spray.

· Spray water across the fire in sweeping movement commencing closest to the operator.

Fire Blankets

Fire blankets are located in strategic areas of the workplace, typically in a kitchen. These should be used to smother any fires by placing the blanket over the source.
Method of Operation:
· Carefully cover the burning object with the blanket.

· Turn off heat source.

· Leave the blanket in a place to cool.

· Call the fire brigade.

Exits and Fire Doors

All exit signs must be visible at all times and should be illuminated when using emergency lighting.

· Exits should be clear and unobstructed at all times.
· Exit doors should never be left open or kept ajar, and should never be locked from the inside.

First Aid Equipment

First aid kits should be located in strategic areas of the workplace and should be stocked at all times.
General Fire Procedures
If a fire or smoke is reported, members of staff (or fire appointments) in the area should check the location and extent of the fire and alert employees. Doors/shutters/windows should be closed to prevent any fire spreading. If smoke is thick, evacuate the immediate area and remain low to the ground. Smoke inhalation can be dangerous. 

The Chief Warden or his delegate(s) should evacuate the immediate area of the fire, ensure all doors especially fire doors and windows are closed and marked with tape to prevent re-entry. Remember that there is more oxygen available close to the floor so crawl if the smoke is thick.

Special assistance must be given to the handicapped and elderly. The Chief Warden will instruct a person to meet the fire brigade at the entrance to the workplace and direct them to the fire. If the fire is not extensive and the risk is manageable, attempts should be made to extinguish the fire with the use of the portable extinguishers and fire hoses.

If the fire is extensive or not able to be controlled by use of the equipment, commence evacuating surrounding areas.
IF IN DOUBT EVACUATE THE AREA IMMEDIATELY

The Chief Warden should be notified that the area is being evacuated. Other Wardens/Evacuation Coordinators should be notified when they should evacuate their areas.

Once the Fire Brigade arrive, the chief fire fighter will take control of the emergency in liaison with the Chief Warden until the emergency is deemed to be over and employees can then re-enter the building with approval.
Fire Prevention

Fire prevention should be of equal importance as having well planned and rehearsed emergency procedures. The following steps should be followed to reduce the risk:
· Ensure all bins are emptied regularly.
· Chemicals should be stored according to their Safety Data Sheet with flammable liquids stored in an appropriate facility.
· Ensure walkways and emergency exits are not cluttered or obstructed (including fire stairs).
· Extinguishers, fire hoses and fire blankets must be regularly checked and serviced (on a six monthly basis).
Bomb Threat

Bomb Threats are frequently used to disrupt business or cause alarm. These procedures are designed to help people respond to and deal with a bomb in accordance with current directions provided by the Queensland Police Service.
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Evaluation of Threat

The Chief Warden (and management) should:
· Study the bomb threat report.
· Gather facts.
· Consider options.
· Make a decision (call Police as required – follow their instructions).
Medical Emergency

The objective is to control the emergency until the arrival of the ambulance or other expert assistance.

In the event of a life threatening medical emergency, the following actions are to be taken:

· The first person on the scene of an accident/medical emergency shall raise the alarm by notifying First Aid trained personnel and supervisor/manager.

· At the scene, persons are assess the nature and extent of the emergency; First Aid attendant to commence administering first aid as required and an ambulance called if necessary, if this has not already been done.

· The First Aid attendant should administer medical care. All steps should be taken to prevent any contamination (gloves etc).

· Any crowd control should be undertaken by staff (Chief Warden or other trained personnel).
· The ambulance should be met and directed to the scene of the emergency.

· An accident/incident report form should be completed after the emergency is under control.

Training

All persons employed at the workplace should be given adequate instruction in fire and emergency evacuation, and emergency response e.g. annual evacuation training, two yearly first response (firefighting) training.

Specialist training should be undertaken by Chief Warden, Deputy Warden/Evacuation Coordinators e.g. Fire Safety Advisor, or specific to their appointment. 
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