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	Parent Policy(s): 
	Emergency Management Plan (CMS/2690)


1 PURPOSE

To provide clear instruction on the procedure for evacuating staff and visitors from the Corporate Office in the event of a fire emergency or routine evacuation drill.
2 SCOPE

This procedure applies to all instances of fire, emergency or routine evacuation drill undertaken within the Corporate Office.
3 RESPONSIBILITIES

The Chief Fire Warden, Deputy Fire Warden and Area Fire Wardens are responsible for ensuring all staff and visitors to the Corporate Office are evacuated from the building in a safe and efficient manner, in accordance with this procedure. 

All staff are responsible for ensuring they have read and keep up to date with the office evacuation instructions which are displayed within the building.
An overview of this building evacuation procedure is to be provided to new staff as part of their induction program facilitated by People and Culture.
4 METHOD
Two-way radios are located in the Corporate Office to be used by the Chief, Deputy and Area Wardens for emergency communication.

Wardens must turn to Radio Channel 4 in an emergency.

On the sounding of the evacuation alarm, if safe to do so:

the Chief Warden will:

a) immediately proceed to front reception
b) ascertain the location and nature of the emergency

c) contact and provide direction to all Area Wardens (i.e. nominate safe exits)
d) ensure emergency services have been contacted, if not, proceed to contact
e) ensure Horsham Rural City Council has been contacted, if not, proceed to contact
f) maintain communication with Area Wardens (i.e. establish when all staff are clear)

g) liaise with emergency services on arrival

the Deputy Warden and Area Wardens will:

a) if aware of the location or nature of emergency, immediately advise the Chief Warden

b) collect emergency two-way radios and backpacks

c) proceed to evacuate staff under the instruction of the Chief Warden
d) on initial ‘all clear’, undertake a sweep of designated areas (i.e. close and mark doors)
e) advise Chief Warden when designated areas are ‘all clear’
f) proceed to assembly area, unless Chief Warden instructs otherwise
g) maintain control of staff evacuated to assembly area

the Deputy Warden will, in addition to the above:

a) instruct a nominated contact centre staff member to secure the cash tray

b) collect the visitors sign-in book on exiting the building

c) undertake staff roll call

d) advise Chief Warden of any ‘unders’ and ‘overs’

In the absence of the Chief Warden, the Deputy Warden will assume the responsibilities normally carried out in their absence.

Area Wardens may be instructed by the Chief Warden to perform other duties not listed above, but deemed to be necessary on the day (i.e. guard incoming doors). Similarly, Area Wardens may recruit individual staff members, if safe to do so and within the staff members capability, if additional assistance is deemed to be necessary on the day.

The Chief Warden or in his/her absence the Deputy Chief Warden is the only person to provide an ‘all clear’ for staff to re-enter the building.

Routine Evacuation Drill

In the event of a routine evacuation drill the Chief Warden will provide a courtesy call to the CFA (Region 17) to advise of the date and time the drill will be carried out.

In liaison with the Chief Warden, Information, Communication and Technology staff will activate all emergency alarms within the Corporate Office. Once alarms have been activated, Information, Communication and Technology staff will proceed to evacuate the building under the instruction of Wardens.
A routine evacuation drill will be carried out at least once per year.

5 DOCUMENTATION

5.1 References 

a) Emergency Management Plan (CMS/2690)

b) CFA Emergency Management Manual (I2009/7746)
c) Office Evacuation Instructions: McLachlan Street First Floor (CMS/705)

d) Office Evacuation Instructions: McLachlan Street Ground Floor (CMS/706)

e) Emergency Management Plan Exercise – Observer’s Checklist (CMS/2758)

f) Emergency Staff Checklist (CMS/2315)

5.2 
Records

All documentation pertaining to Fire Warden meetings will be maintained within TRIM (file reference 10/090/002). 
In accordance with the building evacuation procedures, an appointed observer (i.e. OHS Officer) will complete an Emergency Management Plan Exercise Checklist when a routine evacuation drill or emergency evacuation is undertaken. A copy of the checklist will be saved in TRIM (refer above).
A record of training undertaken by staff in relation to their duties as Fire Wardens will be maintained by the People and Culture workgroup.

6 DEFINITIONS

The reader is directed to the corporation’s standard definitions. 
	Responsible Person:  Chief Fire Warden
	Uncontrolled when printed
	Page 2 of 3

	Authorised By:  EM Stakeholder Services and Governance
	
	Print Date: 9 August 2017

	The controlled copy of this document is available on the intranet. Printed copies are only current as of the print date.



[image: image1.jpg]